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[bookmark: _Toc119403965]3.08 Return to Work Policy & Procedure
[bookmark: _Toc119404198]Purpose and Scope 
The Return-to-Work Policy and Procedure specifies the correct and adequate protocols in which all personnel of Amwrelle Cleaning & Home Care Services must adhere when returning to work.
This Policy and Procedure will only apply to the individuals who have sustained or suffered injuries or illnesses resulting from actions carried out by a worker in conjunction with the venture and service of Amwrelle Cleaning & Home Care Services.
This extends to all workers and meets relevant laws, regulations, and standards. 
[bookmark: _Toc119404199]Definitions
	Sustainable
	Continuing for an extended period or without interruption.

	Injury
	An instance of being injured.

	Duty of Care
	A moral or legal obligation to ensure the safety or well-being of others.


[bookmark: _Toc119404200]Policy
Amwrelle Cleaning & Home Care Services strives to assist and comfort all relevant personnel and their participants. Where deemed appropriate, Amwrelle Cleaning & Home Care Services is committed to aiding workers who have fallen sick or have sustained injuries while conducting tasks and duties of Amwrelle Cleaning & Home Care Services. Amwrelle Cleaning & Home Care Services will assess the needs of the injured or ill employee by establishing, implementing and monitoring the return-to-work service through consulting with the employee, the appointed doctor, the relevant staff and the compensation insurance provider for our workers.
Amwrelle Cleaning & Home Care Services’ priority and care must ensure that all participants, workers, volunteers and other relevant personnel are safe from all potential injuries and illnesses where applicable. Where a worker is returning to work from a sustained injury or illness, Amwrelle Cleaning & Home Care Services will commit in the assistance of resuming their care and services.
The first aspect that must be completed for Amwrelle Cleaning & Home Care Services is to provide job compensation insurance details, including the procedures and which certified occupational recovery service can be employed and if an additional medical examination is needed to return to work. It is the responsibility of Amwrelle Cleaning & Home Care Services 

to provide an appropriate alternative to work duties, as this becomes an integral part of the rehabilitation development.
It is important that Amwrelle Cleaning & Home Care Services is not to terminate a worker if they have become unable to perform work-related tasks and services within six months of sustaining the injury or illness. Amwrelle Cleaning & Home Care Services’ Owner/Director or Operations Manager must create and review an Accident Management Plan for the affected individual. The reason for establishing an Accident Management Plan is to ensure all the required and necessary medical treatment is continuously applied at the time in which the injury was obtained.
Amwrelle Cleaning & Home Care Services’ Management is solely responsible for providing workers with relevant information regarding injuries and returning to work protocols.
[bookmark: _Toc119404201]Procedure
Amwrelle Cleaning & Home Care Services implements the Return-to-Work Procedure to ensure the correct measurements are taken, as well as the appropriate actions are made when allowing an individual to revisit previous duties.	
[bookmark: _Toc119404202]Workers Re-Commencing Work
Amwrelle Cleaning & Home Care Services will assist workers who are medically unable to return to their pre-injury tasks by exploring alternative work in Amwrelle Cleaning & Home Care Services. Fulfilling duties that could potentially further injure workers, is harmful and dangerous to the worker. Therefore Amwrelle Cleaning & Home Care Services utilises an alternative approach of duties to ensure workers do not make their injuries worse or sustain ongoing and permanent damage.
Amwrelle Cleaning & Home Care Services’ Management will arrange an appropriate person to explain to the injured worker the return-to-work process. Should the situation arise where the injured worker has sustained damaging injuries and they are unable to commence work with Amwrelle Cleaning & Home Care Services for a prolonged amount of time, Amwrelle Cleaning & Home Care Services’ Management will assist them in alternative processes and opportunities such as WorkCover.
A Return-to-Work Plan will be established and will specify the correct actions that will be made for that individual to presume the duties of Amwrelle Cleaning & Home Care Services. The Return-to-Work Plan will include opportunities for alternative duties, tasks and potentially altered hours. The plan will be endorsed by a doctor or a relevant rehabilitation provider.
[bookmark: _Toc119404203]Settlements of Conflicts
There may be circumstances in which the affected individual is experiencing difficulties with their new arranged duties or is not in agreement with their assigned Return to Work Plan. If 

this situation is present, Amwrelle Cleaning & Home Care Services is committed to assisting the injured individual and their chosen representative. This is to ensure that all disagreements and differences of opinion are attended to and resolved. If, however, the issues are unable to be resolved, then it will be encouraged to seek advice and assistance from the doctor of that individual, rehabilitation services and insurance agents.
[bookmark: _Toc119404204]Tasks and Duties
Where a worker cannot resume previous tasks and duties, alternative arrangements will be determined. The Owner/Director and/or the Operations Manager will be the only individual who can arrange suitable alternative tasks. Once these duties have been established, a Return-to-Work Plan will be created for that individual.
Although the Return-to-Work Plan will be created by Amwrelle Cleaning & Home Care Services’ Owner/ Director or Operations Manager, the actions must be in accordance with the medical advice and evidence of that individual's doctor.
Many aspects should be considered when appointing suitable duties to the returning worker who was previously injured. Altered or specific duties, tasks and activities should include different hours in which the individual was not performing initially, as well as conducting different tasks and duties of Amwrelle Cleaning & Home Care Services. Upon consulting with all relevant parties, these responsibilities will be defined and stated in writing and frequently checked.
[bookmark: _Toc119404205]Injury, Incident and Accident Management
Where a worker has sustained injuries, Amwrelle Cleaning & Home Care Services must be immediately notified. Management must ensure that, as soon as possible, the wounded person gets medical treatment.
The incident will be recorded and documented and stored in Amwrelle Cleaning & Home Care Services’ files. It is the responsibility of Amwrelle Cleaning & Home Care Services’ authorised personnel to consult with the specialist appointed by the injured employee who is responsible for managing the injury appropriately. They will then ensure that the injury is reported to the relevant state body, such as Worksafe, within a duration of 48 hours of the incident.
[bookmark: _Toc119404206]Supporting Documents
· Human Resources Policy and Procedure
· Work Health and Safety Policy and Procedure
· Staff Code of Conduct
· Fairness, Prejudice and Workplace Harassment Policy and Procedure
[bookmark: _Toc119404207]
Policy Review
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families and carers and workers annually.
All service planning, delivery and evaluation activities will include workers, participants and other stakeholders and their feedback.
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