Keys to Injury Management
An Employer’s Guide to Managing Workplace Injuries in BC Accommodations
Table of Contents
2Introduction

1.
Setting the Stage for an Injury Management/Return-to-Work (RTW) Program
4
2.
Program Requirements for Injury Management/Return to Work
6
3.
Policy Template for Injury Management/Return to Work
10
4.
Process Steps for Injury Management/Return to Work
15
5.
Communication Templates, Forms and Guides
21
6.
Key Terms
22
7.
Key Resources
24


Introduction
Injuries can and should be avoided. While being safe is important, it is just as important to be prepared when injuries do occur. 

What you do and when you do it have a great impact on both your employees and your business. This toolkit provides the core material required for an injury management/return-to-work (RTW) program. A successful program requires: 

· Commitment to achieving objectives, by leaders and everyone in the workplace
· Clear processes and consistent application of those processes

· An understanding of the value of each action and accountability

The information and resources in this toolkit are designed to make it easy for you to achieve each requirement for managing work-related injuries in a simple and effective way. 
Certificate of Recognition (COR) Program

This toolkit supports best practices and is aligned with the requirements of the Certificate of Recognition (COR) program. The COR program is a monetary incentive program for employers that exceeds WorkSafeBC requirements. This includes:
· Measurement

· Accountability

· Compliance

· Sustainability 

· Continuous improvement
· Integration in culture
There are two components to the COR program: 
1.
Occupational health and safety (OHS), which is the first level of COR certification 
2.
Injury management/RTW COR certification, which may be earned at the same time or after the OHS level 
Each component must be successfully implemented before certification is considered. Injury management/RTW is the focus of this toolkit. 
The injury management/RTW COR incentive can amount to 5% of the WorkSafeBC base assessment
, payable in the subsequent year. 
Calculation: Assessable Payroll ÷ 100 x WorkSafeBC Rate x 5% = Your RTW COR Incentive 
The RTW COR incentive is in addition to the other benefits of an injury management/RTW program, which include:

· A workplace culture of health, safety and productive accommodation

· Reduced WorkSafeBC claims costs, which lead to a lower WorkSafeBC experience rating assessment 

· Quicker return to work and productivity of employees
· Clearer support and communication for employees
Occupational Health and Safety COR
The standard audit process includes the following elements for occupational health and safety COR:
1.
Management leadership and commitment
2.
Safe work and emergency procedures, and written instructions
3.
Education, training and instruction of workers
4.
Hazard identification, risk assessment and risk control
5.
Inspection of premises, equipment, workplaces and practices

6.
Incident investigation
7.
Program administration
8.
Joint health and safety committee (for employers with 20 or more employees) or action plan (for employers with fewer than 20 employees)

9.
Contract systems (for employers with fewer than 20 employees)
Injury Management/RTW COR
Injury management/RTW COR builds upon the occupational health and safety COR and includes the following elements:

1.
Policy, management and leadership

2.
Resources, education and training

3.
Stay-at-work and RTW processes and structure

4.
Communication

Elements for both the OH&S and injury management/RTW components of COR are verified through documentation review, interviews and, where appropriate, observation. Evidence of deployment is required, as is measurement of performance to determine the effectiveness of the program.
1.
Setting the Stage for an Injury Management/Return-to-Work (RTW) Program
The following information and definitions may be used in education and communication to ensure that everyone in the workplace has the background knowledge required for full engagement in the injury management/RTW program and processes. This information may be adapted for your organization’s specific needs.
Definition of an Injury Management/RTW Program
An injury management/RTW program differs from individual actions that address injury management in that a program is a pre-planned and coordinated series of actions and accountabilities that are aligned to specific objectives. An effective injury management/RTW program also has a strategic component, with leadership structure and commitment; measures of activity, compliance and effectiveness; a commitment to continuous improvement; and policy and process documentation to support consistency and a clear communication plan. 

Benefits of an Injury Management/RTW Program
An injury management/RTW program benefits both employees and employers. It provides clarity to both parties regarding early and safe return to work, which in turn supports timely recovery, limits disruption to careers, reduces excess work for co-workers and limits financial liability for the employer.
What Should an Injury Management/RTW Program Achieve?

· Clear organizational support for injury management/RTW with leadership commitment, infrastructure and continuous improvement.

· Efficient action and collaboration given that both supervisors
 and employees understand clearly their roles and responsibilities during the injury management and RTW processes. 
· Minimal absence resulting from workplace injuries, including supporting employees in staying at work if safely possible after an injury occurs or returning to productive and safe work as soon as possible.

Why Is Injury Management/RTW Important?

Research shows that doing as much of your usual activity as possible during the recovery process actually helps speed up recovery. According to WorkSafeBC, “Return-to-work programs are now recognized as an important part of an injured worker’s medical treatment plan and rehabilitative process.”
Preventing a time-loss claim (an injury claim where the injured employee takes even one day off work because of an injury) or removing any undue delay in returning following a time-loss injury provides significant savings to the employer. 
What Is Important to Know and Prepare for Before an Injury?

· Understand that most injuries at work do not need time off work.
· Be prepared to accommodate an injured employee’s duties based on what he or she can do safely.
· Remember that all work-related injuries must be reported to WorkSafeBC even if there is no time loss.
· If time loss is necessary, you must still be prepared to offer either modified work duties or a temporary alternative job to the injured employee as soon as possible.
· Time loss is only necessary when the injured employee is physically or psychologically unable to do any work or remain in the workplace safely for a period of time without posing a risk to the worker or to other people, or if returning to work will delay recovery.

2.
Program Requirements for Injury Management/Return to Work 
In setting up your workplace consider the following key requirements:

A.
Management leadership and commitment
B.
Resources, education and training
C.
Stay-at-work/RTW program
D.
Communication

For each of these requirements, ask yourself the following:
· What do you currently have in place, either fully or in part?

· Where do you have gaps with respect to items that have not been started, are not complete or are not functioning well?

· What actions need to happen to address gaps? What is a reasonable timeline to address gaps?

· Who should be accountable for addressing each gap? Who should be involved as support? Who should be informed? What, if any, barriers need to be addressed? 
A. Management Leadership and Commitment
(
A written policy exists.
There is an injury management/RTW policy that clearly outlines the employer’s objectives, requirements, the roles and responsibilities related to injury management/RTW, and which offers guiding principles for addressing unique issues.

The injury management/RTW policy has a clear owner and is reviewed annually.

(
Compliance and outcomes measures are tracked, reviewed and acted upon to ensure continuous improvement.
There are reports, a process and a schedule to review the employer’s costs, types of claims and injury management process at least once a year. This is to ensure that there is consistency in doing all required actions and that those actions are sufficient to minimize the number and duration of time-loss claims.

Reports are available to supervisors to ensure that they are engaged in the process of continuous improvement.

Key measures include:

· Claim descriptions
· Number of first aid incidents
· Number of no-time-loss claims
· Number of time-loss claims 
· Types of claims (for example, falls or burns)

· Number of employee appeals and the outcomes

· Number of employer appeals and the outcomes

· Compliance indicators

· Number of claims reported within three business days

· Offers of modified or accommodated work on the same day as the claim

· Cost indicators 

· Cost per claim

· Average duration of absence as a result of workplace injury for time-loss claims

Total number of absence days as a result of workplace injury ÷ number of employees

If injury management/RTW policy objectives are not being met, there is action to either leverage internal expertise or seek assistance from an expert resource to support improvement.
( 
All levels and key roles are supported with the appropriate delegation of authority, as well as training and tools that are appropriate for the level or role. 

· Senior leaders are aware of the importance of an injury management/RTW program, given the impact on employees, the cost to the employer and relevant legislation.
· All key roles — including supervisors and key personnel in health, safety and human resources — are trained on the injury management/RTW program and aware of relevant legislation
 and the OH&S Regulation.
· Each of the key roles in the injury management/RTW program has the resources required to achieve objectives.
· Employees are aware of leadership commitment to effective injury management/RTW.

(
There is a clearly written injury management/RTW program and consistent application of the program.
· There is program documentation (a program manual) with all required actions and resources.
· Program documentation is clear and complete enough to be understood and implementable by new employees.
· Documentation standards and reporting protocols are clear and consistent with relevant legislation.
B. Resources, Education and Training

(
There is an individual or individuals who have accountability for coordinating the injury management/RTW program.
· Accountable individuals have a clear understanding of their responsibilities and level of authority.
· Accountable individuals have had adequate training in injury management/RTW.
· Accountable individuals understand the value of each action, accountability and key success factors in injury management/RTW, as well as how to support these items.
· Specific accountabilities include RTW coordination and injury management/RTW program management by one or more people.
· Supervisors and workers have knowledge and information that is critical for their roles in the program.
C. Stay-at-Work/RTW Program 

(
There is a process to evaluate incidents/injuries and to determine the appropriate action as soon as the incident/injury is known to the employer.
· There is a protocol for recognizing the need for first aid, accountabilities for ensuring first aid and processes for documenting first aid.
· Supervisors are aware of their responsibilities when medical care is required for a work-related injury.
· Supervisors are aware of their responsibilities when reporting a serious injury.
(
There is an established RTW framework that has been deployed with written processes and communication. 

The RTW process addresses:


· Processes that support no time loss where possible and minimize time loss that may occur

· Temporary modified work/alternate duties/accommodation
 opportunities to prevent time loss
· Steps and accountabilities for return to work following an injury 

· Processes that address potential barriers to effective injury management/return to work
· Support for supervisors in offering safe and productive temporary modified work/alternate duties/accommodation 

· Communication and followup protocols while employees are absent or on temporary modified work/alternate duties/accommodation

· The documentation, progression plan and time frames for temporary modified work/alternate duties/accommodation in an RTW plan 
· The roles of various individuals and departments 
· Information and tools needed to support the role of medical practitioners with information related to the injury management/RTW program and initiatives and information requirements
D. Communication 

There is an understanding of the value of each action and accountability:
· The injury management/RTW policy, processes and accountabilities are communicated to supervisors and employees.
· Communication includes information regarding the benefits of injury management/RTW for the employee and the employer.
· Employees and supervisors know how to access key resources and tools in the injury management/RTW process.
· Communication is ongoing and provided to new employees and supervisors.
3.
Policy Template for Injury Management/Return to Work
The following is a policy template to support the injury management/RTW process. It may be adapted for your organization’s specific needs. 

Context

[EMPLOYER] is committed to supporting the health and safety of all employees. We are committed to the prevention of work-related accidents and injuries through a safe workplace and safe work practices. Should a work-related injury occur, [EMPLOYER] is committed to promoting timely recovery for the employee and minimizing the personal and workplace impact of the injury through a consistent process of injury management and return to work. 

All employees (including independent contractors), supervisors, union representatives, and senior leaders are required to cooperate in all aspects of the injury management/RTW program.

Purpose and Scope

The purpose of [EMPLOYER’S] injury management/RTW policy and program is to:

· Support the health of employees through a timely response to injuries and provision of appropriate and safe work 
· Minimize the impact of work-related accidents to the workplace by supporting productive modified/accommodated/alternate work during recovery, where appropriate 
· Eliminate undue costs through timely, appropriate and coordinated actions 
· Ensure compliance with all relevant legislation
· Ensure that everyone in the workplace is supported with information, knowledge and resources to enable success in their role in injury management/RTW
Policy Statement

The processes in the injury management/RTW program begin as soon as a work-related injury occurs.

Employees are required to notify their supervisor.
Supervisors are required to initiate the injury management/RTW process and engage the injury management/RTW coordinator for the purpose of notification and support, as required.
[EMPLOYER] will ensure that injured employees have access to any required care, required notifications and documentation occur, and stay-at-work processes are initiated as appropriate.
First aid will be provided and documented in a first aid record. 
 will be notified, and the first aid record will remain on file within __________ department for a minimum of three years.

Transportation will be provided and paid for if required by the employee to access immediate medical care.

If Medical Care Is Required
· The injury management/RTW coordinator will be notified.
· The employee will be provided with an information package for completion by the attending physician. This package includes:

· A letter to the employee with instructions and information regarding the injury management/RTW program.
· A letter to the physician noting [EMPLOYER’S] commitment to providing suitable modified/accommodated/alternate work for the injured employee that is within the employee’s restrictions and limitations; the need for completion of the functional abilities form to support the offer of suitable work; how to return the functional abilities form by fax; and who to contact for information.
· A functional abilities form.
· Where appropriate, the supervisor will make a verbal and written offer of work within the restrictions and limitations of the employee and will ensure that the injury management/RTW coordinator is aware of the offer and consulted if any challenges arise.
· Reporting to WorkSafeBC will occur immediately, where possible, and no later than three business days from either the date of the injury or when the employer became aware of the injury.
Where Time Loss Is Necessary
· [EMPLOYER] will continue to collaborate with the employee and will seek and act on information to support a safe and productive return to work at the earliest possible time. 

· The supervisor will be supported by the injury management/RTW coordinator in clarifying information regarding the employee’s limitations, restrictions and recovery to ensure support appropriate RTW planning.
· The supervisor will remain in contact with the employee on an ongoing basis to ensure that the work relationship is maintained and the employee is actively engaged in planning the return to work.
· As appropriate, the supervisor will make a verbal and written offer of work within the restrictions and limitations of the employee and will ensure that the injury management/RTW coordinator is aware of the offer and consulted if any challenges arise.
· All RTW plans will be documented and distributed to all relevant workplace parties (for example, the supervisor, employee, and injury management/RTW coordinator) and to WorkSafeBC via Form 9.
RTW Plans

· All RTW plans will be documented and will provide productive work for the employee. RTW plans will provide start and end dates and will support progression to full functioning. 

· All accommodation (including modified and alternate work) considerations must be based on objective information that demonstrates the impact of the employee’s condition on his or her ability to do the specific tasks of the job.

· The least invasive approach and the least amount of variance from the employee’s usual role, tasks, work area and collective bargaining status will be considered before other options are explored. (See “Types of RTW Plans,” below.)

· All accommodation will be considered transitional and will have a defined end date, unless there is clear, objective information to support maximum medical and rehabilitative recovery or a continued need for accommodation or modified work.

· Transitional work plans should typically be no more than eight weeks in duration without a comprehensive review.

· The health and safety of the employee, co-workers and the public will not be compromised by any accommodation or job modification.

· The planning and success of accommodation is collaborative and involves the employee and their direct supervisor as central parties, with the support of the injury management/RTW coordinator, occupational health department, human resources and union representatives to support the process, information management and any required problem-solving.

· All health information that indicates diagnosis or could reasonably suggest diagnosis is considered confidential and will not be accessible by any non-medical workplace parties. 

· The accommodation process requires objective information regarding limitations or restrictions that relate to work, and cannot proceed without such information.

· Productive communication with respect to accommodation is essential and should begin as early as possible. In the case of return to work from a disability absence, it should start as early in the absence as possible and always before the return date.

· [EMPLOYER] will pay the employee for the work and hours completed. The injury management/RTW coordinator will support reporting to WorkSafeBC to ensure offsets to any benefit payments. 

Types of RTW Plans

There are three basic types of RTW plans: modified work, accommodation, and alternate work.
Modified work is a change in a job to match the working capacity of the employee. Partial work duties or alternate work duties within the same job may be considered to maximize the employee’s work opportunity and employment success.

Accommodation supports an employee in doing a particular job, without changing the job. A change in expectations regarding tasks that are not essential to the deliverables and purpose of the role, the manner in which tasks are performed, alternate work schedules, and assistive devices may be considered to maximize the employee’s work opportunity and success in completing the essential requirements of their role.
Alternate work is a change to a different job or set of job tasks that match the working capacity of the employee. Alternate work is typically considered if modified or accommodated work within the employee’s own job is not feasible.

All temporary work plans must include milestones for progression to full duties and a followup schedule to ensure that either the progression occurs as planned or barriers to progression are noted and resolved as appropriate.

Any permanent work plans must be supported with evidence that the employee has reached maximum medical and rehabilitative recovery and is not able to perform his or her usual job. 

Roles

Employee

Employees are responsible for reporting workplace accidents and injuries as soon as they occur. Employees will also support the injury management/RTW process as follows: 
· Seek appropriate care.

· Provide information to and from their treating physician.

· Actively participate in stay-at-work/RTW planning.

· Stay at work or return to work as soon as safely possible.

Supervisor 

Supervisors are responsible for supporting the employee’s access to first aid or transportation to medical care (if needed) and following all required actions with respect to documentation, notification, RTW planning and followup. Supervisors are also responsible for ensuring that employees are aware of the injury management/RTW program and their role in it.
Union

Unions are expected to actively support the injury management/RTW process. This includes supporting communication and clarification of the policy, ensuring that collective bargaining clauses do not pose a barrier to the policy and participating in problem-solving as it pertains to any concerns regarding the accommodation, as required.

Human Resources

Human Resources is expected to actively support the injury management/RTW process, which includes the following: 
· Provide support to everyone in the workplace regarding the understanding and application of the policy.

· Seek and provide information related to alternate placements and work arrangements as required.

· Fully support reasonable accommodation plans.

· Participate in problem-solving as it pertains to any concerns regarding the accommodation. 

Injury Management/RTW Coordinator

The injury management/RTW coordinator is a central resource for problem solving and process guidance. The coordinator supports communication between [EMPLOYER] and WorkSafeBC and supports compliance with the injury management/RTW program. The coordinator also supports statistical and qualitative reporting to the owner of the injury management/RTW program to ensure situational problem-solving and continuous improvement of the program overall.

Injury Management/RTW Program Owner
The injury management/RTW program owner provides oversight to the injury management/RTW program. The program owner ensures that program measures are available and reviewed, objectives are being met and that the injury management/RTW policy is review at least annually. The program owner is also responsible for dispute resolution and final decision making with respect to the policy and remedial actions related to compliance with the policy.

4.
Process Steps for Injury Management/Return to Work
Supervisors and key personnel are required to understand and have access to information that supports key process steps. The following is an outline of key process steps, which can serve as a template that can be adapted to the specific needs of your organization.
The key steps in injury management/RTW can be described within two main phases:
· Review and respond
· Report and return
Review and Respond 
This phase requires a clear understanding of the details of the incident and what to do with that information. It starts with providing the right health and safety support to the employee and includes involving WorkSafeBC, where applicable.
What Kind of Response Is Needed to Support the Health and Safety of the Employee and Others?

1. Does the employee have a minor injury and need first aid? 

· If yes, provide first aid and complete a first aid record. This record must remain on file for a minimum of three years. 
· A WorkSafeBC injury report is not required if the employee does not require care from a health-care professional.
· An incident investigation is required as part of your health and safety program to ensure that the reason for the incident is understood and steps can be taken so it does not reoccur. 
2. Does the employee require medical care by a health-care professional?
Note: This includes situations in which a physical health support device, such as an artificial limb, prescription eyeglasses, or hearing aid, has been damaged.
· If yes, provide the employee with transportation to the required professional care in as timely a manner as possible. 
· Ensure the employee has an escort for his or her safety and support.
· The cost of transportation must be covered by the employer. 
· Provide the employee with a letter and planning form for the physician with information about your willingness to offer modified work while the employee is recovering. Request non-confidential information to support stay-at-work/RTW planning.
· An injury report (see “Report and Return,” below) is mandatory if the employee requires medical care and the injury is work related. (To determine if the injury is considered work related, see “Has the incident resulted in a work-related injury?” below.) 

Important: Ensure that you remain in contact with the employee and obtain information within 24 hours of the injury to help you understand if the employee’s work duties need to be adjusted immediately so there is no time loss, if possible.
3. Has there been a fatality, serious injury or critical incident? 

· If yes, you are legally required to notify WorkSafeBC immediately. Call the WorkSafeBC emergency line at 604-276-3301 in the Lower Mainland or 1‑888‑621‑SAFE (7233) toll-free, Monday–Friday, 8:30 am to 4:30 pm. After hours call 1-866-WCB-HELP (922‑4357) toll‑free.
· A serious injury is one where there is a potential fatality or serious impairment. 
· A critical incident includes any of the following: 

· Any serious mishap where a fatality or serious injury could have occurred.
· A fatality, risk of death or serious injury (even if the fatality, risk or injury is not that of your employee).
· Any blasting accident or unusual event involving explosives. 

· A major leak or release of a dangerous substance. 
· A major structural failure or collapse of a structure, equipment, construction support system or excavation.
· Your Employee Assistance Program (EAP) provider is available to provide trauma counselling for employees and family members. 
Has the Incident Resulted in a Work-Related Injury?
Once you confirmed that there has been an injury requiring medical care, the next step is to determine is whether or not it is work related. 

· Did the injury happen while the employee was working?

· Did the injury happen as a result of working (for example, a cumulative strain) or being at work (for example, in an elevator at work)? 
Report and Return 
This phase involves your core responsibilities for complying with legislation and reducing undue costs.
Report the Incident
As an employer, you must report a work-related injury within three business days of the injury or when you became aware of the injury. Failure to report the injury within these timelines is a legislative offence and will typically result in fines. 

If you are in doubt about whether the injury is work related, you must still report the injury to WorkSafeBC. Note all objective reasons and evidence for your doubt. 

You have the option of appealing any WorkSafeBC decisions. Detailed notes with objective facts and first-hand witnesses put you in the best position to ensure appropriate decisions are made in the first instance and, if necessary, as part of an appeal.

If the employee was travelling outside British Columbia while working for you when the injury occurred, your report must still be submitted to WorkSafeBC.

Develop Modified Work Duties/RTW Plan
While you are reporting an injury, you should also begin developing the employee’s modified work duties/RTW plan. 

It is important to include information regarding the work you have immediately available that the employee can perform safely despite the injury. Ideally, having this work available and discussing it with the employee will avoid the need for a time loss. However, it is still important to include this information for review by WorkSafeBC.

Initiate a WorkSafeBC Claim
A WorkSafeBC claim is established with three reports. All three of the following reports are required to establish a claim:
· Form 7: Employer’s Report of Injury and Occupational Diseases. You can also complete an online version of this report. 
· Form 6: Application for Compensation and Report of Injury or Occupational Disease (for workers). Workers can also complete an online version of this report or call Teleclaim at 1-888-WORKERS (1-888-967-5377), Monday to Friday from 8:00 am to 6:00 pm. 
· Form 8: Physician’s Report (when treatment is provided for a work-related injury).

While the Employee Has an Open No-Time-Loss Claim
· Maintain regular followup.
· Document communications with the employee related to injury management.
· Establish a planned end date to any modified work.
· Seek assistance from the owner or other accountable person in the injury management program if progression to regular work does not proceed as expected.
While the Employee Has an Open Time-Loss Claim
· Maintain regular communication with the employee.
· Ensure that the employee and physician are reminded of the injury management/RTW program.
· Keep a log of all communications between the employer and the employee.
· Do not ask for or document personal health information.
· Seek and maintain credible first-hand information regarding the employee’s restrictions and limitations from the employee’s physician.
· Make sure that offers of modified work are confirmed to the employee in writing.
· Make sure that offers of modified work do not compromise the safety of the employee or others in your workplace, or those who may be impacted by the work.
· Note that while an employer is not required to create a new position for an employee, all efforts should be made to accommodate employees to enable safe, productive work and meet legislative requirements.
When Planning and Managing Return to Work
· Ensure that all RTW plans are documented and discussed with the employee.
· Ensure that co-workers are aware of any accommodation that may impact them or their expectation of the employee.
· Schedule regular followup meetings, ideally weekly, to confirm all planned progression and address concerns if indicated.
· Ensure that WorkSafeBC is notified of any return to work or refusal of reasonable modified/accommodated work offers.
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5.
Communication Templates, Forms and Guides
The following are key communication and notification forms and templates for use in the injury management/RTW process. Each template may be adapted for your organization’s specific needs. 
· Form A: Early and Safe Return-to-Work Letter to Employee
· Form A (alt): Employee Injury Management/Return-to-Work Checklist
· Form B1: Letter to Physician
· Form B2: Letter to Physician — Modified Work
· Form C: Physician Assessment — Stay-at-Work/Return-to-Work Planning
· Form D: Modified Work Offer
· Form E: Accident Witness Statement
· Form F: Accident/Incident Investigation (equivalent to WorkSafeBC Form 52E40)
· Form G: No Time Loss and No Medical Aid — Non-Reportable Incidents
· Form H: Time Loss and Medical Aid Checklist — Reportable Incidents
· Form I: Supervisor’s Communication Log
· Form I (alt): Coordinator’s Communication Log
· Form J: Graduated Return-to-Work Plan
· Form K1: List of Modified Work
· Form K2: Sample of Modified Work List for Hotels
· Form L: Employee Orientation Checklist
WorkSafeBC Forms

· Form 55B23: First Aid Record
· Form 6: Application for Compensation and Report of Injury or Occupational Disease
· Form 6 Reference Guide
· Form 7: Employer’s Report of Injury or Occupational Disease
· Form 7 Reference Guide
· Form 8/11: Physicians’ Report 
· Form 8/11 Addendum: Practitioner’s Report — Additional Information 
· Form 9: Employer’s Statement of Return to Work
· Form 63M4: WorkSafeBC Authorization of Representative
6.
Key Terms 
first aid only 
An injury that does not require care from a health-care provider and does not require reporting to WorkSafeBC as a compensable claim. WorkSafeBC Form 55B23 is a first aid record.
Form 6

Application for Compensation and Report of Injury or Occupational Disease (for workers).
Form 7

Employer’s Report of Injury or Occupational Disease.
Form 8

Physician’s Report (for injuries and occupational diseases).

Form 9

Employer’s Statement of Return to Work.
incident
An incident may be an accident or another occurrence that either resulted in an injury or occupational illness or that had the potential to result in an injury or occupational disease, even if one did not occur. WorkSafeBC Form 52E40 is an incident investigation form.
injury
A physiological or psychological change resulting from some external cause. The change may be the result of a specific incident or a series of incidents occurring over a period of time. Injuries include, but are not limited to: strains, wounds, burns, sprains, breaks and bruises; damage to eyeglasses, dental crowns, fixed bridgework and artificial limbs, given that they are regarded as parts of or extensions of anatomy; and psychological impairment.

limitations 

Activities the employee is unable to perform as a result of impairment caused by an injury.

no-time-loss claim

An injury that requires care from a health-care provider, but does not require time off work beyond the day of the accident.

restrictions 
Activities that may cause harm to the employee or others if done by the employee.

stay-at-work/RTW planning

Actions taken by an employer to understand the employee’s restrictions and limitations so the employee’s job can be altered to remove those duties or change how they are done, or so another job can be found to accommodate the employee’s recovery. See also restrictions and limitations.
temporary modified work/accommodation/transitional work
A change in the employee’s job tasks, the way tasks are done or an alternate job the employee can safely and productively do during recovery. Temporary accommodations are typically required for a few days and no longer than 8–12 weeks without a more in-depth review. 

time-loss claim

An injury that requires care from a health-care provider and results in time off work beyond the day of the accident. A time-loss claim must be reported to WorkSafeBC as a compensable claim. 

work-related injury (compensable)
A work-related injury or disease is one that arises out of and in the course of employment or is due to the nature of employment. The employee must have been involved in activity related to work when hurt, and the injury must have been caused by something to do with the job. 
7.
Key Resources 
Employers’ Advisers Office
Web: www.labour.gov.bc.ca/eao/
An employer resource supported by the Ministry of Labour. Employers’ advisers offer independent advice, assistance, representation and education to employers, potential employers and employer associations concerning workers’ compensation. Support includes general inquiries about claims, assessment appeals, prevention and support in managing complex issues such as submissions to the Workers’ Compensation Appeal Tribunal. The Employers’ Advisers Office also provides educational sessions on a range of specific claim issues.

For more information, see the employers’ advisers fact sheet and the employers appeal guide.
WorkSafeBC Online Services 
Web: www.WorkSafeBC.com
WorkSafeBC offers an online option for:

· Reporting payroll or paying premiums

· Submitting a Form 7 (Employer’s Report of Injury or Occupational Disease)

· Updating a mailing address, ownership or contact details for your company

· Viewing information about your company’s premium rates and claim costs
· Viewing the status of a claim

· Allowing other individuals or organizations (such as your workers’ compensation representatives) to view your company’s claims cost information
Online services are also available to employees who want to access their own claim information.

If you have any technical problems with accessing these online services, call WorkSafeBC at 1-888-855-2477 toll-free.
If you want someone to act as your representative, you will need to complete Form 63M4: WorkSafeBC Authorization of Representative.

WorkSafeBC Teleclaim 
Toll-free: 1-888-967-5377 (1-888-WORKERS)
A telephone service for employees to report new claims and get claim information. It is available Monday to Friday, 8:00 am to 6:00 pm. The service may also be reached at #5377 by TELUS, Rogers, and Bell mobility customers.
For more information, see the Teleclaim poster.
WorkSafeBC Crisis Support Line 
Toll-free: 1-800-624-2928

A 24-hour crisis line for employees who are dealing with the consequences of a significant injury. Issues that may arise include anger, frustration, anxiety and depression. The WorkSafeBC Crisis Support Line is available to employees and their immediate family and includes telephone crisis support and appropriate community referrals.

Many employers also offer an employee assistance program (EAP). EAPs are also an option for 24-hour support and include counselling and coaching to prevent crisis, immediate telephone crisis support and in-person sessions that support recovery and return to work.
go2 
Tel: 604-633-9787
Web: www.go2hr.ca
go2, the BC tourism and hospitality industry’s human resource association, is a non-profit society responsible for coordinating the BC Tourism Labour Market Strategy. This includes developing strategies to assist BC tourism and hospitality businesses in recruiting, retaining and training employees, thus supporting the growth and success of the tourism industry.

Working in partnership with WorkSafeBC, go2 is also the workplace health and safety resource center and the certifying partner for the Certificate of Recognition (COR) Program for BC’s tourism and hospitality industry. go2 provides programs, resources and services to help you improve your workplace health and safety practices. 
Notice: This document is for information purposes only. Final program decisions and the use of any templates are the responsibility of the user. go2 shall be held harmless in all respects for the programming and claims management actions of any user.

Notes


This document is for information purposes only, regarding best practices. It is not intended to replace full consultation in preparation for COR certification.


Occupational diseases such as cancer, tuberculosis, respiratory illness and hearing loss typically require expert claims management consultation and are not specifically addressed in this tool kit.





Key Cost Facts


WorkSafeBC premiums include the cost of all health care related to the claim. With this, there is a higher cost allocation to employers than for non–work-related injuries and illness, where the cost of health care is covered by the public health system. 


For no-time-loss claims, the costs of health care plus administration are the only controllable costs that are allocated to the employer in their assessment. 


For time-loss claims, there are the added costs of time-loss benefits paid to the employee and additional related administration, on top of the cost of health care.


For time-loss claims that are three to six weeks in duration or longer, there are additional WorkSafeBC costs to support the management of the claim, which may include formal case management. 


The longer the time away from work because of a work-related injury, the faster the rate at which costs go up for the employer.








�	Employers who earn the OHS COR can receive rebates of 10% of the WorkSafeBC base assessment. 


�	Supervisor is defined as an individual who has accountability for work processes or employees at a given point in time or at a work premises or worksite.


� 	Legislation includes the Workers Compensation Act, human rights legislation, the legal principle of the duty to accommodate, and the Personal Information Protection Act.


� 	Modified work refers to changes to one’s job tasks or work protocols. Alternate duties refers to a different role. Accommodation refers to specific additional support provided to enable an employee to perform his or her role. These terms are, however, often used interchangeably in reference to an employer-supported change in job duties as a result of health-related restrictions or limitations.
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