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)ROLES AND RESPONSIBILITIES

ABC Company* is committed to assisting injured employees return to productive and meaningful employment through the return to work program.  This process can and will involve regular communication and interaction between those responsible for the program.

ABC Company* in consultation with the (Union/OHS Committee/Employee Representatives*) has identified a list of roles and responsibilities for the parties who will be involved in the return to work process.

This outline is meant to provide general direction to those involved in the return to work process and is subject to change. 

Owner/CEO/Senior Management*
· Provide general direction and support for the return to work program.
· Ensure resources are available for effective function of the return to work program. 
· Promote return to work program.
· Assist in resolving return to work issues if requested.

Human Resources/Safety Officer/Disability Manager* (small companies may utilize the employer/supervisor for this role)
· Contact employee as soon as possible after the injury.
· Ensure Form 7 is filled out and submitted to WorkplaceNL within 72 hours.
· Develop early and safe return to work plan after reviewing functional abilities information with the employee (Submit within 5 days).
· Maintain communication with the employee on a regular basis.
· Coordinate and maintain all appropriate documentation.
· Act as the main liaison between the employer and all parties involved in the return to work process.
· Maintain statistics and data relating to return to work program.

Supervisors*
· Ensure employee is participating in return to work plan as agreed.
· Monitor the employee while participating in the return to work plan.
· Record any changes to the return to work plan. 
· Report any changes or issues to HR/Safety officer/Disability Manager/Employer/Supervisor*.




Injured Employee*
· Contact the injury employer as soon as possible after the injury occurs and maintains effective communication (Specify a time frame e.g. every 2 weeks)* throughout the period of recovery or impairment.
· Bring 8/10 form to employer within 24hrs
· Assist the employer to identify suitable and available employment.
· Accept suitable employment when identified.
· Provide WorkplaceNL any information requested concerning the return to work, including information about any disputes or disagreements which arise during the early and safe return to work process.

WorkplaceNL*
· Communicate to the workplace parties their statutory obligations to co-operate in the early and safe return to work process.
· Ensure the return to work plans are achieving the hierarchy of return to work priorities (refer to Policy RE-18) and are consistent with the worker’s functional abilities (refer to Policy RE-03).
· Monitor activities, progress, and co-operation of the workplace parties.
· Proactively manage the medical rehabilitation of the worker in consultation with the worker and health care provider(s).
· Determine compliance with the obligation to co-operate and, where applicable, to re-employ. 
· Offer/provide dispute resolution.
· Communicate regularly and effectively with the workplace parties and health care providers.

Health Care Providers*
· Provide the workplace parties and WorkplaceNL with functional abilities information.
· Provide the worker and WorkplaceNL with medical information.
· Identify the most appropriate method of treatment for the injury.
· Ensure the worker receives timely treatment.
· Ensure return to work is discussed throughout recovery.

If applicable add: Occupational Health & Safety Committee, External Consultants, Union
This package was developed by the NLCSA, from articles collated from WorkplaceNL, as a sample guide for COR™ members.
