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Building your return to work program
 

Return to Work 
Series Guide

Building your return to work program
Requirement two: Workplace arrangements

The purpose of this document is to support category 1 employers with completing the 
second of eight key components of their return to work program.

View our ‘Eight requirements for your return to work program’ guide.1

Every employer in NSW must have a return to work (RTW) program that outlines how they will help 
injured workers recover following a work-related injury or illness. 

To meet your legal obligation, the State Insurance Regulatory Authority (SIRA) has advised that your  
RTW program must address eight key components. Workplace arrangements2 is the second of SIRA’s 
eight components for category 1 employers and it asks employers to detail the roles and responsibilities 
of everyone involved in the RTW process, including how every employee will be notified of, and how  
they can access the RTW program.

Definition: Category 1 employer 
Category 1 employers have an average performance premium of over 
$50,000 per year, are self-insured or are insured by a specialist insurer 
and have more than 20 employees.

As a category 1 employer, you must have a return to work coordinator 
whose role is to manage the return work process of an injured worker 
and have a tailored RTW program for your business.

Over to you

Use this template to fulfil your Workplace arrangements component for your RTW program. As each 
organisation is unique, your RTW program must be tailored to the needs of your organisation.

Complete our series of RTW program templates to ensure you effectively and proactively support an 
injured worker before an injury even occurs.

Resources

View icare’s full suite of RTW program  
templates: icare.nsw.gov.au/rtw

View SIRA's guidelines for workplace 
return to work programs (URL in footer)  

RTW guidelines reference page 10 – 11

1 View our guide: SIRA’s 8 requirements for your return to work program www.icare.nsw.gov.au/rtw
2 The RTW program must show its connection to work health and safety (WHS) policies and procedures under the NSW Work 

Health and Safety Act 2011, Work Health and Safety Regulation 2017 and where applicable the Work Health and Safety (Mines and 
Petroleum Sites) Act 2013 and Work Health and Safety (Mines and Petroleum Sites) Regulation 2014.

3 SIRA’s guidelines for workplace return to work programs: https://www.sira.nsw.gov.au/resources-library/ 
workers-compensation-resources/publications/help-with-getting-people-back-to-work/ 
guidelines-for-workplace-return-to-work-programs

http://www.icare.nsw.gov.au/rtw
http://www.icare.nsw.gov.au/rtw
https://www.sira.nsw.gov.au/resources-library/workers-compensation-resources/publications/help-with-getting-people-back-to-work/guidelines-for-workplace-return-to-work-programs
https://www.sira.nsw.gov.au/resources-library/workers-compensation-resources/publications/help-with-getting-people-back-to-work/guidelines-for-workplace-return-to-work-programs
http://www.icare.nsw.gov.au/rtw
https://www.legislation.nsw.gov.au/
https://www.legislation.nsw.gov.au/
http://www.legislation.nsw.gov.au/%23/view/regulation/2011/674/full
https://www.legislation.nsw.gov.au/
https://www.legislation.nsw.gov.au/
https://www.legislation.nsw.gov.au/
https://www.sira.nsw.gov.au/resources-library/workers-compensation-resources/publications/help-with-getting-people-back-to-work/guidelines-for-workplace-return-to-work-programs
https://www.sira.nsw.gov.au/resources-library/workers-compensation-resources/publications/help-with-getting-people-back-to-work/guidelines-for-workplace-return-to-work-programs
https://www.sira.nsw.gov.au/resources-library/workers-compensation-resources/publications/help-with-getting-people-back-to-work/guidelines-for-workplace-return-to-work-programs
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Requirement two: Workplace arrangements
Fill in the fields below

1. State your RTW coordinator’s name and contact details or indicate 
where these details are located (for example, the intranet).

Resources

View SIRA’s What is a RTW coordinator
View SIRA’s return to work  
coordinator guide

2. Explain your RTW coordinator’s role and identify their authority and 
resources to negotiate, develop and implement activities.

https://www.sira.nsw.gov.au/theres-been-an-injury/im-an-employer-helping-my-worker-recover/return-to-work-coordinators/whats-a-return-to-work-coordinator?SQ_VARIATION_321331=0
https://www.sira.nsw.gov.au/theres-been-an-injury/im-an-employer-helping-my-worker-recover/return-to-work-coordinators/whats-a-return-to-work-coordinator
https://www.sira.nsw.gov.au/theres-been-an-injury/im-an-employer-helping-my-worker-recover/return-to-work-coordinators/whats-a-return-to-work-coordinator
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3. Nominate an approved workplace rehabilitation provider in the 
RTW program.

Consult with workers and any industrial union representing them. Visit SIRA’s website for a list  
of approved providers.1

4. While the doctor, employer or insurer usually recommend a provider 
for each situation, workers must have the opportunity to refuse or 
request a change in provider. Outline this procedure in your RTW 
program, including how workers will be told of this opportunity. 

Document how your organisation will: 

 • cooperate with the provider

 • ensure the unique needs and arrangements of the workplace are understood by the provider

 • ensure reasonable access to the workplace and injured workers.

1 https://www.sira.nsw.gov.au/information-search/rehab-provider

https://www.sira.nsw.gov.au/information-search/rehab-provider
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5. Outline how you will consult with workers, and any industrial union 
representing them when developing a RTW program.

6. Detail staff communication and training about the program.

This could include induction training, toolbox talks, intranet pages, staff development and other  
training programs.
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7. Outline monitoring, review and display arrangements, including how 
you’ll review the RTW program every two years in consultation with 
workers and any union representing them.

8.  Detail how your RTW program will develop a positive culture that 
promotes recovery at work. 

Detail how you will do this.

Want more information on return to work?

To help navigate the return to work process, we’ve created resources to assist employers 
with understanding their legal obligations and improve return to work outcomes for their 
injured workers.

Visit www.icare.nsw.gov.au/rtw

Print and sign name of employer Date

Print and sign name of RTW 
Coordinator

Date

http://www.icare.nsw.gov.au/rtw

	Text Field 1: 

Damian Herrick (RTW)
Email: damian@familycoastsupport.com
Mobile: 0404 526 123

Details are displayed on our Website (www.familycoastsupport.com.au)

Also details are located on Microsoft TEAMS and Shiftcare
	Text Field 2: FCS RTW Coordinators duties include:1. Compiling the initial notification information coordinating the worker’s recovery at work, including identifying suitable work opportunities.2. Preparing, monitoring and reviewing a recover at work plan (in consultation with key parties) that documents the worker’s capacity and the duties available.3. Liaising with external stakeholders, such as the nominated treating doctor, insurer, treatment providers, union and workplace rehabilitation provider.4. Implementing the RTW program5. Supporting the redeployment of workers (internally or externally) into suitable work when they cannot return to their pre-injury duties.6. Keeping injury and recover at work statistics.7. Keeping confidential case notes and records in line with laws and guidelines.8. Promoting the health benefits of good work to the workforce.9. Contribute to the improvement of relevant policies and systems.
	Text Field 3: 
 Rehabilitation Services by Altius
https://altius-group.com.au/brands/rehabilitation-services


	Text Field 4: The RTW program outlines this procedure, including how workers will be told of the choiceFCS will:1. Cooperate with the provider by phoning and emailing.2. Ensure the unique needs and arrangements of the workplace are understood by the provider by providing them with our Service Charter, and liaising with the RTW Coordinator who will detail the needs and arrangements of the workplace.3. The RTW  Coordinator will ensure reasonable access to the workplace and injured workers by meeting.     FCS will consult with workers, and any industrial union representing them when developing their RTW program. The RTW program will outline how it will be done by email and phone calls..The RTW program includes staff communication and training about the program. This includes induction training, intranet pages, staff development and other training programs.It also outlines monitoring, review and display arrangements, including reviewing the RTW program every two years in consultation with workers and the union representing them.
	Text Field 5: FCS will consult with workers and industrial unions representing them by intranet, workshops, training modules, emails, phone conferences and one on one consultation.
	Text Field 6: FCS will inform workers of their rights and obligations. The RTW program will detail how these will be communicated to workers throughout the recovery at work process.FCS communicates with workers via workshops and inservices about the RTW program by expecting workers to:1. Notify their employer as soon as possible after a work-related injury occurs2. Participate and cooperate in establishing an injury management plan3. Carry out the actions such a plan requires of them4. Authorise their nominated treating doctor to provide relevant information to their insurer or employer using the certificate of capacity, claim form or other form of authority;5. Make all reasonable efforts to recover at work.
	Text Field 7: FCS will monitor, review and include how we will review the RTW program every two years in consultation with workers and any union representing them.Consultation is facilitated through health and safety committees and their representatives, unions or other agreed means. The RTW program explains how this occurs by communicating any changes that occur.FCS review incident history periodically to inform risk management actions and emergency management plans. FCS have a Health and Safety Committee or Health and Safety Representative who shares the incident details without the personal information, unless consent is provided, and consult on options to address risks.FCS display the Incident Report and Support Hot line poster and the If you get injured at work poster to support incident reporting and early intervention processes.FCS help to prevent work-related injuries by investigating how to eliminate and minimize identified hazards and requesting advice and assistance from Health Safety Committee and WHS Coordinator.
	Text Field 8: By working together and communicating effectively towards a common recovery, this program provides a comprehensive and coordinated approach to the management of an employee’s recovery and return to work by:• Supporting the employee throughout the recovery at work process.• Facilitating the most direct pathway to recover at work.• Promoting an early, safe and durable return to work through the development and implementation of individual recovery at work plans.• Keeping it simple and specific by ensuring that all employees and workplace management understand and meet their obligations in regard to return to work. Refer to checklist within support resources: Information for managers – Workplace injury management process and Information for employees – workplace injury management process.• Promoting and outlining effective management of injury through early intervention and successful workplace rehabilitation.• Promoting respectful collaboration and communication between all participants in the return to work process, discouraging blame, and maintaining a transparency in communication so all employees and workplace manager can reach a positive outcome. The best outcomes occur when everyone involved in assisting the employee work together to support and facilitate a recovery at work that considers employee health and wellbeing.
	Text Field 9: 12/03/2023
	Text Field 10: 12/03/2023


