
Improving outcomes through rehabilitation management systems: a continuous improvement guide
Appendix 15: Individual case file audit

This worksheet can be used to record the results of individual file audit. The individual findings can then be collated. On completion you may refer back to the summary sheet for Element 3 implementation to rate the organisation’s overall performance against this element.

	File number:
	
	Date of injury:
	

	
	
	
	

	Name:
	
	Date of 1st rehabilitation activity:
	

	
	
	
	

	Condition:
	
	
	


	Action required:
	
	
	

	(
	Rehabilitation assessment……
	Section 36
	

	(
	Rehabilitation program………
	Section 37
	

	(
	Suitable employment
	Section 40
	

	(
	Rehabilitation suspension
	
	

	(
	Rehabilitation reconsideration
	
	

	(
	Other:
	
	
	

	
	
	
	


General comments:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	Organisation:
	Date of File review:
	Reviewer’s Name:

	
	
	


	File audit                                                                                Comments
	Achieved

	
	All case notes are signed and dated
	
	

	
	
	
	

	3.4

s. 36
	Employees have been made aware of their rights and obligations.
	
	

	
	Rehabilitation assessments are made in accordance with section 36:
	
	

	
	· individuals making determinations have the required delegation
	
	

	
	· the determinations are signed by persons with appropriate delegation
	
	

	
	· arrangement of the assessment is made promptly following written request by the employee
	
	

	
	· assessments are made by suitable person
	
	

	
	· determinations are issued where costs are incurred
	
	

	
	· determinations set out the terms, the reasons and a statement of the rights to reconsideration, including a reference to the suspension provisions
	
	

	
	· the suspension provisions have been applied where there is evidence that an employee has refused, or failed, without reasonable excuse, to undergo an examination.
	
	

	3.5

s. 37
	Rehabilitation programs are provided in accordance with the SRC Act:
	
	

	
	· individuals making determinations have the required delegation
	
	

	
	· an approved provider or suitably qualified internal rehabilitation case manager is used
	
	

	
	· determinations set out the terms, the reasons and a statement of the right to reconsiderations, including a reference to the suspension provisions
	
	

	
	· determinations are issued where costs are involved
	
	

	
	· the injured employee has been actively involved in the development of the rehabilitation program
	
	

	
	· there is documentation on file that shows that the following issues are considered in the development of the rehabilitation program:

a) any written assessment given under section 36(8)
b) the employee’s disease or injury, fitness for work, prognosis and treatment (shown through reports by legally qualified medical practitioner’s)

c) the return to work hierarchy
d) any reduction in the future liability to pay compensation if the program is undertaken
e) the cost of the program
f) any improvement in the employee’s opportunity to be employed after completing the program
g) the likely psychological effect on the employee of not providing the program
h) the employee’s attitude to the program
i) the relative merits of any alternative and appropriate rehabilitation program
              j) any anticipated or forecasted opportunity for improvement in the employee’s daily living capabilities after completing the program

k) if the employee has previously been provided with rehabilitation assistance by the employer or any other body or person. If yes, it’s useful to consider the nature and effect of the assistance
      l) any other relevant matter.
	
	

	
	· the injured employee has been given a copy of the proposed program and has been given an opportunity to comment on the content of the proposed program
	
	

	
	· changes to rehabilitation programs are made by issuing a new determination or a ‘reconsideration of own motion’
	
	

	
	· the suspensions provisions have been applied where there is evidence that an employee has refused, or failed, without reasonable excuse, to undertake a rehabilitation program.
	
	

	
	Rehabilitation programs comply with the section 41 guidelines:
	
	

	
	· the program has been developed in consultation with the employee and the treating doctor
	
	

	
	· the return to work goals are defined to meet the needs of the employee.
	
	

	3.6

s. 40
	Suitable employment is provided in accordance with the SRC Act 

· The rehabilitation authority has taken all reasonable steps to provide suitable employment and the following factors have been considered in identifying suitable duties:

1. the employee’s age, experience, training, language and other skills
2. the employee’s suitability for rehabilitation or vocational retraining.
· The return to work hierarchy has been followed to enable the employee to return to work with the same employer wherever practicable.

· Retraining and redeployment are considered where return to work with the same employer is not practicable.
· It has been considered whether it is reasonable to expect the employee to change their place of residence when employment is available in an alternate location.
· It has been recognised that the employee’s disease or injury is a disability and that it is unlawful to discriminate against those with a disease or disability.


	
	

	
	Evidence exists that the employee has been given notice of all determinations in writing including:

· the terms of the determination

· the reasons for the determination

· a statement of the right of the employee to have a review of the determination and the process to follow.
	
	

	
	Evidence exists that the employee received copies of the documentation that was considered when the determination was made. This doesn’t need to occur if the documentation was already in the employee’s possession.
	
	

	3.7
	The confidentiality and privacy of employees are maintained.
· Records of other employees are not on the case file.
· Information has not been requested without the proper authority.
· Records are not released to unauthorised personnel without the proper authority.
· There is a copy of the relevant authority to release or obtain information on file, where appropriate.
	
	

	
	Files are folioed or there is an index sheet recording documentation received.
	
	

	
	Where files are maintained electronically, the system provides for document tracking.
	
	

	
	There is an appropriate audit trail.
	
	

	3.8
	Rehabilitation reconsiderations are undertaken in accordance with the SRC Act:
	
	

	
	· made in accordance with s. 62
	
	

	
	· meet the requirements of s. 63
	
	

	
	· are made independent of the person who made the original decision
	
	

	
	· evidence used was provided to the employee.
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