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Initial interview checklist
Action Required:  To be used by the Rehabilitation and Return to Work Coordinator during the initial interview with an injured or ill employee as a prompt to ensure key issues are discussed at this time.

Interview Date:    /    / 

EMPLOYEE DETAILS
[bookmark: Check13]|_| Name  
[bookmark: Check14]|_| Position title  
[bookmark: Check17]|_| Duties before injury 
[bookmark: Check15]|_| Working location  
[bookmark: Check8]|_| Preferred communication method and contact details 
[bookmark: Check6]|_| Role of the Rehabilitation and Return to Work Coordinator discussed
[bookmark: Check7]|_| Rehabilitation process outlined (including employee’s rights and responsibilities)

INJURY/ILLNESS DETAILS
[bookmark: Check18]|_| Diagnosis
[bookmark: Check19]|_| History of injury/illness
[bookmark: Check20]|_| Treatment
[bookmark: Check21]|_| Name of medical provider/s
[bookmark: Check22]|_| Prognosis
[bookmark: Check23]|_| Impact of injury/illness upon ability to work (including limitations/restrictions/barriers/H&S risks)
[bookmark: Check5]|_| Voluntary Medical Authority form provided
	
WORKCOVER / QSUPER / LEAVE
[bookmark: Check9]|_| WorkCover claim process discussed (if relevant)
[bookmark: Check10]|_| Income protection claim (e.g. QSuper) process discussed (if relevant)
|_| Leave balances and options discussed 



RETURN TO WORK DETAILS
[bookmark: Check24]|_| Rehabilitation goal set
[bookmark: Check25]|_| Return to work options discussed
[bookmark: Check26]|_| Actions to achieve rehabilitation goal discussed
[bookmark: Check11]|_| Rehabilitation plan outline developed
[bookmark: Check12]|_| Return to work plan discussed 

FINANCIAL DETAILS:
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4]Leave funded by:  	|_|  WorkCover	|_|  QSuper	|_|  Sick Leave	|_|  Other __________

ACTIONS ARISING OUT OF INTERVIEW:
[bookmark: Check27]|_| Actions for employee following interview confirmed
[bookmark: Check28]|_| Actions for Rehabilitation and Return to Work Coordinator following interview confirmed
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