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CONSTRUCTION SAFETY NETWORK 
225 – 8678 Greenall Ave.  

Burnaby, BC V5J3M6 
info@safetynetwork.bc.ca 

Phone (604) 436-0232 Fax (604) 436-0623 
Toll Free 1 (866) 860-0232 

 
The Construction Safety Network (CSN) is an independent organization funded by its member companies in the construction industry.  The Association’s 
goal is to assist its member companies in safety-related matters. 

DISCLAIMER 
 
The information presented in this publication is intended for general use and may not apply to every circumstance.  It is not a definitive guide to 
government legislation and does not relieve persons using this publication from their responsibilities under applicable legislation.  The Construction Safety 
Network does not guarantee the accuracy of, nor assume liability for, the information presented in this package.   

COPYRIGHT 
 
©This publication is the property of the Construction Safety Network.  Reproduction in any form, by any means, in whole or in part, or use of this 
publication for other than the Construction Safety Network is prohibited without the express written consent of the Construction Safety Network. 

 

 
INSTRUCTIONS FOR COMPLETING THE INJURY MANAGEMENT AUDIT  

 
The Construction Safety Network has prepared the Injury Management Audit Tool for Large Companies to assist our members in 
measuring the effectiveness of their injury management systems.  This document is designed to be used by company staff members or 
other individuals trained in its use. 
 
Before you begin the injury management audit process, read over these pages carefully.  They will explain the reasons for audits and 
describe some of the techniques used. 
 
Remember, audits are a management tool used to improve existing systems.  Audits measure system performance and provide a basis 
for future management strategies.  It is important for the auditor to be objective at all times; otherwise, the audit process is of little use. 
 
NOTE:  All audits, from start to completion, must be completed within a maximum of 45 days.  The audit must then be 
finalized and submitted to the CSN within 45 days of the audit completion date.  Failure to complete this document as 
directed may result in the audit being rejected or returned for required correction, additions, etc.  

 

mailto:info@safetynetwork.bc.ca�
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INJURY MANAGEMENT AUDIT OVERVIEW 
 

INTRODUCTION 
 
An injury management program is a proactive way for an employer to help injured workers stay at work or return to productive and 
safe work as soon as physically possible. The fact is that many injured workers can safely perform productive work during their 
recovery period and returning to work is a vital part of their therapy and recovery.  
 
An effective injury management program is initiated immediately when the worker first notifies the employer of an injury/illness.  At 
this time, early intervention can be initiated to determine if the worker is capable of staying at work performing their normal duties or 
modified duties while the injury heals. These at work programs are an effective tool utilized to ensure healing occurs while the injured 
worker is still performing meaningful and productive work and in many cases prevents the occurrence of any time loss from work. If 
the worker does require time away from work, an effective injury management program will ensure the injured worker is reintegrated 
into the workplace as early and safe as possible.  
 
REASONS FOR AN INJURY MANAGEMENT PROGRAM 
 
• Manage work-related injuries/illnesses from time of occurrence  
 
• Facilitate the recovery of injured/ill workers 
 
• Prevent disability 
 
• Ensure fair and consistent treatment of all injured/ill workers 
 
• Prevent the loss of valuable workers 
 
• Maintain communication between all parties involved in the Injury Management process 
 
• Minimize impact of work-related injuries/illnesses on productivity 
 
• Manage costs of work-related injuries/illnesses 
 
• Impact WorkSafeBC premiums 

o Positive influence on Experience Rating  
o Increase likelihood of reduction in classification unit base rate 
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PURPOSE  
 
This audit document is intended for companies with workforces of 20 or more workers. 
 
This audit provides the employer with a tool: 
 

• To examine and review the capability of the company’s Injury Management Program 

• To receive an external assessment of the company’s Injury Management Program 

• To identify areas where the company’s Injury Management Program could be improved 

• To initiate a process of continual improvement of the Injury Management Program, therefore to reduce the impact (both 

financial and human) of work-related injuries/illnesses 

 
Completion of this audit by an external auditor certified by the certifying partner, with a passing mark of at least 80 percent, 
allows the certifying partner to award the Injury Management COR and can entitle the employer to receive a rebate from 
WorkSafeBC.   
 
NOTE:  Employers can earn COR for their Health and Safety and Injury Management programs.  The two certificates can be earned 
concurrently or separately; however the Injury Management COR cannot be completed as a stand alone without Health 
and Safety COR certification.   
 
PROCESS 
 
Although the Injury Management audit is scored independently of the Health and Safety (H&S) audit with which it may be 
concurrently performed, the auditor should conduct documentation reviews, observations and particularly interviews in such manner 
as to ensure efficient completion of the work (i.e. work for both audits should be carried out at the same time).  The Injury 
Management interview questions should follow the H&S interview questions, thereby avoiding the need to schedule two separate 
interview times with interviewees. 
 
NOTE:  When this audit is being completed for Injury Management COR certification, it must be applied to the 
employer’s complete operation in each of the Classification Units (CUs) for which the employer is seeking COR 
certification, or to a representative selection of business sites in each CU, as determined by the auditor without 
influence of the employer.  Information provided on the “Audit Information” sheet (page 13) and “List of Active 
Worksites” sheet (page 14) must accurately reflect the sites to which this audit data applies.  
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AUDIT PREPARATION 
 

Planning in advance saves time and energy.  Before the audit begins, the steps outlined below should be carried out.    
 
INFORM PARTICIPANTS 
 
The auditor should contact the company to verify the following points: 
 

• The date, time and location of the pre-audit meeting 

• The names of the people that should be in attendance at the pre-audit meeting 

• The availability of the audit document 

• The company activity the day(s) of the audit 

• The number of personnel currently employed in order to determine interview or sample size 

• The personnel designated as an escort while the auditor is on site 

• Site orientation requirements 

• The name of the person designated as the key contact for the company 

• The availability of a quiet, comfortable area for interviews 

• The personal protective equipment (PPE) required 

• The availability of the company’s injury management program manual for review 

• The availability of return to work plans for review 

• The availability of records for review (e.g. training records, orientations, safety meeting minutes etc.) 

 
LOCATE BACKGROUND MATERIAL 
 
Get as much background information as possible about the company that will be audited.  Look for things such as: 
 

• A written description of the organization 

• An organizational chart 

• The previous audit corrective action plan (if available) 
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GATHER TOOLS 
 
Gather the tools you will need to perform the audit: 
 

• Note paper and pens 

• Appropriate personal protective equipment 

• Copies of the most current applicable health and safety legislation  

• The audit document, interview questions and observation checklist 

 
FAMILIARIZATION TOUR 
 
Arrange for a tour of the site(s).  Ensure that you have a knowledgeable company employee to escort you.   

 
PRE-AUDIT MEETING 
 
The auditor should arrange to meet the company representatives prior to the audit to address the following items: 
 

• The confidentiality of the auditor (code of ethics) and the audit results 

• The scope of the audit (documentation review, observational tour and interviews) 

• The minimum performance standards 

• To answer company concerns or questions 
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PERFORMING THE AUDIT 

Before proceeding with the audit, complete the “Audit Information” sheet (page 13). Fill in ALL information as requested.  

The Injury Management Audit Document is a legal document.  Please ensure the following: 

♦ Provide signatures on all pages where signatures are required 
♦ Use INK to fill in the document (pencil will not be accepted) 
♦ If mistakes are made, cross them out and initial next to the mistake (Do NOT use white out) 

There are three verification techniques used in completing the actual audit, documentation review, observations, and interviews. These 
verification techniques are listed under the columns labeled “Score” in the audit document. The abbreviations for each of the 
techniques are list below:    

D = Documentation Review  

O = Observational Tour 

        I = Interviews  

DOCUMENTATION REVIEW  

Document review is the process of reviewing the company’s injury management program manual, return to work plans, and records 
(e.g. training records, orientations, safety meeting minutes etc.). What the auditor is looking for is written proof or a historical record 
that describes activities in place.  Refer to the “Return to Work Plan Chart” (page 8) to determine the minimum number of RTW plans 
that will need to be reviewed.   

Work through each question in the audit document that requires review of documentation to confirm or verify the answer.  Use the 
Guidelines to determine how to award points.       

OBSERVATIONAL TOUR  

The purpose of the site observational tour is to confirm the information gathered during documentation review and obtain additional 
information to confirm during interviews.  
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INTERVIEWS 

It is essential to get a good cross section of all company personnel when conducting interviews.  The auditor must constantly strive to 
collect data that is representative of actual conditions.  Interviews should include senior management, management, supervisors, 
workers (including workers that have been previously injured or are currently recovering from injury), injury management coordinator, 
and other personnel (e.g. Human Resources, First Aid Attendants etc.).  Group interviews are not an accepted auditing practice.  Refer 
to the chart on page 9 for interview numbers or contact the Construction Safety Network when employee numbers exceed those on 
the chart.   

AWARDING POINTS  
 
To award points for a question, the auditor will verify the answer using one or more of the following three techniques: 
 

• Documentation:  written proof or evidence 
• Observation:  the auditor directly experiences/notes/observes the standard in practice   
• Interview:  auditor initiated and controlled face to face talk with a company employee  

 
The points awarded for each criterion are identified within the Guidelines.  I.e. (0,5) indicates that the criterion is worth 5 points.  
 
Points are to be awarded as all or nothing.  DO NOT AWARD PARTIAL POINTS  

 
Questions can not be deemed as non-applicable (N/A).  However, there is a circumstance in which this rule may be exempt (See 
“RTW Plan Chart” sheet for details and instructions). 
 
Add up the total score for each element of the audit document and write the number in the “Total Points Awarded” space found at the 
end of each element section. When the audit has been completed, transfer the “Total Points Awarded” from each element to the “Audit 
Scoring Summary” sheet (page 32). 
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RETURN TO WORK PLAN CHART 
 

The RTW Plan Chart indicates the minimum number of RTW plans that must be reviewed.  The auditor should review RTW plans that 
represent variances in the types of restrictions accommodated, durations of RTW Plans, and jobs/departments of workers prior to their 
injury/illness.  The auditor should review a mixture of both completed and ongoing RTW plans.   
 
If there are no ongoing RTW plans in place at the time of the audit, the auditor should review completed RTW plans, ensuring recently 
completed plans are included. If there have been no injuries requiring RTW planning, the question should be marked as non-applicable 
(N/A) and the points for the effected element adjusted accordingly.    
 
NOTE:  Personal Information - A knowledgeable person, such as the Injury Management Program Coordinator, must 
ensure that no personal information is reviewed by the auditor. In the event that personal information is inadvertently 
revealed to the auditor in the normal course of their duties, the auditor must treat that information with utmost 
confidentiality as in all other audit activities.  
 
 

 

RTW PLAN CHART 

# of RTW 
Plans 1 - 8 9 - 11 12 - 13 14 - 15 16 - 17 18 - 19 20 - 23 24 - 27 

Min # 
reviewed 

all 8 9 10 11 12 13 14 

 

# of RTW 
Plans 

25 - 34 35 - 44 45 - 54 55 - 67 68 - 80 81 - 100 >100  

Min # 
reviewed 

15 16 17 18 19 20 20%  
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INTERVIEW REQUIREMENTS BASED ON COMPANY SIZE 

 
EXCEPTION 

An auditor has the autonomy to conduct as many interviews as deemed necessary to establish program proficiency. The above chart 
outlines the minimum number of interviews required. If the auditor performs fewer interviews than outlined on the above 
chart, they must confirm the number of interviews with the CSN prior to starting the audit.  

When conducting interviews, use the sheets titled “Interview Questions” (pages 27-30) to keep a tally of responses.  Once all 
interviews have been completed, transfer information to the “Interview Scoring Summary” sheet (page 31). Careful time management 
is essential and interviewees should be reminded that answers to all questions will be kept strictly confidential. 

NOTE 
 
Under this technique, all responses are added together for each question. In order to award a () for a positive response, there needs 
to be a minimum 70% positive responses to the question being asked.   
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SUMMARIZING THE AUDIT 
 

AUDITOR EXECUTIVE SUMMARY REPORT 

The auditor’s executive summary report is an important part of the audit. This report should address the positives and negatives of 
each element and the overall recommendations of the audit. The executive summary should contain enough information to be useful 
to the company so they can develop a corrective action plan based on the audit findings.  

CLOSEOUT MEETING  

Once the audit has been completed, the closeout meeting should take place and will involve the same personnel that were in 
attendance of the pre-audit meeting.  At this time, the audit is reviewed in its entirety.  Credit should be given where the injury 
management program performed well and recommendations for improvements should be identified for areas that need to be 
addressed.  You should also recommend that the company develop an action plan based on the results of the audit.  Once the meeting 
is concluded, allow for questions and have the company’s senior representative sign off on the “Audit Scoring Summary” sheet on 
behalf of the company.    

AUDIT CORRECTIVE ACTION PLAN  

Documented corrective action plans demonstrate a level of DUE DILIGENCE, provided the plan has been effectively implemented. 
The employer develops a written action plan after each audit. The action plan provides the employer with an opportunity to respond 
to the audit. A complete action plan will: 
 

• Prioritize identified deficiencies 
• Determine corrective action(s) 
• Assign responsibility   
• Establish target implementation dates  

 
AUDIT DOCUMENT SUBMISSION CHECKLIST 
 
Prior to submitting the audit document to the CSN for review, ensure the “Audit Document Submission 
Checklist” (page 38) is completed and signed.    
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DEFINITIONS 
 

Alternate Duties 
 

plan under which the worker is able to return to work but not to their own pre-injury/illness job.  The 
worker returns to a job or position that is different from the one they performed prior to their 
injury/illness and it may or may not be located at the same jobsite.  The worker may act as a helper for 
another job or perform work that is specifically reserved for injured workers.  The objective is to keep 
the worker attached to the workplace during their recovery period, while possibly receiving treatment at 
the same time.  Duties included in the plan must be meaningful and productive. 

Contact Personnel 
 

personnel designated by the employer with responsibility for establishing and/or maintaining contact with  
the injured worker; e.g. supervisor, injury management coordinator, first aid attendant or other  
personnel. 

Education a process by which knowledge (theory) is conveyed 

Employee any person employed by the company 

Employer 
all aspects of an organization, business, firm, entity, etc. registered under one WorkSafeBC account 
number 

Graduated Return to 
Work 

 

a return to work plan under which the worker is gradually progressed to the full regular pre-injury work 
over a specified period of time. Work may be graduated with respect to modified working hours and/or 
alternate duties. It is important to ensure that all return to work plans have a specified end date. Work 
included in the plan is meaningful and productive. 

Injury Management 
Coordinator 

an employee, or 3rd party provider, assigned the responsibility of overseeing the Injury Management 
Program (actual job title may vary depending on the company) 
 

Injury Management 
Program 

detailed planned process whereby formalized policies and procedures are in place to coordinate the many 
parties and activities involved in managing the impact (both financial and non-financial) of work-related 
injuries/illnesses  
 

Modified Duties 
 

plan under which the worker is able to return to work in their own pre-injury/illness job but temporarily  
require changes to specific tasks or method of how tasks that make up their job are carried out.  May  
include physical changes to a work area, changes in the equipment used, provision of assistive/additional  
equipment (e.g. footstool or ladder) and/or the re-organization or elimination of certain tasks (e.g.  
elimination of duties that require the worker to lift over a specified weight or height). Duties included in  
this plan must be meaningful and productive.  
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DEFINITIONS 
 

Policy 
 

an official declaration (statement) of the general principles by which a company is guided in its 
management. A plan or course of action intended to influence and determine decisions, actions and other 
matters. 

Practice guideline that governs employee conduct in a given situation 

Procedure series of steps that instruct an employee in the completion of a specific task 

RTW Plan 
 

an individualized plan which lays out the activities to be undertaken to successfully manage the impact of  
a worker’s injury/illness   The plan should be developed jointly by the injured worker, supervisor, injury  
management coordinator, worker’s health care provider (by providing functional abilities and medical  
restrictions), and worker’s representative (e.g. union, if applicable). Factors to be examined when  
developing the plan include the type of injury, physical abilities and limitations, skills and pre- 
injury/illness duties of the worker.  It is important to ensure that all return to work plans have a specified  
end date and the modified or alternate duties included in the plan are meaningful and productive. 

Stay at Work 

an early intervention initiative that facilitates a worker’s returns to work immediately following an  
injury/illness when the worker’s current functional abilities match the demands of their pre-injury/illness  
duties, modified duties or available alternate duties.  The immediate planned response by the employer  
prevents the occurrence of time loss.  

Supervisor/Manager a person who instructs, directs and controls workers in the performance of their duties 

Training a process by which knowledge, skills and competencies are acquired 

Worker 
 

a worker in this document specifically means an individual engaged as an employee by the company to 
conduct work on its behalf 
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AUDIT INFORMATION 
 

Start Date of Audit:            End Date of Audit (last day on site):   

Type of Audit        Internal:   Maintenance                
                                             
                             External:   Qualifying                 Maintenance                Recertification  

 

Company Data 
 
Legal Name:                                                                          Common (Trade) Name:                                              

Address:                    City/Town:                      Province:          Postal Code:                  

Phone Number:         Fax Number:              E-mail:                                                               

Primary Contact’s Name:                                                        

WorkSafeBC Information 

Acct #s 
Classification 

Unit(s) 
Nature and Type of Work Done Acct #s 

Classification 
Unit(s) 

Nature and Type of Work Done 

      

      

      

      

Auditor Information  

Name:               Certification Number:    

Company:               Phone Number:  

Address:               Fax Number:  

City/Town:           Province:            Postal Code:               E-mail:   
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Worksite Location(s) Visited 
() 

Number of Worksite 
Personnel 

Number Interviewed 

Managers/ 
Supervisors Workers 

Managers/ 
Supervisors Workers 

1.      

2.      

3.      

4.      

5.      

6.      

7.      

8.      

9.      

10.      

11.      

12.      

13.      

Totals:       

                         
              Total Worksites Visited:                                 Total Personnel:                                Total Interviewed:           

LIST OF ACTIVE WORKSITES 
 
Auditors must list all worksites that are active at the time of the audit and the number of personnel on each worksite.  Next, indicate by 
the means of a checkmark () which worksites were visited. Finally indicate how many interviews were conducted and from which 
category (i.e. managers/supervisors or workers).  This will verify an up-to-date summary of the company at the time of the audit.  If 
there are more worksites than this page has allowed for, please attach a list of additional sites. 
 

NOTE: The main office/shop must be included in the scope of every audit (e.g. if the minimum number of active worksites to be visited 
in the scope of the audit is 5, then 5 sites in addition to the main office/shop must be visited.     
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 ELEMENT 1: INJURY MANAGEMENT POLICY, MANAGEMENT, AND LEADERSHIP 
 

QUESTIONS GUIDELINES SCORE 
 
1.1) Is there a corporate policy, statement 
or letter of intent that outlines the 
company’s commitment to the Injury 
Management Program and states the 
program objectives? 
 

 
D (0, 20) Review documentation 
supporting an Injury Management 
Program.   
 
If there is a policy or letter of intent, 
award 20 points.  This document shall 
include an outline of the program 
objectives. 
 
Note: Some employers may include their 
Injury Management policy as part of their 
overall Safety Management Policy.   
 
O (0, 10) If the document is posted, 
award 10 points.  
 
Note:  Where there is no opportunity to 
post the policy for workers, award 10 
points if the employer has distributed 
printed information to workers.   

D 
 

/20 

O 
 

/10 

I 
 
 

Total 
 

/30 

Comments:  

 
1.2) Is there a formalized Injury 
Management Program? 

 
D (0, 20) Review documentation to 
confirm proof of a written Injury 
Management Program.  
 
If a formalized written Injury Management 
Program is established, award 20 points.   

D 
 

/20 

O 
 
 

I 
 
 

Total 
 

/20 
Comments: 
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 ELEMENT 1: INJURY MANAGEMENT POLICY, MANAGEMENT, AND LEADERSHIP 
 

QUESTIONS GUIDELINES SCORE 
 
1.3)  Are outcomes of the Injury 
Management Program tracked?  
 
(Is data/statistics on program results [e.g. 
lost time days] being collected?)       

 
D (0, 10) Review documentation to 
determine if program outcomes are 
tracked.  
 
Award 10 points if outcomes are tracked. 
 
 

D 
 

/10 

O 
 
 

I 
 
 

Total 
 

/10 

Comments: 
 

 
1.4)  Are outcomes of the Injury 
Management Program analyzed? 
 
(Is collected data/statistics being 
examined to identify strengths of the 
program and areas that require 
improvement?) 

 
D (0, 10) Review documentation to 
determine if outcomes are analyzed to 
identify strengths and areas that need to 
be improved. 
 
Award 10 points if outcomes are analyzed. 

D 
 

/10 

O 
 
 

I 
 
 

Total 
 

/10 

Comments:  

 
1.5)  Are improvements to the Injury 
Management Program made as a result of 
the outcomes analysis? 

 
D (0, 15) Review documentation to 
confirm if actions are implemented to 
address the opportunities (i.e. strengths/ 
weaknesses) identified from analysis of 
program outcomes. 
 
Award 15 points if documentation verifies 
actions are carried out.     
 
I (0, 15) Interview management to 
determine if information from outcomes 
analysis is being reviewed and if actions 
are implemented in response to the 
opportunities identified.  
 
If a minimum of 70% positive responses, 
award 15 points. 

D 
 

/15 

O 
 
 

I 
 

/15 

Total 
 

/30 

Comments: 

                                                                                     

 TOTAL POINTS AWARDED = _____ /100 
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ELEMENT 2: RESOURCES, EDUCATION, AND TRAINING 
 

QUESTIONS GUIDELINES SCORE 
 
2.1)  Have the duties of an Injury 
Management Coordinator been assigned 
and does it include the authority to 
establish and implement RTW plans?   
 

 
D (0, 10) Review documentation outlining 
roles and responsibilities to determine if 
program coordination duties have been 
assigned. 
 
If duties have been assigned, award 10 
points.  
 
I (0, 10) Interview workers, supervisors 
and managers to determine if they know 
who has the authority to establish and 
implement RTW plans.  
 
If authority is known as evidenced by a 
minimum of 70% positive responses, 
award 10 points. 
 

D 
 

/10 

O 
 
 

I 
 

/10 

Total 
 

/20 

Comments:  
 
 
 
 
 
 
 
 
 

 
2.2)  Has education been provided to 
ensure the Injury Management 
Coordinator has an understanding of 
Injury Management? 

 
D (0, 15) Review training records and/or 
credentials of the coordinator to determine 
if the coordinator has adequate 
knowledge/skills to manage the Injury 
Management Program effectively. 
 
If sufficient training has taken place, 
award 15 points. 
 
 
 
 
 
 
 

D 
 

/15 

O 
 
 

I 
 
 

Total 
 

/15 
Comments: 
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ELEMENT 2: RESOURCES, EDUCATION, AND TRAINING 
 

QUESTIONS GUIDELINES SCORE 
 
2.3)  Is the individual who has been 
assigned the duties of the Injury 
Management Coordinator aware of 
legislation relevant to Injury 
Management?  (i.e. Human Rights, 
Workers Compensation) 

 
I (0, 15) Interview the Injury Management 
Coordinator to determine awareness of 
Human Rights and Workers Compensation 
legislation. The Injury Management 
Coordinator should, at minimum, know 
where to access the information. 
   
If awareness is apparent, award 15 points. 
 

D 
 
 

O 
 
 

I 
 

/15 

Total 
 

/15 

Comments:  
 

 
2.4)  Are policies and/or procedures in 
place regarding the retention of records?  
(e.g. First aid records must be kept for a 
minimum of 3 years) 

 
D (0, 10) Review documentation to 
determine if policies and/or procedures 
are in place on the retention of records for 
the required number of years.  
 
If policies and/or procedures are 
established for the retention of records, 
award 10 points.  
 
 

D 
 

/10 

O 
 
 

I 
 
 

Total 
 

/10 
Comments: 

 
2.5)  Have the relevant groups (e.g.  
Human Resources, Injury Management 
and/or OH&S personnel) been educated 
on privacy issues related to Injury 
Management?    

 
D (0, 10) Review records to determine if 
education on privacy issues has been 
provided.   
 
If records indicate education has been 
provided, award 10 points.  
 
 
 

D 
 

/10 

O 
 
 

I 
 
 

Total 
 

/10 
Comments: 

                                                                                                   
                                                                                                                         TOTAL POINTS AWARDED =______ /70 
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ELEMENT 3: STAY AT WORK AND RETURN TO WORK 
 
Many injuries do not require time away from work.  In these cases, productive, meaningful duties can be performed by workers during 
their recovery period, without causing further injury, while allowing for healing to occur.  In cases where an injury requires time away 
from work, the injured will require reintegration into the workplace.  

 
QUESTIONS GUIDELINES SCORE 

 
3.1)  Does the company have a written 
process (series of steps from onset of an 
injury to full return to work) for the 
handling of all Injury Management 
Program cases and is this process 
posted? 

 
D (0, 5) Review documentation to 
determine if a written process is outlined.  
 
If a process exists, award 5 points.  
 
Note:  The process should provide the 
employer’s summarized step-by-step 
instructions for managing an injury.   
 
For example: 

1- 1st response to injury     
2- worker’s reporting requirements  
3- contact with worker 
4- supervisor’s/manager’s requirements 

for reporting to employer 
5- employer’s requirements for 

reporting  
6- employer’s requirements for 

reintegrating worker back into 
workforce  

 
O (0,10)  If the process is posted in a 
conspicuous place available to all 
employees, award 10 points 
 
Note:  Where there is no opportunity to 
post information for workers, documentation 
detailing the process must be readily 
accessible by workers through an alternate 
means which meets the intent of posting 
information. 

D 
 

/5 

O 
 

/10 

I 
 
 

Total 
 

/15 

Comments: 
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ELEMENT 3: STAY AT WORK AND RETURN TO WORK 
 

QUESTIONS GUIDELINES SCORE 
 
3.2)  Does the company have a “Stay at 
Work” initiative as part of their Injury 
Management Program?   
 

 
D (0, 15) Review documentation to 
determine if the Injury Management 
Program encompasses “Stay at Work”. 
 
If program procedures facilitate/support 
“Stay at Work”, award 15 points.  
 
 
 
 
 
 
 
 
 

D 
 

/15 

O 
 
 

I 
 
 

Total 
 

/15 

Comments:  

 
3.3)  Does the company have potential 
alternate duties identified in writing? (Must 
be meaningful/ productive duties)   
 
Are supervisors aware that they can 
provide modified or alternate duties when 
required? 
 
 

 
D (0, 10) Review documentation to 
determine if potential alternate duties 
have been identified. 
 
If a list of alternate duties has been 
identified in writing, award 10 points.  
 
I (0, 10) Interview supervisors to 
determine if they are aware they have the 
ability to provide modified or alternate 
duties to injured workers. 
 
If awareness is apparent as evidenced by 
a minimum of 70% positive responses, 
award 10 points. 
 
 

D 
 

/10 

O 
 
 

I 
 

/10 

Total 
 

/20 
Comments: 
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ELEMENT 3: STAY AT WORK AND RETURN TO WORK 
 

QUESTIONS GUIDELINES SCORE 
3.4) Have contact personnel been 
provided with education on early 
intervention and the concept of “Stay at 
Work”?  
 
Are the procedures which facilitate “Stay 
at Work” being followed?    
 
(Includes persons designated by the 
employer as having responsibility for 
establishing and/or maintaining contact 
with an injured worker. For example, a 
First Aid Attendant may have initial 
contact with a worker immediately after 
an injury, while the Supervisor and Injury 
Management Coordinator have ongoing 
contact with the injured worker 
throughout the recovery period.) 

D (0, 10) Review documentation to 
determine if education for contact 
personnel has taken place. 
 
If documentation supports this, award 10 
points.  
 
I (0, 10) Interview contact personnel to 
determine if procedures supporting “Stay 
at Work” are being followed.   
 
If procedures are being followed as 
evidenced by a minimum of 70% positive 
responses, award 10 points 

D 
 

/10 

O 
 

I 
 

/10 

Total 
 

/20 

Comments: 

 
3.5)  Is there a guideline in place outlining 
when contact is first made with an injured 
worker who is absent from work and is 
this guideline being followed? 
 
(In some circumstances, such as 
hospitalization, contact may be with the 
injured worker’s emergency contact) 

 
D (0, 10) Review documentation outlining 
the Injury Management process to 
determine if timelines for first contact are 
established.  
  
If timelines are established, award 10 
points.  
 
I (0, 10) Interview the Injury 
Management Coordinator and injured 
workers to determine if the guideline is 
being followed.  
 
If the guideline is being followed as 
evidenced by a minimum of 70% positive 
responses, award 10 points. 

D 
 

/10 

O 
 
 

I 
 

/10 

Total 
 

/20 

Comments:  



 

Construction Safety Network: 2009   
  

22 

ELEMENT 3: STAY AT WORK AND RETURN TO WORK 
 

QUESTIONS GUIDELINES SCORE 
 
3.6)  Is there a process to monitor the 
progress of workers who are on a Return 
To Work (RTW) plan and is this process 
being followed? 
 

 
D (0, 15) Review documentation to 
determine if there is a process/ guideline 
on the monitoring of workers on RTW 
plans. 
 
If a written process is in place, award 15 
points. 
 
D (0,15)  If there is a written process on 
the monitoring of workers on RTW plans 
and this process is being followed, as 
evidenced by a minimum of 70% of the 
RTW plans, award 15 points. 

D 
 

/15 

O I Total 
 
 
 
 

/30 

D 
 

/15 
Comments: 

 
3.7)  Are end dates established for all RTW 
plans? 

 
D (0, 10) Review documentation to 
determine if all RTW plans have an 
established end date.   
 
If end dates are established, award 10 
points.  
 
Note:  Exclude consideration of plans for 
which an end date is medically 
undeterminable. 

D 
 

/10 

O 
 
 

I 
 

Total 
 

/10 

Comments:  

 
3.8)  Are RTW plans being revised to 
reflect the injured worker’s progression of 
healing?   

 
D (0,10) Review documentation to 
determine if RTW plans are being modified, 
or if there is a process in place to consider 
modification of the plan, based on the 
progression or non progression of the 
worker’s abilities.  
 
If it is standard practice to adjust RTW 
plans based on the worker’s abilities, award 
10 points. 

D 
 

/10 

O 
 
 

I 
 
 

Total 
 

/10 
Comments: 
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ELEMENT 3: STAY AT WORK AND RETURN TO WORK 
 

QUESTIONS GUIDELINES SCORE 
 
3.9)  Are workers and supervisors 
knowledgeable of the reporting 
requirements (i.e. worker and employer 
responsibilities for reporting injuries) 
under workers compensation legislation? 

 
I (0, 10) Interview workers and 
supervisors to determine their knowledge 
of reporting requirements.   
 
If knowledge of requirements is apparent 
as evidenced by a minimum of 70% 
positive responses, award 10 points. 
 
 
 
 
 

D O I 
 

/10 

Total  
 

/10 

Comments: 

 
3.10)  Do company policies and/or 
procedures support a coordinated 
approach to Injury Management?  
 

 
D (0,10)  Review documentation to 
determine if policies and/or procedures 
reflect coordination between stakeholders, 
such as the injured worker, supervisor, 
Injury Management Coordinator, union (if 
present) and HR department (if present).   
 
If documentation supports coordination 
amongst stakeholders, award 10 points. 
 

D 
 

/10 

O 
 
 

I 
 

Total 
 

/10 

Comments:  

 
3.11)  Do the various departments (e.g. 
Human Resources, OH&S, Injury 
Management) work together to support 
the objectives of the Injury Management 
Program?  
 

 
I (0, 10) Interview members from these 
departments to determine if they work 
together to support the program 
objectives. 
  
If groups work together to support the 
Injury Management process as evidenced 
by a minimum of 70% positive responses, 
award 10 points. 

D 
 
 

O 
 
 

I 
 

/10 

Total 
 

/10 
Comments: 

 
                              TOTAL POINTS AWARDED =______ /170 
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 ELEMENT 4: COMMUNICATION 
 

QUESTIONS GUIDELINES SCORE 
 
4.1)  Have the policies and procedures of 
the Injury Management Program been 
effectively communicated to all workers, 
supervisors, and managers?  
 

 
D (0, 20) Review documentation (e.g. 
training records, safety meeting minutes, 
safety committee minutes) to determine if 
policies and procedures have been 
communicated to all employees. 
 
If there is evidence of a systematic process 
to provide information on the Injury 
Management Program to the workforce, 
award 20 points.  
 
I (0, 25) Interview workers, supervisors 
and managers to determine their 
understanding of the Injury Management 
Program. 
   
If awareness of the program is apparent as 
evidenced by a minimum of 70% positive 
responses, award 25 points.  

D 
 

/20 

O 
 
 

I 
 

/25 

Total 
 

/45 

Comments:  

 
4.2)  Does the employer actively promote 
the benefits of the Injury Management 
Program? 
 

 
O (0, 10) If promotional information on 
program benefits is posted, award 10 
points.  
 
Note:  Where there is no opportunity to 
post information for workers, award 10 
points if the employer has distributed 
printed information to workers. 
 
I (0, 10) Interview workers and supervisors 
to determine if they understand the value 
of the Injury Management Program. 
 
If awareness of program benefits is 
apparent as evidenced by a minimum of 
70% positive responses, award 10 points.  

D 
 
 

O 
 

/10 

I 
 

/10 

Total 
 

/20 
Comments: 
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ELEMENT 4: COMMUNICATION 
 

QUESTIONS GUIDELINES SCORE 
 
4.3)  Are new employees provided with 
information on the Injury Management 
Program at a new employee orientation? 
 

 
D (0, 20) Review documentation to 
determine if Injury Management 
Program information is provided in new 
employee orientations. 
 
If orientations include information on the 
Injury Management Program, award 20 
points 
 
 
 
 

D 
 

/20 

O 
 
 

I 
 
 

Total 
 

/20 
Comments:  
 
 
 
 
 
 
 
 
 
 
 

4.4)  Are medical practitioners advised of the 
company’s Injury Management Program 
initiatives?  
 
(Does the employer communicate to medical 
practitioners the ability to accommodate 
injured workers?  Evidence would be records 
verifying that a written package was sent 
with an injured worker to the physician) 

D (0, 20) Review documentation to 
determine if the employer makes 
medical practitioners aware of the Injury 
Management Program (the ability of the 
employer to provide modified or 
alternate duties).   
 
If such communication is standard 
practice, award 20 points.  
 

D 
 

/20 

O 
 
 

I 
 
 

Total 
 

/20 
Comments: 
 
 
 
 
 
 
 
 
 
 
 

 

                                              TOTAL POINTS AWARDED =______ /105 
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OBSERVATION CHECKLIST 
 

Audit 
Document 
Reference 

Question 

 
Positive 

() 
 

Negative 
 (X) 

1.1 Is the corporate Injury Management Program policy posted for 
workers? 
 
 

  

Notes: 
 
 
 
 
 

3.1 Is the employer’s process (series of steps) for handling all Injury 
Management Program cases posted in a conspicuous place available to 
all employees? 

  

Notes: 
 
 
 
 
 

4.2 Is promotional information on the benefits of the Injury Management 
Program posted for workers? 

 
 
 

 

Notes: 
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INTERVIEW QUESTIONS 
 

NUMBER QUESTION 
AUDIT 

QUESTION 
Positive 

() 
Negative 

 (X) 

ELEMENT 1: INJURY MANAGEMENT POLICY, MANAGEMENT, AND LEADERSHIP 

1. Are improvements to the Injury Management Program made as a 
result of the outcomes analysis? 
 
Interview management to determine if information from the outcomes 
analysis is being reviewed and if actions are implemented in response to the 
opportunities (i.e. strengths/weaknesses) identified. 

1.5   

Notes:   
 
 
 
 
 

ELEMENT 2:  RESOURCES, EDUCATION, AND TRAINING 

2. Have the duties of an Injury Management Coordinator been assigned 
and does it include the authority to establish and implement RTW 
plans? 
 
Interview workers, supervisors, and managers to determine if they know 
who has the authority to establish and implement RTW plans in their 
organization. 

2.1   

Notes: 
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INTERVIEW QUESTIONS 
 

NUMBER QUESTION 
AUDIT 

QUESTION 
Positive 

() 

Negative 
 (X) 

3. Is the individual who has been assigned the duties of the Injury 
Management Coordinator aware of legislation relevant to Injury 
Management? (i.e. Human Rights, Workers Compensation) 
 
Interview the Injury Management Coordinator to determine their 
awareness of Human Rights and Workers Compensation legislation. The Injury 
Management Coordinator should, at minimum, know where to access the 
information. 

2.3   

Notes: 
 
 
 

ELEMENT 3: – STAY AT WORK AND RETURN TO WORK 

4. Are supervisors aware that they can provide modified or alternate 
duties when required? 
 
Interview supervisors to determine if they are aware they have the ability to 
provide modified or alternate duties to injured workers. 

3.3   

Notes: 
 
 
 

5.  Are the procedures which facilitate “Stay at Work” being 
followed? 
 
Interview contact personnel (e.g. Injury Management Coordinator, 
Supervisors, First Aid Attendants) to determine if procedures supporting “Stay 
at Work” are being followed.  

3.4    

Notes: 
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INTERVIEW QUESTIONS 
 
NUMBER QUESTION 

AUDIT 
QUESTION 

Positive 
() 

Negative 
 (X) 

6. Is there a guideline in place outlining when contact is first made with 
an injured worker who is absent from work and is this guideline being 
followed?  
 
Interview the Injury Management Coordinator and injured workers to 
determine if the established guideline is being followed. 

3.5   

Notes: 
 
 
 
 

7. Are workers and supervisors knowledgeable of the reporting 
requirements (i.e. worker and employer responsibilities for reporting 
injuries) under workers compensation legislation? 
Interview workers and supervisors to determine their knowledge of 
reporting requirements. 

3.9   

Notes: 
 
 
 
 
 
 
8. Do the various departments (e.g. Human Resources, OH&S, Injury 

Management) work together to support the objectives of the Injury 
Management Program?  
 
Interview members from these departments to determine if they work 
together to support the program objectives. 

3.11   

Notes: 
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INTERVIEW QUESTIONS 

 
NUMBER QUESTION 

AUDIT 
QUESTION 

Positive 
() 

Negative 
 (X) 

9. Have the policies and procedures of the Injury Management Program 
been effectively communicated to all workers, supervisors, and 
managers? 
 
Interview workers, supervisor, and managers to determine their 
understanding of the Injury Management Program.   
 
 

4.1   

Notes: 
 
 
 
 
 
 

10. Does the employer actively promote the benefits of the Injury 
Management Program? 
 
Interview workers and supervisors to determine if they understand the 
value of the Injury Management Program. 
 
 
 
 

4.2   

Notes: 
 
 
 
 
 
 



 

Construction Safety Network: 2009   
  

31 

 
INTERVIEW SCORING SUMMARY 

 

Question  
Total   

Interviewed 

Total 
Positive 

Responses 

Total 
Negative 

Responses 

% Positive 
Responses* 

Minimum 
Positive 

Responses 
Required 

Audit 
Document 
Reference 

Transfer Results to 
Audit Document 

Positive 
() 

 

Negative 
(X) 

 

1     
70% 1.5 

  

2     
70% 2.1 

  

3     
70% 2.3 

  

4     
70% 3.3 

  

5     
70% 3.4 

  

6     
70% 3.5 

  

7     
70% 3.9 

  

8     
70% 3.11 

  

9     
70% 4.1 

  

10     
70% 4.2 

  

Total Positive Responses        
Total Interviewed 

 
 
 

* % Positive Responses =  
 

X 100 = ____%  
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AUDIT SCORING SUMMARY 

 
Company: ___________________   __ Name of Auditor: ___________________ Date of Audit: _______________ 

 

ELEMENT # ELEMENT NAME 
MAXIMUM 
SCORE 

POINTS 
AWARDED 

1 INJURY MANAGEMENT POLICY, MANAGEMENT, AND LEADERSHIP 100  
2 RESOURCES, EDUCATION AND TRAINING 70  
3 STAY AT WORK AND RETURN TO WORK 170  
4 COMMUNICATION 105  

TOTAL 445  
 
Minimum Standard = 80% Overall Score                  Standard Achieved:   Yes ____   No ____  
 
Overall Score = Points Awarded               x  100  = ______%  
                        Maximum Score 
 
 

 
SWORN STATEMENT 

 

The undersigned auditor, under oath, under penalty of perjury, certifies that the above information furnished in this  
document is true and correct. 
 

                                                          
Date                                                     Name of Auditor                                        Signature of Auditor 
  
Subscribed and sworn to before me, this ____________ day of __________________, 20____ 
 
By signing below you are verifying that the above person(s) is either a permanent employee with your company, or  
a CSN approved external auditor. 
 

  
Date          Signature (Owner or Senior Manager)  
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AUDITOR EXECUTIVE SUMMARY REPORT 
Audit Summary and Recommendations 

 
The “Auditor Executive Summary Report” is the SINGLE MOST important part of the audit process.  The report must be detailed 
enough for the company to address the shortfalls in their program.  
 
Step 1 – Paragraph 1 
 
Thank the organization for their effort and help during the audit.  Identify the individual(s) who assisted during the audit. 
 
Step 2- Paragraph 2 
 
State the positives of the program found during the audit.   
  
Step 3 – Paragraph 3 
 
Summarize the audit by element, listing existing strengths and recommendations for improvements in each element. 

 
Step 4 – Paragraph 4 
 
Recommend that the company create a corrective action plan to develop, implement, and follow-up on the suggestions that have 
been made. 
 
Step 5 – Paragraph 5 
 
Thank the company for allowing you to present the audit and comment that if they focus on the recommended changes, their 
program can be more at effective at minimizing the impact (both financial and human) of work-related injuries/illnesses.    

 
 

NOTE:  The Auditor Executive Summary Report must be completed, dated, and signed in ink.   
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AUDITOR EXECUTIVE SUMMARY REPORT 
Audit Summary and Recommendations 

 
Company Name:      End Date of Audit:     
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AUDITOR EXECUTIVE SUMMARY REPORT 
Audit Summary and Recommendations 

 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 
 

Auditor Signature: _____________________________                 Date:            
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AUDIT CORRECTIVE ACTION PLAN 

Once the auditor has presented the company with the completed audit results, the company must develop an “Audit Corrective 
Action Plan” and submit the plan with the completed audit document for review.   
 
The Audit Corrective Action Plan provides the employer with an opportunity to respond to the audit by describing the steps that will 
be taken to address the deficiencies identified in the audit report.  While it is the responsibility of the company being audited 
(auditee) to complete the report, the auditor may be able to provide recommendations for corrective actions at the time the audit 
findings are presented to the company.   
 
The Audit Corrective Action Plan will: 
 

• Prioritize identified deficiencies  
• Determine corrective action(s) 
• Assign responsibility 
• Establish target implementation dates  

 
Documented corrective action plans demonstrate a level of DUE DILIGENCE only when the recommendations have been effectively 
implemented.   
 
NOTE:  It is not an expectation or a requirement that the company have all recommendations that are listed on their 
action plan implemented prior to submitting the plan for review.  Target dates for completing each of the 
recommendations in the action plan should be realistic.  Timeframes for carrying out each of the corrective actions will 
undoubtedly vary; some recommendations may be implemented relatively quickly, while others will require a longer 
period of time to implement effectively.  It is important to keep a copy of the Audit Corrective Action Plan to ensure 
follow up and documentation on the status of each of the recommendations is completed.   
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AUDIT CORRECTIVE ACTION PLAN 

Recommendation 
Assigned 

To 

Target 
Completion 

Date 

Date 
Completed 

Reviewed 
By 
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AUDIT SUBMISSION CHECKLIST 
 

 Ensure that the “Audit Information” sheet has been completed and include with audit submission.   

 Ensure that all active worksites have been listed on the “List of Active Worksites” sheet (whether they were part of the 
audit or not) and include with audit submission. 

 

 Ensure that a representative number of worksites were visited.  In most cases, this will entail at least 1/3 of the active 
sites in addition to the main office/shop. 

 

 Ensure that the “Observation Checklist” sheet has been completed and include with audit submission.   

 Ensure that the correct numbers of interviews were conducted. 

 Ensure that the “Interview Scoring Summary” sheet has been completed and include with audit submission. 

 Ensure that all changes/corrections have been initialled (do not use whiteout) and submit the original copy of the audit 
document for review. 

 

 Ensure that “comments” have been provided next to each question in the audit document.  One-word comments do not 
convey adequate information.  Comments must provide insight as to why points were or were not awarded.  Note: if the 
space provided for comments is not sufficient, use separate sheets and attach them to the audit document upon 
submission.  Ensure that comments are referenced to the corresponding question it pertains to (i.e. 1.1, 1.2 etc.). 

 

 Where a question has been deemed not applicable (N/A), ensure that the total possible score for the element has been 
adjusted accordingly, transfer the change to the “Audit Scoring Summary” sheet and ensure that a sufficient comment 
has been provided. 

 

 Ensure that both the senior manager and auditor have signed the “Audit Scoring Summary” sheet and include with audit 
submission. 

 

 Ensure the “Auditor Executive Summary Report” includes comments on strengths and recommendations for each element 
and include with audit submission.  Note: the criteria for completing the report is outlined in the audit document. 

 

 Ensure that an “Audit Corrective Action Plan” has been developed by the company and include with audit submission. 

 Ensure the “Audit Submission Checklist” has been completed and include with audit submission. 

 

              Auditor Signature        Date 
  

ALL documents included in the audit submission must be originals.  Keep a photocopy for company records. 
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