	BASE 4 Interview Workbook

Managers only



Using this Workbook

[image: image1.emf]





	
	
	
	
	
	
	
	
	Points

	#
	BASE Question*
	Audience
	Guidelines
	POS
	NEG
	N/Cs
	X/Y
	Available
	Awarded

	P1.1  
	How does company leadership set and measure goals and objectives for improved safety performance and communicate them to all employees and contractors? 
	Workers and contractors
	I - Award up to 7 points based on the % worker and contractor interviews reporting that they understand the major themes of the company goals and objectives. 

	
	
	
	
	(0-7)
	

	
	Intent: Setting clear goals and objectives is a key method for management to demonstrate leadership. Having goals and objectives shows due diligence that leadership has reviewed the current company situation and set goals or directions for improvement.  Goals are reviewed annually and have measurable targets and objectives. Communicating goals to the rest of the company is critical to success, so the communication portion of this question is weighted heavier than the existence of the goals.

	
	Notes:       A place for you to write detailed summary notes that

      Explain how the company meets / does not meet objectives



Potential Interview scripts are included. These are non-mandatory suggestions. Auditors are free to develop their own scripts for any or all questions to suit their personal style and the particular interview situation.
Requirements
Requirements:

· Data identifies who was interviewed (mangers, supervisors, workers, etc) and gives positive percentage or fraction of results.  

· Obtained Interview results should be summarized but not quoted.  
· Data is of sufficient volume to justify the score and includes positive percentage. 

· Interview data volume must be roughly proportional to the score value. 
· Scoring is based upon the percentage of positive interviews. Scoring to be rounded off to the nearest whole number

Example:

(I) 16/16 workers interviewed provided knowledgeable responses regarding communication of specific safety responsibilities which included, WorkSafeBC regulations, certification requirements, identifying and communicating hazards, PPE, close call and incident reporting, ERP and first aid. Discussion take place during initial orientations, annual orientations and before each job starts. The company has met the minimum 70% threshold, therefore 8/8 points awarded.
Scoring

· Score (including N/A) awarded is justified by notes and fully explained to the company.

· If the question has a scoring threshold, this must be referenced in the note and used to justify the score.

General

· O, D and I data clearly indicated and separated when there is more than one type of data in a question
· Scores must be rounded off to the nearest whole number.  

· Notes are self-contained and do not reference other notes.

· Notes are written in full sentences with standard professional grammar and spelling (including bullet points or lists where appropriate).

· Notes clearly demonstrate that the auditor understands the BASE tool and its application, including CAL entries from any prior audits.

Audit Recommendations 
· Recommendations are required for any questions not scoring full points. Continual improvement suggestions should be made in cases where the company achieves full score but has a notable deficiency for legal or regulatory requirements or a marked inefficiency.
· Recommendations are to inform the company on what to do and to provide reason(s) and appropriate method or methods for addressing the requirements of the questions and guidelines. 

· Recommendations relate to the question and the notes, are SMART (Simple Measurable Attainable Realistic Timely) and take into consideration the company’s capacity both to understand and to implement them.
· Recommendations are unique and self-contained for each question and do not reference other recommendations, but may form a series of related recommendations.

· Recommendations are written in full sentences with standard professional grammar and spelling (including bullet points or lists where appropriate).

· Recommendations clearly demonstrate that the auditor understands their role of giving guidance to the company on improving worker safety in an effective manner.

· Recommendations should be based on applicable current legal or regulatory requirements, standards and best practices, and appropriate to the nature of the company’s safety management system and processes. 

Effective Interviews

	Do’s
	Don’ts

	· Conduct interviews in a private location.

· Introduce yourself, explain the general audit process, and mention the confidentially of the interview process.

· Explain that you will be taking brief notes so you can tally your scores at the end of the audit.

· Ask open-ended questions.
· Toss some easy balls like how long they have been with the company or their favorite brand of machine if they are overly tense.
· Destroy these notes after the audit has been accepted and approved by the BCFSC.
· RELAX
	· Do not conduct group interviews or interviews that are not in a private location.

· Do not record names or share your specific interview findings with others.

· Avoid asking closed-ended questions or questions that convey what a positive answer may be.
· Rigidly stick to the exact words of the question, guideline or even the potential script if it isn’t working for you or more importantly for the interviewee.

· Forget that visual aids, such as the worker’s machine, make great props to help someone explain how things work.


	Opening the Interview
	Attentive Listening “SOLER”

	Introduce yourself and tell them what you are doing.

· Your name.

· You are conducting an audit for the company.

· You will be asking questions about the safety program.

· Your interview is confidential.

· I may be taking a few notes, it’s nothing to be alarmed about. These notes are for me alone.

· Are you okay with this? Any initial questions? 
	· Squarely face the person but not aggressively
· Open your posture.

· Lean towards the sender but do not intimidate
· Eye contact appropriately
· Relax – in most cases you are both being paid to talk instead of do physical labour!

	Internal Audits:  You want to know how well the system works. Be honest. Don’t tell me what you think I want to hear. I really just want to hear the truth so we can improve our systems.
	· 


Interview Sample Sizes
Overview

The interview sample size for the large employer BASE Audit must be representative of the size of the company, the type of the business unit, and ultimately allow the auditor to get a proper sample from which to draw conclusions and score the company. The following criteria must be considered when determining the proper representative sample:

· A cross sample of employees, based on their years of service.  This should include new hires, short term employees, long term employees, and contract workers. 

· A cross sample of employees, based on their occupations.  This should include field or facility workers, office staff, front line supervisors, department managers, middle managers, and executive management.

· A cross sample of shift workers, to ensure that there is an adequate sample from all active shifts. 
· A cross sample of work sites that are covered under the same WSBC industry code, including remote sites. 
The minimum number of interviews required must meet the specified requirement of the Minimum Interview Requirements Chart. See current NOAA online for most up-to-date version.
	Total Staff
	Minimum Interviews
	
	Total Staff
	Minimum Interviews
	
	Total Staff
	Minimum Interviews

	<5
	all
	
	234-240
	35
	
	560
	66

	5
	4
	
	241-249
	36
	
	561-570
	67

	6 to 7
	5
	
	250-299
	37
	
	571-580
	68

	8
	6
	
	300-302
	38
	
	581-595
	69

	9
	7
	
	303-309
	39
	
	596-605
	70

	10 to 11
	8
	
	310-312
	40
	
	606-615
	71

	12 to 14
	9
	
	313-315
	41
	
	616-625
	72

	15-16
	10
	
	316-320
	42
	
	626-638
	73

	16-17
	11
	
	321-325
	43
	
	639-645
	74

	18-20
	12
	
	326-329
	44
	
	646-655
	75

	21-24
	13
	
	330-332
	45
	
	656-665
	76

	25-27
	14
	
	333-335
	46
	
	666-678
	77

	28-30
	15
	
	336-338
	47
	
	679-689
	78

	31-36
	16
	
	339-341
	48
	
	690-699
	79

	37-44
	17
	
	342-348
	49
	
	700-705
	80

	45-49
	18
	
	349-354
	50
	
	706-719
	81

	50-64
	19
	
	355-359
	51
	
	720-729
	82

	65-74
	20
	
	360-364
	52
	
	730-740
	83

	75-88
	21
	
	365-369
	53
	
	741-749
	84

	89-99
	22
	
	370-374
	54
	
	750-790
	85

	100-120
	23
	
	375-379
	55
	
	791-840
	86

	121-149
	24
	
	380-389
	56
	
	841-959
	87

	150-199
	25
	
	390-399
	57
	
	960-1000
	88

	200-204
	26
	
	400-475
	58
	
	1001-1499
	89

	205-209
	27
	
	476-499
	59
	
	1500-1800
	90

	210-212
	28
	
	500-509
	60
	
	1801-2500
	91

	213-214
	29
	
	510-519
	61
	
	2501-4000
	92

	215-220
	30
	
	520-529
	62
	
	4001-4999
	93

	221-222
	31
	
	530-539
	63
	
	5000-9999
	94

	223-226
	32
	
	540-549
	64
	
	10000-24999
	95

	227-230
	33
	
	550-559
	65
	
	25000+
	96

	231-233
	34
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	Points

	#
	BASE Question*
	Audience
	Guidelines
	POS
	NEG
	N/Cs
	X/Y
	Available
	Awarded

	P4.3
#8

	What are the written Emergency Response Plans (ERPs) for handling other potential emergencies relevant to the company’s operations and how are they communicated to workers? 
	Managers

Supervisors

Workers

Contractors
	I - Award up to 5 points based on the % of interviewed workers, Supervisors, Managers and Contractors aware of their roles in applicable emergencies. The workers should be able to discuss marshalling points, communication devices, how to contact help, location of emergency numbers and understand any specific assigned responsibilities.
	
	
	
	
	(0-5)
	/5

	
	Intent: The company needs to have a plan for each reasonably foreseeable emergency. Everyone on site needs to know what to do in an emergency at a level appropriate for their responsibilities. A master ERP may be many pages long and highly technical, while a laminated card on the truck keychain may be entirely appropriate for the truck driver. The plan is usually a mixture of information from the licensee, prime and contractor, but must be incorporated into the company system and ultimately owned by the company. This question is about the plans other than the First Aid response that is covered in P4.2.

Potential Script for all levels:

You see a wildfire just at the edge of the site. What do you do? What is the plan for everyone else to be doing? It is now obviously too big for the guys on site to deal with. Now what?  (auditor to pick different scenarios for different interviewees to test whole ERP)

	
	Notes:



	P4.4
#9
	What is the process to manage existing and/or future young workers under the age of 25?
	Managers

Supervisors


	I – Award up to 5 points based on the % positive responses of all management and supervisors (not just those actually having young workers) in their knowledge of the company system
	
	
	
	
	(0-5)
	/5

	
	Intent: Workers under age 25 are much more likely to have injuries and other work-related errors than older workers. Young and old workers communicate in very different ways. The forestry labour shortage means that there are very few older workers available to hire, so all companies need to have at least a plan for managing the young workers that they will need soon.
Potential Management Script:

How is the company / are you going to deal with the industry labour shortage? How do you treat a young worker under 25 differently than a worker who is 45 but new to your company?

	
	Notes:



	P5.1  
#10
	How does the company manage and maintain safety documentation to ensure safety documents are communicated and available to workers and contractors?
	Managers

Supervisors

Safety Specialists

JOHSC
	I – Award up to 3 points based on the % of interviewed supervisors, managers and safety specialists (including JOHSC or Representative where required) in being able to describe how to find necessary safety documents.
	
	
	
	
	(0-3)
	/3

	
	Intent: The company should share relevant current and historical info appropriate to the worker with the worker, and where applicable the JOHSC or Representative. This shows record keeping credibility, due diligence and accountability. If it is not recorded, it didn’t happen. If it is not reasonably retrievable, it’s not doing anyone any good.
Potential Interview script

(Only if auditor did not observe the person already retrieving documentation as part of the audit): If you wanted to find (pick document type), how would you get hold of it?

	
	Notes:



	P7.1
#12
	If the company hires contractors, what is the method used to determine that contractors are qualified to work safely?
This question is not applicable if the company does not hire contractors.


	People who hire contractors
	I - Award up to 5 points based on % interviewed persons hiring contractors understanding the company program.

Selection criteria may include non-safety items, but only safety-related items are in scope for this audit question.

This question applies to all contractors, working for the company rather than just forestry contractors. Visitors are excluded from the scope of this question. See ‘Definitions’ section for contractors and visitors
	
	
	
	
	(0-5)
	/5

	
	Intent: The company needs to show due diligence by considering the safety of the contractors, not just accepting low-bid parameters. This could include reference checks, certifications held and personal knowledge.

Potential Script:

How do you pick contractors? Are there are written rules? Are they different for contractors who would do normal production work compared to a plumber coming in to work in the office for a few days?

	
	Notes:



	P8.1
#13
	If Multi-Employer Workplaces are created by the company, how are these workplaces planned to ensure a mechanism is, or will be, in place to ensure they are coordinated and have a system of compliance?
This question is not applicable if the company does not create multi-employer workplaces.


	People who hire contractors
	I - Award up to 5 points based on % interviewed persons who plan MEWP’s understanding the company program.

Program criteria may include non-safety items, but only safety-related items are in scope for this audit question.

This question applies to all MEWP’s that the company has rather than just forestry MEWPs. Visitors are excluded from the scope of this question. See ‘Definitions’ section for contractors and visitors.
	
	
	
	
	(0-5)
	/5

	
	Intent: The company needs to show due diligence by managing multi-employer workplaces to ensure that they are properly coordinated. This could be done by assigning Prime Contractor status or by being the Prime Contractor or owner without assigning Prime to another party.
Potential Script:

When you have 2 or more contractors on one of your work sites, how do you pick who is Prime? What does ‘Prime Contractor’ mean in your system? 

	
	Notes:




	D1.2
#15
	Have general safety responsibilities been written and communicated to employees? 
	Managers

Supervisors

Workers
	I – Award up to 8 points based on % of workers, supervisors and managers able to describe their general safety responsibilities.
	
	
	
	
	(0-8)
	/8

	
	Intent: Company leadership sets the tone and culture in terms of safety expectations.
Potential Script for all levels

How do you personally contribute to the safety success of the company? (or if company is not doing so well – to the future success) What safety rules do you have to follow?

	
	Notes:



	D2.2
#17
	What is the maintenance program for company-controlled facilities, tools and equipment that meets company, manufacturer and regulatory requirements?
	Managers

Supervisors 
	I - Award up to 2 points based on the % of positive responses from interviewed managers and supervisors confirming the maintenance program meets manufacturer, regulatory and company safety requirements.

In all parts of this question, the scope only applies to facilities, tools and equipment that are under direct company control and is responsible for maintaining. 

For any commercial vehicles, the intent is not to duplicate CVI requirements but rather examine how the company maintains records and whether items not typically included in CVI, such as first aid kits, fire tools and log bunks are properly maintained.
	
	
	
	
	(0-2)
	/2

	
	Intent: The company needs to have a maintenance program for every important item that it controls that needs maintenance. The program needs to be appropriate to the level of risk involved with each item.
Potential Script:

How do you run the maintenance program so that it meets all the overlapping manufacturer, regulatory and company/client requirements and keeps down-time to a minimum?

	
	Notes:



	D7.1
#27
	What process does the company have to ensure managers, supervisors and lead hands have appropriate skills to effectively manage people for safety?
	Managers and Supervisors
	I – Award up to 8 points based on % positive responses from interviewed senior managers, managers and supervisors being able to consistently describe how supervisory (including lead hand, team leader, relief supervisor, etc.) competence is ensured.

Positive practices may include, but are not limited to:

· Formal or in-house training and/or mentoring

· Coaching and evaluation of supervisory practices

· Documented competency evaluations of the supervisor by management and/or workers

· Hiring standards

· Assignment of duties to allow appropriate time for supervisory tasks.
Desired topics of competence include, but are not limited to:

· Coaching skills

· Human factors knowledge

· Techniques for detecting and managing workers who are acting ‘off’
· Soft Skills for supervisors.
	
	
	
	
	(0-8)
	

	
	Intent: This is a key cultural question that shows leadership commitment to success and recognizes that effective supervision is key in all areas. Supervisors need to have the ability to manage key human factors affecting safety. This could include catching when people are ‘off’, rushing, fatigued or complacent. 
Script: How has the company set supervisors up for long term business and personal success (and not just for production)?

	
	Notes:

	C3.1
#31
	What process does the company use to ensure workers are competent to perform their assigned tasks?
	Supervisors
(managers)
	I - If at least 90% of interviewed supervisors and managers are:
· knowledgeable about the company program and regulatory requirements

· assessing workers in accordance with company and regulatory requirements, 

award 7 points.

If managers also assess workers, include applicable managers in the interview sample size.

If all supervisors are also managers, exclude supervisor assessment from the question.
Workers are limited to company workers and exclude contractors.
	
	
	
	
	(0,7)
90% threshold
	/7

	
	Intent: People should only be being doing work that they are trained to do and are competent to do. Competency is different than training – it is observation and feedback to the worker on how they are performing the job. While having worker signatures on evaluations is preferred, it is not required.
Potential Script

How do you assess your workers to ensure they are doing the job the way they should be doing it? How do you record this? How often? 

	
	Notes:



	C5.1
#33
	How does the company properly complete investigations to lead to recommendations to prevent reoccurrence?
In the absence of completed investigations due to a lack of incidents of sufficient severity for a formal investigation, this question may be evaluated through interview of investigators being able to explain how to investigate incidents using a form that has an ability to lead to preventing reoccurrence (i.e. evaluating their training and capacity).
	Incident investigator
(supervisor)

(manager)

(JOHSC)
	I - Award up to 10 points based on the effectiveness of the individuals who would reasonably be investigating (by either company or regulatory requirements – i.e. must include worker JOHSC members) being able to explain the basics of investigation processes.

ONLY DO INTERVIEWS IF NO ACTUAL INVESTIGATIONS FOR DOCUMENT REVIEW. DO NOT INTERVIEW IF THERE ARE ACTUAL INVESTIGATIONS.
	
	
	
	
	(0-10)
	/10

	
	Intent: Investigations are key to preventing reoccurrence. Investigation needs to lead to preventing reoccurrence, not just stop at causes. Only if investigations lead to meaningful corrective actions will the rate of fatalities and serious injuries drop. While there are several investigation questions in this report, this question focusses only on the recommendations from the investigations.
Potential Interview Script:

Walk me through how you would do an investigation. What makes a good investigation? How do you know if the investigation was any good?

	
	Notes:



	C6.1 
#34
	If multi-employer workplaces are created by the company, how does the company confirm that the workplaces are coordinated and a system of compliance is in place?
	People who hire contractors
	I - Award up to 5 points based on % of interviewed personnel who should have oversight over multi-employer workplaces able to confirm that they are appropriately evaluating key safety coordination and compliance parameters appropriate to the risk and activities and providing direction based on those evaluations.
	
	
	
	
	(0-5)
	

	
	Intent: Multi-employer workplaces can be managed by the company by assigning Prime Contractor to another company or can be self-managed by being the Prime Contractor. In either case, the company needs to have appropriate oversight of the workplaces in question. The oversight has to balance checking the activities and allowing the other companies on site to manage their own activities appropriately.
Potential Script

How do you ensure that your Multi-Employer Worksites are properly run? How do you balance checking the activities with letting the companies on site manage their own business?



	
	Notes:

	A1.1  
#35
	How are senior leadership and managers actively involved in measuring and evaluating safety performance and evaluating opportunities for continual improvement?
	Managers
	I - Award up to 5 points based on % of interviewed managers able to confirm that they are appropriately evaluating key safety performance indicators and providing direction for continual improvement based on those evaluations.
	
	
	
	
	(0-5)
	/5

	
	Intent: For this important cultural question, leadership must show that they are meaningfully involved in promoting continuous improvement in the operations.
Potential Manager script:

How do you measure how safety is performing in the company? What types of leading indicators do you use? Can you give me any examples of how you are leading continual improvement?

	
	Notes:



	A2.1
#36
	How are risk control measures and safe work procedures reviewed and updated with worker involvement on a regular basis and when there are changes in work conditions?
	Managers

Supervisors

Workers
	I - If at least 70% of interviewed managers, supervisors and workers report that at least some workers are involved in the review process, award 5 points.

It is not necessary for every worker to be directly involved in the process. Worker involvement may be via a committee or representative. However, the interviewed worker must at least be aware how their issue or idea could be evaluated for incorporation into a revised procedure to be considered a positive response.
	
	
	
	
	(0,5)
70% threshold
	/5

	
	Intent: The company needs to have a living and evolving management system that adapts to change, not just a dusty manual on the shelf. Workers, since they are most affected by the company program, are the best voice for operational feedback.
Potential worker script:

If you had what you thought was a really good idea on how to do something better/faster/cheaper/safer, what would you do? Have you ever done it? What is the most frustrating thing about your job?

Potential supervisor / manager script

How do you get worker input on safe work procedures and other safety issues?

	
	Notes:



	A3.1
#38
	Are appropriate drills being conducted to periodically test and refine the effectiveness of the Emergency Response Plan (ERP)?
	Managers

Supervisors

Workers
First Aid
	I – Award up to 5 points for positive % responses from interviewed managers, supervisors and workers being aware of the learnings from emergency drills. If no drills have been held, score zero interview points.
	
	
	
	
	(0-5)
	/5

	
	Intent: While holding a drill as a training exercise is very useful, the main benefit comes from adjusting the future emergency response rather than just checking it.
Potential script:

Did the company do any drills in the last year? How did they go? What changed because of the drill?

	
	Notes:



	A4.1
#39
	Is the company's safety program structured to involve employee/ contractor representatives in the regular review of the safety program with recommendations to management?
	Managers

Supervisors

Workers
	I - Award up to 5 points based on the % of interviewed managers, supervisors and workers reporting how workers or contractors can effectively make changes to the company system if necessary.
	
	
	
	
	(0-5)
	/5

	
	Intent: The program needs a mechanism to allow those affected by the program to have input into the evolution of the program. This could range from suggestion boxes (that are used), JOHSC, open emails, annual formal meetings with contractors. This shows a positive culture with worker engagement via feedback and company follow-through/response.
Potential script:

How are workers / you involved in making this a better safety-performing company?

	
	Notes:



	A5.1
#40
	Are individual responsibilities and accountabilities supported by regular review and recognition of performance towards safety goals, targets, and expectations?
	Managers

Supervisors


	I - Award up to 7 points based on % of interviewed managers and supervisors being able to describe a functioning system.
	
	
	
	
	(0-7)
	/7

	
	Intent: Leadership should be demonstrating and reinforcing individual accountability for safety performance, goals and expectations. This should be a two-way communication process in a one-on-one setting and is formal, documented, structured and scheduled.
Potential Interview Script:

How do you manage under-achievers and recognize over-achievers? How does this link to their regular assessment’s results?

	
	Notes:

This is the end of the OHS component. The next page starts Injury Management.

	I1.2
	Is there a written IM/RTW program with defined roles and responsibilities for all relevant groups?
	· OHS Personnel
· Human Resources Department
· Medical Professional
· WCB Case Management
· Employee Assistance program
· Employee Representation (e.g. union);
· Senior Management Representation
· Workers (i.e. potential users of the IM/RTW program).
	Award up to 10 points based on the % of positive responses of interviewed representatives of groups understanding their responsibilities.
	
	
	
	
	(0-10)
	

	
	Notes:



	I1.4
	Is there a process to implement the opportunities for improvement identified through the analysis of program outcomes?
	Refer to I1.2

	If at least 70% of interviewed group members can describe the review process, award 5 points.
	
	
	
	
	(0,5)
	

	
	Notes:



	I1.5
	Do case records support that identified opportunities for system improvement being implemented?
	Refer to I1.2
	If at least 70% of group members can describe examples of program improvement based on reviews, award 5 points.
If there are no cases, or no cases resulting in system improvement, score this question as ‘N/A’ and deduct 15 points from the total.
	
	
	
	
	(0,5)
	

	
	Notes:



	I2.1
	Have the duties of an IM/RTW coordinator been assigned and do the duties outline the authority to establish and implement RTW plans?
	Managers

Supervisors

Workers
	If at least 70% of interviewed workers, supervisors, managers are aware of the program coordinator’s duties, award 10 points.
The coordinator may be a committee, a lead or technical member of a committee or an individual. Each site or division may have its own coordinator.
	
	
	
	
	(0,10)
	

	
	Notes:



	I2.2
	Does the IM/RTW coordinator have appropriate education and/or training for their duties?
	IM Coordinator
	- If the IM/RTW coordinator, when interviewed, understands their role in the program and is aware of relevant legislation award 15 points.
The IM/RTW coordinator needs to at least know where to access information on:
· Human Rights Act;
· BC Human Rights Code;
· Workers Compensation Act;
· Freedom of Information and Protection of Privacy Act; and
· (PIPA) Personal Information Privacy Act (SBC 2003, Chapter 63).
If the IM/RTW coordinator is a contract agency, review agency publications for evidence and score the interview portion as ‘N/A’.
	
	
	
	
	(0,15)
	

	
	Notes:



	I2.4
	Have relevant groups been trained in the IM/RTW policies, procedures (including Stay-at-Work) and privacy issues?    
	Managers

Supervisors

Human Resources Personnel

OHS Personnel

JOHSC

Union Reps
	Award up to 10 points based on the % of positive responses of interviewed groups having appropriate knowledge and education on their role in the IM/RTW program, including Stay-At-Work and privacy issues
	
	
	
	
	(0-10)
	

	
	Notes:



	I3.2
	Does the company have a “Stay-at-Work” initiative as part of their IM/RTW program?  
	Supervisors 
	Award up to 10 points based on the % of interviewed supervisors describing how they use Stay-at-Work opportunities to avoid time loss.
	
	
	
	
	(0-10)
	

	
	Notes:



	I3.3
	Does the company have alternate duties identified in writing and are supervisors aware that they can offer modified duties when required?
	Supervisors
	Award up to 10 points based on the % of supervisors understanding how they can offer or arrange modified or alternate duties to workers in both Stay-at-Work and Return-to-Work situations.
	
	
	
	
	(0-10)
	

	
	Notes:



	I3.4
	Does the company have a procedure for initial and ongoing contact with an absent injured worker?
	Supervisors

IM Coordinator
	Award up to 5 points based on % of interviewed supervisors, IM/RTW coordinator or other contact personnel used in the company system being able to correctly describe the initial and ongoing contact protocol.
	
	
	
	
	(0-5)
	

	
	Notes:



	I3.6
	Is there a procedure to develop, approve, monitor and modify case specific IM/RTW plans?
	IM Coordinator
	Award up to 10 points based on the % of interviewed IM/RTW Coordinator (and any other company personnel involved in case plan decisions) being able to describe the company process to develop, approve, monitor and modify IM/RTW case plans, including the mechanism for setting and modifying end-dates.
	
	
	
	
	(0-10)
	

	
	Notes:



	I3.9
	Are workers and supervisors knowledgeable of the reporting process and requirements under workers compensation legislation?
	Supervisors


	Award up to 3 points based on the % of interviewed supervisors able to describe their reporting requirements to authorities. If the company program has supervisors reporting information to other company parties for submission to authorities, also include those other parties in the interview sample.
	
	
	
	
	(0-10)
	

	
	Notes:



	I4.1
	Have IM/RTW policies and procedures been effectively communicated?
	Senior Managers

Managers

Supervisors

Workers
	Award up to 25 points based on % of interviews at all levels showing awareness of the company IM/RTW program.
	
	
	
	
	(0-25)
	

	
	Notes:




A place to record “no comments” or nullify responses where applicable.











A place to record your positive and negative findings.








The role(s) that the interview question applies to.





BASE 4 Interview Guidelines.





The BASE 4 audit question identifier.





5





Total where applicable�





Multiple parts of questions where applicable





A place for you to record the awarded points.





The scoring information from the BASE audit and the threshold to award points (where applicable).





/7





The BASE 4 audit intent for the question to help guide interpretation
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