[image: image1.wmf]Email request to Principal HR Consultant (Rehab and EAS)

outlining:

Ÿ

Employee's injury / illness / impairement

Ÿ

Employee's occupation

Ÿ

Impact on work

Ÿ

Service/Aid required

Ÿ

Expected outcomes from providing the service/aid

Ÿ

Anticipated cost of the service/aid

REHABILITATION BUDGET EXPENDITURE APPROVAL PROCESS

Need for Service or Aid Identified

Approved

Email sent

Not Approved

Email sent

Request Assessed by Principal HR Consultant (Rehab

and EAS)

No further Action. Contact

Principal HR Consultant (Rehab

and EAS) to discuss if necessary.

Arrange with Provider to deliver

service or aid within cost range

Complete Rehabilitation Budget Expenditure form

Send expenditure form, approval email and invoice

to Principal HR Consultant (Rehab and EAS)

Principal HR Consultant (Rehab and EAS) signs

invoices

Administration Officer (Org Health) tracks via

spreadsheet and sends to Finance for payment

Receive invoice for sevice/aid
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