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Referral to Occupational Health Service – Staff Information

Please read the following information relating to your referral and sign the consent on the back page, you will need to bring this with you when seeing the Occupational Health Physician/Adviser.  If you have any questions please ask them during your consultation.

The role of the Occupational Health Service (OHS) is to assist with preventative measures and ultimately to determine the effects of an employee's health on work or vice versa.  The Occupational Health Service provides a confidential service available to ALL Nottinghamshire County Council Employees and no details are discussed outside the Occupational Health Service without your consent. 

Why have you been referred to Occupational Health?

Your manager/head teacher wishes to seek advice from the Occupational Health Service.  The reason for this is to understand how your health may impact on your job and to determine whether your manager/head teacher can introduce any measures to help alleviate your current difficulties and/or to enable you to effectively perform your duties. 

What is the process?

There is a standard referral form that your manager/head teacher will complete, as the employee being referred your manager/head teacher should discuss this with you and you should have the opportunity to see the referral form so that you fully understand the reasons for your referral. This completed form will then be sent to the HR section for a HR officer to be allocated and then forwarded to the Occupational Health Service for an appointment to be arranged.

Appointments

An appointment letter will be sent through to you, and both your manager/head teacher and HR will receive a copy of this. 

Every effort should be made to attend on the specified date and time.  If you are unable to attend the appointment you must telephone the Occupational Health Unit  as soon as possible to notify them to arrange a further appointment date and time, and so that your appointment can be given to someone else.

What will happen at the appointment?
The Occupational Health Nurse practitioner or Doctor will see people who have been referred at designated clinics.  Your first appointment could last up to half an hour.

During the assessment a full medical and occupational history is taken from you, and on some occasions may require a limited examination.  Occupational Health may require a report from your GP or treating Specialist.  They will ensure that where required your informed written consent is obtained, according to the Access to Medical Reports Act 1998.  At all times the Occupational Health Service will explain who they are communicating with and why.

Can I be accompanied at the appointment?

Yes we acknowledge that your health is a sensitive matter and you may find it reassuring to have someone with you.
Why seek information from my GP or specialist?

It may be necessary for the OH Service to obtain a report from your GP/Specialist. This will help to provide the Department/School with appropriate advice on your situation.  

The Access to Medical Reports Act 1988 requires that you give your consent to the OH Doctor/Nurse seeking a report from your GP or specialist. The OH Service will always ensure that you understand why a report is being requested and what information is being requested. The OH Doctor/Nurse may contact you prior to your appointment to obtain written consent. They may also do so during your consultation.  The Department/School will not see the GP/Specialist’s report, although the OH Doctor/Nurse Adviser may make reference to the report in his or her report to the Department/School.  Please note that the OH Doctor/Adviser will not provide confidential or clinical detail to the Department/School without your express and informed written consent.

Can I see the GP’s Report?

You can see the report before it is sent to the OH Service.  The OH Service will write to notify you that a report has been requested from your GP.  Once your GP has prepared the report you have 21 days to make arrangements with your GP to see the report.  There is no charge for reading the report, but your GP may charge a reasonable fee if you wish to have the report photocopied and/or posted to you.

This process may take a few weeks to complete and it is therefore, recommended that you maintain contact with your GP to ensure that the report is produced as quickly as possible and you are able to make arrangements to see it, if you wish. The OH Service may contact you directly if they experience any issues in relation to receiving a response from your GP or Specialist so that you can take this up with them directly.

Following the Appointment - Reports

After you have been seen by a either a Occupational Health Nurse or Doctor a report will be written by them and will be sent to HR, your manager/head teacher and yourself. 

NOTE:  You can be provided with a copy of the report before it is sent.  If you wish to see a copy before it is sent please indicate this during the consultation.  The report will be sent to HR and your manager 5 days from the date it has been forwarded to you.  Please contact Occupational Health within these 5 days if you have any comments regarding the report.  You can withhold your consent for the release of the report, but your manager will then have to proceed without Occupational Health advice.

The confidentiality of clinical details given during your referral is respected i.e. HR or your manager will not be informed of any personal details concerning your medical history, domestic life etc unless you are happy for them to have this information.  Occupational Health will only report on your ability to work and any safety implications of your ill health.  

Once the manager/headteacher has received a report from the OH Doctor/Adviser they will contact you to discuss this advice. Human Resources may be involved in this process as appropriate to the circumstances.

Review appointments
Following your initial referral appointment, the Occupational Health Nurse Practitioner or Physician may wish to review your progress.  The same procedure applies as before with appointments.

What happens if I choose not to discuss my situation with the OHS?

Employees are required to attend for an Occupational Health examination, in the appropriate circumstances, as a condition of employment.  If you choose not to meet with the OH Doctor/Nurse Adviser and/or provide them with information, the OH Service will advise the Department/School of this and the Department/School will then need to make decisions based on the information available to them.

CONSENT

1. I am aware of the reasons for my referral to Occupational Health and have read the above information.

2. I consent to a report being forwarded to the Human Resources Officer and my Manager following the consultation.  A copy will be sent to me at the same time.  No confidential medical information will be included without my consent.

I am also aware that I can have a copy sent to me first and can request this during the consultation.

Name (Please print):  ……………………………………………………………….

Signed:  …………………………………………
Date:  ………………………
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