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Em ploye r Guid ance  for Occupationa l He alth Manag e m e nt Re fe rra ls  

The  purpose  of a  m anage m e nt re fe rra l to  occupationa l he a lth is  to  p rovid e  the  

re fe rring  m anage r and / or hum an re source s  with spe c ia lis t he a lth p rofe ssiona l ad vice . 

This  ad vice  can be  use d  to ass is t the  e m ploye e  work to the  b e st of the ir ab ility, m ake  

robust and  d e fe nsib le  d e c is ions.  

Re asons for Re fe rra l  

The re  m ay be  m any re asons for wishing  to re que st Occupationa l He alth ad vice  in 

re la tion to an e m ploye e , such as:  

• Long  te rm  sickne ss  abse nce  – usua lly d e fine d  as  continuous abse nce  of 4 

we e ks or m ore .  

• Ad justm e nt ad vice  which would  he lp  the  e m ploye e  work to the  be s t of the ir 

ab ility. 

• A safe  confid e ntia l p lace  for the  e m ploye e  to d iscuss  work and  he a lth conce rns 

and  re ce ive  ad vice . 

• Re curring  short te rm  abse nce s – base d  on e p isod e s and  the ir fre que ncy.  

• The  e m ploye e  is  find ing  it d ifficult to  work, and  not ab le  to  d e live r work 

pe rform ance  as  e xpe c te d .  

• Inve stiga tion of work-re la te d  illne ss/ injury – asse ssm e nt of whe the r a  he a lth 

p rob le m  is  like ly to b e  work-re la te d  or not.  

• Substance  use  conce rns – asse ssm e nt of suspe c te d  or ad m itte d  to  substance  

m isuse  a ffe c ting  work.  

• Asse ss  an e m ploye e  for fitne ss  to  a tte nd  a  d isc ip linary or othe r form al m e e ting . 
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Conse nt & confid e ntia lity to  an occupationa l he a lth asse ssm e nt 

It is  the  e m ploye r re sp onsib ility to  ob ta in the  e xpre ss  conse nt from  the  e m ploye e  to  

re le ase  pe rsona l and  se nsitive  d a ta  to  the  occupationa l he a lth p rovid e r and  to the  

occupationa l he a lth m anage m e nt re fe rra l p roce ss . This  should  be  inform e d  by your 

GDPR privacy notice . He re  is  guid ance  from  the  Inform ation Com m issione rs  Office . 

This  conse nt m ust be  g ive n in c ircum stance s in which the  ind ivid ua l is : 

• Com pe te nt to  g ive  conse nt 

• Not und e r d ure ss , ind uce m e nt or coe rc ion 

• Able  to und e rstand  the  conse que nce s of d isc losure  or non-d isc losure  

• Suitab ly inform e d  of: 

-  Why is  the  inform ation re quire d  and  the  purpose  for which it will be  use d ? 

-  What is  the  scope  of the  inform ation re quire d ? 

-  Who will it be  share d  with? 

-  Whe n it will be  share d ? 

-  How it will be  se cure ly share d  

. Conse nt can be  withd rawn by the  e m ploye e  a t any s tage  of the  p roce ss .  

The  c linic ian will re ad  out the  conte nt within the  re fe rra l form  to the  e m ploye e .  

If it be com e s c le ar to  the  c linic ian tha t the  e m ploye e  is  not aware  of the  conte nt of the  

re fe rra l, the  c linic ian m ay d e c id e  to te rm ina te  the  asse ssm e nt. This  will incur full 

charge . 

Use  of AI typ e  transcrip tion, note  taking  or re cord ing  syste m s will not be  a llowe d  

unle ss  with p rior ag re e m e nt. This is  d ue  to risk of confid e ntia lity b re ache s. If the se  
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type s of syste m s are  use d  p le ase  e nsure  the  e m ploye e  knows how to d isconne c t or 

s top  it. A full charge  will app ly if this  is  not ad he re d  to. 

The  re fe rring  pe rson should  p rovid e  the  e m ploye e  with the  Em ploye e  Guid e  to 

Occupationa l He alth asse ssm e nts . 

Com ple ting  a  Manage m e nt Re fe rra l Form   

A m anage m e nt re fe rra l form  m ust be  com ple te d  be fore  an e m ploye e  can be  booke d  

for asse ssm e nt. It is  e sse ntia l tha t ke y inform ation is  p rovid e . Howe ve r, d o not se nd  

ad d itiona l inform ation unle ss  the  c linic ian asks for it.  

Ke y inform ation:- 

• He alth re ason for re fe rra l  

• Manage m e nt re ason for the  re fe rra l 

• Job  hazard s  and  risks 

• De ta ils  of s ickne ss  abse nce s 

• Brie f (bulle t points) d e ta ils  of pe rform ance  issue s  

• Stage  of s ickne ss  abse nce  m anage m e nt p roce ss  

The  following  que stions a re  lis te d  within the  re fe rra l form  to be  se le c te d  by you. The se  

will be  use d  as  the  found ation and  s truc ture  of the  occupationa l he a lth asse ssm e nt 

and  answe re d  within the  OH re port. An ad d itiona l 5 m ore  que stions  can be  ad d e d  

without incurring  e xtra  costs . 

1. What a re  the  he a lth re a sons tha t a re  im pacting  pe rform ance / a tte nd ance ?   
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2. Are  the  he a lth issue s  a ffe c ting  pe rform ance / a tte nd ance  like ly to im prove  or 

d e te riora te  in  the  ne xt 12 m onths?   

 

3. Are  the re  any ad justm e nts  tha t you can sugg e st the  busine ss  and  e m ploye e  

consid e r to  e nab le  pe rform ance  and / or a tte nd ance  im prove m e nts?  

 

4. Is  the  e m ploye e  fit to  a tte nd  d isc ip linary or othe r form al m e e ting  and  p le ase  

ad vise  on ad justm e nts  to  ass is t with a tte nd ance ? 

 

5. Doe s the  e m p loye e  have  im pairm e nts  to  d ay to d ay living  ac tivitie s  tha t have  

be e n or like ly to b e  long-te rm  (> 12 m onths) to  be  consid e re d  without 

tre a tm e nt?  

 

Ple ase  note  tha t te le p hone / vid e o asse ssm e nts  will re quire  the  e m ploye e  to be  in a  

suitab le  loca tion for a  p riva te  and  confid e ntia l ca ll for approxim ate ly 60  m inute s . An 

asse ssm e nt cannot go ahe ad  whils t an e m ploye e  is  d riving . If the  c linic ian fe e ls  the  

e nvironm e nt is  not suitab le  will d e c id e  to abort the  asse ssm e nt which will re sult in a  

full charge  be ing  app lie d  the  e m ploye r. 

 Ple ase  can you re m ind  your e m ploye e  tha t the y have  c lose  to hand , d e ta ils  of 

m e d ica tion, NHS app  re le vant to  the ir country (Eng land , Wale s , Scotland , Northe rn 

Ire land ) othe r tre a tm e nts  and  cop ie s  of any m e d ica l re ports .  

The  OH asse ssm e nt e nta ils  the  c linic ian a sking  care fully c ra fte d  and  re le vant 

que stions to ob ta in he a lth, m e d ica l d e ta ils , tre a tm e nts , life s tyle , sym ptom s, ab ilitie s , 

lim ita tions, a ttitud e s  to  he a lth and  work. The se  d e ta ils  a re  use d  with the  c linic ian 
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knowle d ge , e xpe rie nce  and  re se arch e vid e nce  to form  an op inion with re gard s  to the  

que stions tha t the  re fe rring  pe rson has  aske d .  

At the  e nd  of the  asse ssm e nt phase  of the  consulta tion, the  c linic ian will outline  the  

re port conte nt to  the  e m ploye e  and  ask for conse nt to  se nd  it to  the  re fe rring  pe rson. 

If conse nt is  not g ive n the  c linic ian will e nq uire  why and  try to  re solve  any conce rns. If 

the  pe rson is  s till not ab le  to  conse nt, the  c linic ian will e xp la in tha t the  busine ss  will be  

inform e d  of this  and  m ay m ake  d e c is ions without the  he a lth p rofe ssiona l op inion 

which could  be  d e trim e nta l. This  is  ba lance d  with the  le ga l s tand ard  of conse nt not 

be ing  ob ta ine d  und e r d ure ss , coe rc ion or ind uce m e nt. The  asse ssm e nt would  s till 

incur a  full charge . 

The  ind ivid ua l m ay re que st a  copy of the  re port be fore  it is  se nt to  the  re fe rring  pe rson. 

This  can ofte n assis t to ob ta in conse nt. The  e m ploye e  is  g ive n 48 working  hours to  

vie w the  re port and  contac t us  if the re  is  a  ne e d  to m ake  corre c tions to fac tua l e rrors  

only. Afte r this  tim e  the  re port will be  autom atica lly se nt to  the  re fe rring  pe rson.  

Re port to  the  Re fe rring  pe op le  and  Confid e ntia lity  

Confid e ntia lity and  inform e d  conse nt a re  a  corne rs tone  to the  asse ssm e nt and  re port 

p roce ss . The  re fe rring  contac t will be  p rovid e d  with suffic ie nt inform ation to answe r 

the  que stions in the  re fe rra l form , whils t p rote c ting  the  e m ploye e  rig ht of p rivacy.  

Our s tand ard  is  to  re le ase  the  re port in 5-6  working  d ays following  the  d a te  of the  

occupationa l he a lth asse ssm e nt.  

On re ce ip t of the  re port if you wish to se e k c la rifica tion the n p le ase  d o m ake  furthe r 

contac t with occupationa l he a lth. The  ad vice  p rovid e d  will be  within the  re m it of the  

conse nt linke d  to the  q ue stions be ing  aske d  in the  re fe rra l form  only.  
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Ad d itiona l Me d ica l Inform ation  

If our c linic ian fe e ls  a  GP or spe c ia lis t re port will ad d  va lue  to the  case , he / she  will 

d iscuss  with the  e m ploye e  the  re asons for the  re port and  e nsure  inform e d  conse nt is  

re ce ive d . Occupationa l he a lth will d iscuss  with the  re fe rre r the  re asons for such a  

re port and  ob ta in p e rm ission to re que st. 

The  c linic ian will p rovid e  you with an inte rp re tive  re port once  the  GP/ Spe c ia lis t has 

be e n re ce ive d .  

GPs and  Spe c ia lis ts  will charge  for the se  re ports , which will be  passe d  on the  

e m ploye r. 

Did  Not Atte nd / Cance lla tions 

Ple ase  be  aware  should  an e m ploye e  fa il to  a tte nd  an appointm e nt or cance lla tion is  

not re ce ive d  within 24 hours  of an appointm e nt this  will re sult in a  full charge . 

If the  e m ploye e  is  la te  by 10  m inute s  or m ore , it is  a t the  c linic ian’s  d iscre tion as  to  the  

asse ssm e nt going  ahe ad  or not. It is  an op tion of the  e m ploye r to  authorise  a  ne w 

booking . 

Doe s the  ind ivid ua l have  any com m unica tion barrie rs  for instance  d e af or Eng lish as  a  

2nd  languag e ? 

If Eng lish is  a  se cond  language  for the  e m ploye e , the  re fe rre r m ust consid e r if 

p rofe ssiona l inte rp re te r is  re quire d . A non-p rofe ssiona l inte rp re te r is  not acce p tab le . 

This  organisa tion can p rovid e  p rofe ssiona l inte rp re te rs . A full charge  will app ly if the  

c linic ian is  not ab le  to  carry out the  asse ssm e nt d ue  to the  lack of a  p rofe ssiona l 

inte rp re te r.  
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