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Getting the Most Out of a Management Referral
The main reason for referring an employee to occupational health is to help you resolve a situation where an employee’s health might be affecting their fitness to carry out their job or when their job may be adversely affecting their health in some way.

As a Line Manager, you are not responsible for all aspects of your employee’s state of health but you do have a duty of care to ensure that they are medically fit for a certain job and that the work conditions do not cause adverse health effects to them.

Referring an employee to Occupational Health should assist you with all of the above however there are some simple steps that you need to take to ensure that you and your employee get the most out of the referral.

	Steps to take

	Step 1 Considering the need for a Referral

	
The first step is to be clear about the reason for the referral and the advice you require. This will help you to consider if a referral is actually appropriate and what questions you need to ask. 

In some cases you may just need advice on a policy or employment law and this can be provided by the HR team. 
Psychological support for staff can be accessed via a self-referral to the Employee Wellbeing Service or the Employee Assistance programme. 
Rapid access to Physiotherapy can be best achieved through self-referral to the Occupational Health Physiotherapy team by telephoning Occupational Health on:
UHW 02920743264  or UHL 029215140 

Please note: Occupational Health cannot reduce waiting times for appointments or treatments and Occupational Health cannot refer employees for investigations or specialists consultations, this can only be accessed via the employee’s primary care provider i.e. their GP.

You will also need to consider the timeliness of a referral. Delaying the referral until the employee has been off for 6 months will delay Occupational Health advice and in turn delay the most appropriate support for the employee. In most cases a referral should be made as soon as it is known that the employee will be on long term sick. This is especially important when an employee is experiencing stress related issues so in these situations please refer as soon as possible and signpost the employee to the Employee Wellbeing Service (EWS) details of which are available on the EWS internet site 
However, referring an employee too quickly without the relevant information for the referral can result in a lack of relevant information being available to support the Occupational Health Practitioner make an evidence based decision, so always ensure you have all the relevant information before a referral is made.

If in doubt regarding the referral please contact either HR or Occupational Health for advice.
HR:  tel. 02920 745700                               email: Hr.Advice@wales.nhs.uk 
Occupational Health: tel. 02920743264  email: Occupational.health3@wales.nhs.uk


	Step 2 Discuss the referral with the Employee

	
Having considered all of the points in step 1 you now need to explain to the employee the purpose and procedure for the referral (for example employee support, medical advice etc.) and obtain their consent. If the employee is off work and you are not due to see them for some time, you can discuss this over the telephone and gain their verbal consent.

The management referral form no longer requires the employee to sign the form and by clicking the relevant box the referring manager is confirming this has been done however consent should always be sought from the employee prior to submission of referral. At the time of the consultation in Occupational Health the contents of the referral will be discussed with the employee. If it is found that the employee has not been informed of the referral purpose then the consultation may be stopped and the manager, and with the employee’s consent, Human Resources will be notified of the reason for the delay. The manager will then be required to discuss the contents of the referral with the employees and resubmit the referral once this has been done. Only then will the consultation proceed.

You may also wish to provide the employee with a copy of the Occupational Health leaflet which provides guidance for the Employee on the referral process. This is available on the Occupational Health internet site: http://www.cardiffandvaleuhb.wales.nhs.uk/occupational-health-service

Please note: At present there is an exceptionally high and unacceptable DNA rate for Occupational Health appointments, so when discussing the referral with the employee please explain the reason for the referral, the importance of attending the appointment and inform the employee that if they are unable to attend the appointment for whatever reason they will need to notify Occupational Health as soon as possible so that the appointment can be allocated to another employee in need of support and advice.






	Step 3 Writing the Referral 

	
Please ensure that you are using the most up-to-date version of the management referral form which is available on the Occupational Health Internet site. 

You will need to complete all of the sections of the referral and provide as much background information as possible for example sickness record, various information already received regarding health of employee, what adjustments have previously been made or can be accommodated in the future and the employee’s job description. The specific reason for the referral should be clearly stated. Don’t forget to provide full names and dates of birth as well as accurate addresses and contact details. The Occupational Health Service may not be able to process a referral without this. 

The management referral form provides you with some frequently asked questions however they may not always be relevant to your specific case and you can add additional questions as needed. Do not tick all questions just because they are there, make sure they are appropriate and will help resolve the situation. Ticking all 13 will add to the consultation time and the time taken to generate the report, this can delay the process unnecessarily.
Examples of inappropriate questions:
· Please review – this is far too vague, review what?
· What are the details of this person’s illness – this is confidential information
· What medication is the employee taking – this is confidential 
· Is the employee likely to be in regular attendance in the future – this is impossible to predict as attendance depends on a variety of factors. A more appropriate question would be, is their attendance likely to improve in relation to their health condition? This is something we might ask in relation to underlying health condition).
· Has had surgery – too vague what do you want to know
· What is the diagnosis and prognosis – in some HR complex cases where the employee is still undergoing investigations, there is no way of knowing until the investigations are completed
The more specific the questions, the more likely that you will get an answer that will help you move the situation forward.

Once completed it is recommended that you give a copy of the form to the employee for their own record as well as keeping a copy yourself 


	Step 4 The Occupational Health Consultation

	
When the completed form has been received in Occupational Health it will be checked to ensure that all relevant information is included and that consent has been obtained. Any form which has information missing or where consent has not been given will be immediately returned to the referring manager which will delay the consultation taking place.

Once deemed appropriate, the referral will be triaged based on the information provided for either an Occupational Health Doctor, Occupational Health Nurse or an Occupational Health Physiotherapist and an appointment letter will be sent to the employee.

During the consultation the contents of the referral will be discussed and a medical history taken along with any relevant information about their job and working environment. It is essential that in order to have access to all relevant information during the consultation that the referring manager has provided Occupational Health with as much information as possible as part of the referral, otherwise the Occupational Health outcome will be based on the information provided by the employee only.

In some cases further advice may be required from the employee’s Doctor or treating specialist. This can only be accessed with the employee’s consent. Please note that the length of time to receive this information varies and is outside of Occupational Health’s control.

When an employee fails to attend an Occupational Health appointment the manger will be informed and no further appointment will be made unless the referring manager contacts Occupational Health to clarify the reason for the employee’s non-attendance. This should be done by contacting the Medical Secretary team on 02920742531


	Step 5 The Occupational Health Report

	
In accordance with the General Medical Councils guidance, the Occupational Health report will only be released with the consent of the employee and the employee has the right to see the report before it is sent to their manager.

In this situation you will be notified that the employee wishes to see the report and that the report will only be issued with the employee’s consent. Similarly you will also be notified is the employee declines or fails to give consent.

When an employee asks to see the report they may ask for a fact to be corrected, which should be done. If however they disagree with an opinion in the report then the Occupational health Practitioner is not obliged to change the opinion and may instead point out in the report that their opinion differs from that of the employee. 

At any stage the employee may withhold consent to release the report and you will be advised to manage the situation with the information available. If this is the case you should seek HR advice.

The consented report will be emailed to the referring managers NHS email account. In order to open the password protected document you will need the password which was included in the appointment notification letter so please keep this information available. Request to send to another manager can only be actioned with the employee’s consent so if you require Occupational Health to send the report to another person please include this request in the original referral. If this is not possible you should discuss it with the employee and ask them to contact Occupational Health directly to give their consent to release to another individual.


	Step 6 Receiving the Report

	
Once you have received the report take time to read and consider the advice given. If the advice is unclear or you feel the report does not answer the questions asked in the referral you will need to  contact the Occupational Health Practitioner to discuss

The Occupational Health practitioner will always try to answer the questions asked in the referral as accurately and fully as possible however it is not always possible to predict the future needs of the employee.

You will need to arrange a meeting to discuss the report with the employee and agree an action plan based on the information provided in the report. Please record notes of this meeting and provide the employee a copy and place original copy in sickness file.

Please note: While Occupational Health provide advice, it is up to the manager to decide if the recommendations can be accommodated within the service. You may choose to either not implement or partially implement the advice due to operation viability. Please keep in mind that you may have to defend and justify this decision in an employment tribunal so always seek HR advice if you decide that you are unable to implement the Occupational Health advice and recommendations as you deem them unreasonable for your departmental needs.

Always ensure that any decisions or actions taken are documented and clearly explained to the employee.



	Step 7 Review Appointments

	
At the end of a consultation, the Occupational Health practitioner will decide whether or not to review the employee.

If a review is required it would be beneficial for you to provide Occupational Health with a written update of the situation, along with any actions that have been taken before the review appointment. You may also have new and additional questions that you require Occupational Health to answer if the situation has changed.

If a review has not been arranged and you feel that further advice is required then you or the employee can contact Occupational Health to request a review appointment. Any requests should be made in writing and include the reason why a review is being requested, including an update of the situation and any specific questions that require Occupational Health advice. When requesting a review you need to consider what the purpose of this will be and how it can assist you in supporting the employee. Think carefully about what questions you need to ask and why you are asking them. If the situation has not altered significantly and you ask the same questions as before you are likely to get the same answers as in the previous report. If in doubt contact either HR or Occupational Health for advice.

Some review requests may be declined if the employee has not been seen in Occupational Health for three months or longer. In this instance a new referral will be required due to the likelihood that the situation will have changed since the last referral.

Please note: Any updates or new information must always be discussed with the employee before sending to Occupational Health. Please note that all communication including emails relating to the individual’s health and wellbeing and/or their referral will be added to the Occupational Health records of the employee.




Contact Details
Occupational Health Service
Telephone: UHW 02920743264 UHL 029215140
Email: occupational.health3@wales.nhs.uk

HR Department 
Telephone: 0292045700
Email: Hr.Advice@wales.nhs.uk
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