Royal Borough of Windsor and Maidenhead                      Information and Guidance for Managers
Occupational Health 
This document contains manager’s frequently asked questions, information and provides guidance with regards to occupational health.  However, if there is anything that this document does not include please contact a member of the HR Business Partner team or e-mail them at HR.BusinessPartners@RBWM.gov.uk
Who is occupational health (OH) and what do they do?
Occupational health is an area concerned with protecting the safety, health and welfare of individuals, be it at work and /or during periods of sickness absence. 

OH Works is an external OH organisation, appointed to work with RBWM from the 1st October 2015; they are medical specialists and provide RBWM with:

· support for staff and advice for managers on work-related illnesses and accidents 
· carrying out medicals for new starters and existing employees
· monitoring the health of employees during periods of sickness absences.
OH is also used to assist managers in dealing with managing staff sickness absence, in line with the Boroughs sickness absence policy and procedure. See the Managing Sickness section on SharePoint or Schools’ Leadership Update for further information.

OH may also be used to help manage capability issues, particularly if the individual suffers from condition that affects their performance at work. 

The opinion of an OH specialist can be key evidence in a claim to an employment tribunal. 

Why might I refer a member of my staff to OH?

There are a number of reasons why mangers may refer their staff to occupational health. The list below is not exclusive: 
1. Repeated short term sickness absences that are causing the manager concern and they wish to establish/get more information about any underlying health condition
2. Long term sickness absence (absence exceeding 3 continuous weeks) to determine whether or not the individual is likely to return to work and further advice on when this may be as well as potential recommended adjustments.  (Although it is likely that a fit note has been obtained for the employee’s GP, this will contain only general information relating to his or her health/medical condition).
3. Any health issue affecting performance at work – this may be part of capability issues
4. Concerns that work is affecting employee’s medical condition.
5. Support with any disability issues
6. Injury or accident at work resulting in absence

7. Welfare of compassionate.  (Please also see the Employee Assist Programme section on SharePoint for further help and support available to staff)
8. Musculoskeletal
9. Work related stress 

How do I notify a member of staff that they are being referred to OH?

Staff should be notified that they are being referred to OH following a conversation with their manager so they understand the reason for the referral and provide verbal consent.  The conversation should be followed up by issuing a letter which can be found on SharePoint or Schools’ Leadership Update, under the Occupational Health section of HR.
If the individual refuses to be seen by Occupational Health, please contact a member of the HR Business Partner Team for further advice.  
Can a member of staff attend an OH appointment during their non working hours?

No.  Unless they consent that they are ok with this arrangement.
Can I only refer a member of staff to OH if they are off work due to sickness absence?

No. See ‘Why might I refer a member of my staff to OH’ section above.
Can I refer myself to OH?

No.  You should be referred by your line manager.  

How do I make a referral?
After the line manager has discussed the referral with the employee and the HR Business Partner Team (if necessary), the referral is made via the e-form that can be found on SharePoint or the Schools’ Leadership Update, under the Occupational Health section off HR.  
Where does the e-form go once submitted?
The form is automatically sent to the HR Business Partner Mailbox (HR.BusinessPartners@RBWM.gov.uk) and a member of the Business Partner team will proceed to request an appointment directly with OH Works.  The Business Partner team may wish to discuss the referral further with the manager should more details or further explanation be required. 

How is the appointment arranged?

Once OH Works have received the request for an appointment from the Business Partner Team, one of their administrators will call the employee direct to arrange a suitable date and time to attend the appointment (or carry out the telephone consultation if required).  Therefore, it is important that managers ensure the correct contact details are entered on the referral so not to cause delays.
Where are appointments held? 
Currently all appointments are being held as telephone consultations, usually on a Wednesday. 
Telephone consultations are available outside these hours above; however, please note that there is an additional charge for this service that the Service areas will incur.  This can only be approved following discussions with a member of the HR Business Partner Team.

Is there a change for not attending an appointment?

Cancellations without notice do not get charged if they were booked into the regular Wednesday clinic as these clinics are charged at a standard daily rate.  However, it is important for managers and employees to advise if they cannot attend so that these appointment slots can be reallocated.   

If an appointment has been scheduled with an External Physician or telephone consultation outside of the clinic then 48 hours cancellation notice is required.  Otherwise the full charge applies.  

What happens after the appointment?

Following an appointment with OH Works, the Medical professional will write a report; this will address the questions and information requested.  The employee has the right to see the report before it is released to HR where they can request for changes to be made (factual inaccuracies, not medical opinion) and they are given 5 days to notify or any requested amendments. 
How do I get a copy of the report?

The HR Business Partner will receive the report direct from OH Works and then will send a copy to the referring manager.  The employee, if they so requested will also receive a copy direct from OH Works.

What are my responsibilities, as a manager, on receipt of the report?
After any relevant discussions with the HR Businesses Partner Team, you should contact the employee to make them aware you are in receipt of the report and meet with them to discuss the reports content.  
Every case varies and in the case of a long term sickness absence, it may be appropriate to visit the employee at home to discuss the report or invite them to the school/office or another convenient location. In some cases this may be under the RBWM formal long term sickness absence procedure (see Information and Guidance for Managers on holding a formal meeting under stage 2 of sickness absence procedure). 

In some cases a telephone conversation is satisfactory.  

What if I need to ask follow up questions or gain further information/explanation on comments and recommendations in the report?
You can do this by discussing with the HR Business Partner team and then they will ask OH Works the questions on your behalf. 

Why might the Nurse advise that they are going to request further information from the individuals GP/Specialists?
This may be because the Nurse requires further information about a condition in order to provide the organisation with more up to date and significant advice.  It may also be to establish a better understanding of the condition and what treatment etc has been carried out to date.
How are GP/Specialist reports requested? 

The OH Nurse will provide the individual with consent forms which are required to be signed before requesting any GP/Specialist reports.  Once signed, returned and OH Works have requested these reports, the GP/Specialist then sends these  reports back to the OH Works Nurse. The manager and HR at no point see these reports however; the Nurse will then use these reports to provide the organisation with further advice, based on their content. 
Can I challenge the OH report?

Yes, however, please discuss first the basis of any challenge with a member of the Business Partner team. 

A further review has been recommended – do I need to arrange this?

OH may recommend a further review after a set period of time or after an external medical appointment or recovery period. If this is the case, OH Works will usually automatically arrange this to take place.  However, it is also the managers’ responsibility to ensure an appointment has been arranged and they have notified the employee.   

A further review has not been recommended but I would like this to take place as I have further concerns – how do I do this?

If no recommendation has been made for a further review but the manager feels this would be beneficial, then discuss with further with the HR Business Partner Team.  

Reasons for a further review may include:

· The employee did not return to work in the expected return to work timeframe and a further GP fit note has been issued

· The employee has returned to work but are struggling with work/hours and the recommended phased return to work plan OH provided

· The Nurse has recommended a further review as they need to wait for further tests or investigations to be carried out
· The Nurse has recommended a further review with an External Physician or Medical Practitioner 
PAGE  
Document Title: Information and Guidance for Managers – Occupational Health
Version: 2.2.0

Author: HR                                                                                                                            


Page 4 of 4                                              Last updated: April 2021 

