Department of Home Affairs – Occupational Health Services
Business Partner – Clare Porter

HR Adviser
   – Elaine Wood

Occupational Health services for the Department of Home Affairs are provided by:
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Medical Adviser: 

Dr McAndry

Independent Medical Services, 10 Hawarden Avenue, Douglas IM1 4BS    

Tel: +44 1624 617607, Fax: +44 1624 617608

The services will be delivered for all employment groups:

· Police Officers
· Fire & Rescue Service staff
· civil servants
· Whitley workers
The services will include:


Pre-employment checks

If the Office of Human Resources undertakes the recruitment administration for a particular post, OHR will organise pre-employment checks as a matter of course through IMS.

The Constabulary carries out its own recruitment processes and pre-employment checks will continue to be arranged by the OD Department.

Medical Referrals
Medical referrals for Fire & Rescue Service staff, civil servants and Whitley workers will be co-ordinated by your HR Adviser at OHR. In the first instance you may wish to seek the advice of your HR Adviser or Business Partner before preparing a medical referral.

Medical referrals for Police Officers will continue to be co-ordinated by the Constabulary OD Department.

The content of the referral form should be discussed with the individual before it is sent to the Medical Adviser and a copy of it should be given or sent to him/her.

Completed referral forms should be sent to your HR Adviser by email or by post to Illiam Dhone House, 2 Circular Road, Douglas, IM1 1AG along with a copy of the individual’s absence record for the previous two years and an up-to-date job description. 

The HR Adviser will forward the referral to the Medical Adviser who will then make an appointment with the individual and notify the manager of the date and time of the appointment.
Ill Health Retirements
From time to time an individual who is absent from work owing to sickness does not recover his/her health and the option of ill health retirement may be explored. The question of whether ill health retirement may be applicable may be prompted by the Medical Adviser, the manager or the individual.

Part A of the form GUS8 should be completed by the manager before passing it to the individual for completion of Part B. The form may then be sent directly to the Medical Adviser at the above address with a copy to the HR Adviser, OHR. The Medical Adviser will then complete Part C and send the form to the Public Service Pensions Authority (PSPA) for processing via the independent medical adviser body, Atos.
Ill health retirements for Police Officers will continue to be co-ordinated by the Constabulary OD Department.
Other services provided by IMS will include In Service Medical Examinations and Vaccinations. These will be arranged directly by each Division.

ANNEX A

OCCUPATIONAL HEALTH REFERRAL FORM

Department of Home Affairs

The provider of Occupational Health Services for the Department of Home Affairs is:

Independent Medical Services, 10 Hawarden Avenue, Douglas IM1 4BS    

Tel: +44 1624 617607, Fax: +44 1624 617608

Management/HR Referral Form to Occupational Health - Sample

For referrals for civil servants, Fire & Rescue Service staff and Whitley workers, this form should be emailed to Elaine Wood, HR Adviser at the Office of Human Resources, Illiam Dhone House, 2 Circular Road, Douglas.  

For referrals for Police Officers, this form should be sent to the Constabulary OD Department.

	Referral made by: (PLEASE PRINT FULL NAME)
	
	( Work / Internal:
	

	Manager’s/supervisor’s work address for correspondence: 
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 Email:
	


	DETAILS OF PERSON BEING REFERRED:       

(All of the information requested in this section is essential for the referral to be processed)

	Full Name of member of staff:
	

	Previous Surnames:
	
	Date of Birth:
	This is essential to locate the correct file

	Home Address:
	All appointments are sent to the person’s home address so make sure this is up to date
	( Home:
	Phone contact may be needed

	
	
	( Mobile:
	To change appointments

	Post Code:
	
	( Work:
	

	Department/Division/

Area:
	
	Job Title:
	

	Are there any dates / times the member of staff will be unavailable 

(annual leave etc) in the next 3 weeks?
	


PLEASE CONTINUE ON A SEPARATE SHEET IF NECESSARY

	1.
	Description of Job Demands relevant to this referral:

	A job description should be attached to the form.  Use this section to highlight any unusual or onerous demands which could be relevant.


	2.
	Reason for Referral: (Does health problem affect work or is it exacerbated by work?)

	Attendance

Concern about health and impact of work

To assist in the management of performance/disciplinary issues

To assist in the capability process

To request advice about adjustments

NB: Referral would not normally be warranted following routine surgery where return to work is expected within usual timescales


	3.
	Sickness Absence: (Please give the reason, duration and frequency for the last 2 years or attach absence record.  This is essential background if absence is a reason for referral.)

	Continuing long term absence – start date

Persistent and recurrent short term absence – detailed record is essential

Previous records give context


	4.
	Reason why health is causing concern:

	Brief outline of the health problem and why there is concern


	5.
	History of performance problems: (if relevant)

	If previous or current high standards of work, say so

Give details of how health is affecting work performance


	6.
	Management action taken to reduce absence / resolve problem / support member of staff prior to this referral:

	List anything which has been done so far

It is helpful for Occupational Health to know which stage of capability the person is on, if relevant


	7.
	Details of any duties that cannot currently be undertaken:

	List anything which the employee is not able to do


	8.
	Questions you wish the Occupational Health Service to answer: (tick as appropriate)

	Fitness for current job?
	
	Limitations to consider?
	

	Prognosis on absence/return to work?
	
	[image: image3.jpg]Isle of Man
Government

Reiltys Ellan Vannin



What you as a manager/supervisor and Occupational Health can do to assist the member of staff?
	

	Any other questions? (please write below) 

	There may be specific questions in relation to disciplinary eg fit to attend a hearing


Before sending this referral, the manager/supervisor must discuss it with the employee.  A copy of the referral should be sent to the member of staff so that they are fully informed of the reasons for their occupational health appointment. Members of staff are advised of this by Occupational Health when the initial appointment is sent out and the contents of this referral will be discussed fully with them at the appointment.

	Signed (Referrer):
	Date:

	Don’t send to IMS unless you have discussed it with employee.

Send a copy to the employee.
	


	Copy (Member of Staff)*
	

	Copy (HR Adviser)*
	


* Tick as appropriate
Last updated: 16/05/2013

