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HEALTH ASSESSMENT RATIONALE AND SCREENING PROCEDURE FOR NEW EMPLOYEES AND EMPLOYEES CHANGING ROLES 

Introduction:

The Council must ensure as far as possible that newly appointed employees are placed without discrimination, in work compatible with their physical and psychological capability taking into account any activities required in the new role.
The Employee Health and Well Being Unit (EHWB) will work within guidance provided by the Health and Safety Executive, the Department of Health standards and in line with any other Occupational Health guidance / best practice considering legal requirements such as the Equality Act (2010). 
Aim: 

· to determine whether any adjustments are required to assist the employee in fulfilling their role safely and without compromise to health.
· to assess whether the role may affect the employees health and make recommendations to reduce the risk where necessary. 
· To commence baseline health surveillance for roles identified by managers as requiring it. Eg: Exposure to Noise above 80dB (A), Use of hand transmitting vibrating tools and those exposed to substances requiring health surveillance under COSHH risk assessment. 
· To commence Hepatitis B/ A immunisation for those staff identified by managers as requiring this. (there will be a charge for any vaccinations to individual departments full costings can be obtained from EHWB). 
EHWB PROCEDURE: NEW APPLICANTS: 

Office based corporate roles: 
Following conditional offer of employment, individuals in this category should be sent the low risk questionnaire via the HAVAS recruitment system and should declare if they have any illness or disability that may affect their ability to do the role applied for. This form should be issued as part of the post offer process. 
Any ‘Yes’ answer will need a full Employee Health and Wellbeing Work Health questionnaire which will automatically be sent to the candidate and submitted to EHWB for fitness assessment and advice on any work adjustments needed  to the employing Manager. 

If the response is ‘No’ to both categories then a full Health Declaration and fitness assessment from Occupational Health is not required and the HAVAS system will move the candidate through to the correct stage in order to move the process on to the next stage of the recruitment process.
Occupational driving roles: 
Following conditional offer of employment, staff who are to drive as the main part of their role, those roles that involve driving passengers or other people as an integral part of their role will be required to complete a Employee Health and Wellbeing Work Health Statement and submit the Eye Test form. This will be evaluated by EHWB and fitness for post will be advised. 
Roles working with children or vulnerable adults:  
Individuals applying for these types of roles should complete the High Risk questionnaire. EHWB will then advise on fitness for work and any recommendations.
Basic immunisation status will be gathered from the health declaration form.
For those roles that are based in a home / residential care setting hepatitis B vaccination is recommended.

EMPLOYEES CHANGING ROLES: 

Non-significant change: health assessment will be as for new staff in corporate roles. (Low Risk).
Significant change: Those individuals moving into a role working with children or vulnerable adults should complete the full High Risk Health Statement.
Work Health Assessment Timeframes: 

 Screening: within 2 working days of receipt of health declaration form 
OH Nurse appointment/assessment: offered within 5 working days if indicated 
OH Physician appointment: offered within 10 working days if indicated. 

Immunity Assessment: provided within one month of commencement in post 
Baseline health surveillance / immunisations to be provided within 1 month of commencement in post. 
Appendix: Summary Table for New Starter Health Screening
Review: Annual 
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Appendix 1

Summary Table for New Starter Health Screening

	Job Roles
	Level of Health Screening Required



	
	Low / High Risk
Questionnaire
	DVLA Group 2 Eye Form
	Face to Face 

OH appointment /Immunity Assessment

	CORE ROLES

	Includes:

· Administration Staff 
· Corporate Office Based Staff

	Low Risk Questionnaire
	Not applicable
	No 

	Driving Roles including but not limited to:
· PTS 
· Waste Collection Driver
· HGV Drivers

· Fork Lift Truck Drivers
	High Risk Questionnaire
	Yes
	If indicated

	Roles working with children or vulnerable adults:

· Home Care Assistants
· Roles that involve working with children / vulnerable adults.
· Social Workers
· Residential Practitioners
· Any other role working with vulnerable persons

	High Risk Questionnaire 
	No
	If indicated


An Occupational Health Physician appointment can be offered if indicated for all roles.

Appendix 2

Process Flow for health clearance of New Starters for Managers
Process is automatically moved on to the next recruitment process via the HAVAS system. 





Does the post require the applicant to Drive Vehicles in the C1 Category (HGV/PCV/LGV) or transport people on behalf of the council? OR is the post working with children or vulnerable adults?





High Risk Questionnaire automatically sent via the HAVAS system. 





High Risk Questionnaire sent via HAVAS and screened via Employee Health for assessment and advice 





                     YES





Occupational Health Clearance and fitness to work advice form will be provided, any further follow up will be arranged 





   NO





Are there any health issues declared?





Low risk questionnaire sent via HAVAS system.





 NO





YES








