Guidance document for completion of HSE Employee Referral form 

Section 2 

Use red arrow / * all mandatory fields 

Section 3 
Use red arrow / * all mandatory fields 

Section 4 

 Give broad description of job demands eg Staff nurse working in day ward in oncology unit – hazards – exposure to cytotoxics , high volume patient , has to run to specific times eg taking blood giving chemotherapy highlighting particular hazards – lone worker , working in more that one location , recent major change in their role / recent change in services provided  by department
Section 5

· Is the employee currently on sick leave- *give details of date sick leave commenced 

· What’s the certified reason for absence * mandatory state what is written on medical certificate / include if different diagnosis are written on different  medical certificates 
 Section 6 Tick reason for referral
 ( a) Assess fitness to return to duty following sickness absence 

 Hyperlink - Advice from the Occupational Health Department is likely fall into one of the following categories:-
1. Employee is fit to return to normal duties
2. Employee is fit to return on a phased basis
3. Employee is unfit but may become fit after a specified period
4. Employee is recommended for medical redeployment
5. Employee is recommended for medical re-assessment
6. Employee is permanently unfit for duty
(b) Frequent short term absence  Hyperlink “frequent” is defined as an absence from work by reason of illness on three occasions over a rolling three month period through illness

Advice from the Occupational Health Department or other medical is likely fall into one of the following categories 
1. Occupational Health Department has indicated there is no underlying medical reason for absence
2. Occupational Health Department has indicated there is an underlying medical reason for absence 

3. Occupational health may indicate other circumstances eg personal stressors/work related stressors in relation to absences
 ( C ) Long term illness absence - Four continuous weeks and over – Hyperlink A
 ( D) Medical review after disclosed health issue  - Line manager to record what employee has disclosed  See A Hyperlink A
(e ) possible work related health problem - Line manager to record what employee has disclosed attach information re specifically what is the work related issue  Hyperlink  If work related heath issue a risk assessment will be required to be completed by line manager in relation to the work related issue eg Stress risk assessment 
( F) Accident / Injury at work – attach copy of incident form completed at time and any other steps taken by management afterwards  Hyperlink to incident form 
(G ) Infectious disease – if there is an  adverse outcome for patients / other staff member line manager should contact Occupational Health/ Infection Preventation and Control/ Public Health for advice as soon as possible
( H) Suspected Substance abuse  - Line manager to accurately record what employee has disclosed and any observations made  by line manager . If concerns re health and safety of employee / colleagues /patient  line manager must take immediate action 
(I ) Other , describe below 

 Section 7:  Specific advice requested – tick the options that are most appropriate for the information you require back on the report from the Occupational Health department 
Is there any underlying medical condition affecting this individual performance or attendance at work   Hyperlink :Report will confirm a work related medical condition or a non work related medical condition or no underlying medical condition 

Is s/he fit to carry out the duties outlined in the job description Hyperlink A
Are there any short term adjustment to the work task or environment that would help facilitate rehabilitation or an early return to work 
Hyperlink  Taken from page 19 managing attendance policy 2009
The manager will initiate discussion with the employee on the possibility of return. The dialogue should centre on whether there is joint advantage in considering some or any of the following:- 

· A phased/gradual return to work and the expected timelines for both the manager and the employee (this will be over a short period of time) 

· Part-time work 

· Alteration, restriction or limitation of certain tasks 

· Providing visual, auditory, manual lifting or dexterity aids, improving access 

· Re-orientation, re-training, mentoring, supervision 

· Relocation to another job temporarily 

· Enabling an employee with a disability to perform their duties by providing work-place adjustments 

 Are there any permanent adjustments to the work task or work environment  Hyperlink The Occupational Health Physician will advise  if this is a permanent restriction 
What the likely time scale for recovery and or when do you anticipate a return to work 
Hyperlink  The Occupational Health Department will give if appropriate a time scale of recovery or RTW or if this is not indicated  a review date will given to carry out a further assessment of the employee 
Is there further requirement for medical support or intervention? Hyperlink
The Occupational Health department will indicate a need for review or if employee is awaiting specialist appointment / intervention etc 
Is this health problem likely to occur or affect future attendance 
The Occupational Health Department  usually refers to a medical condition that is can fluctuate , may be unprecticable in nature so may reoccur and affect future absences 

In your opinion does the health problem meet the criteria for disability as defined by employment Equality Act 

http://www.equality.ie/Files/Guide-to-the-Employment-Equality-Acts-1998-2008.pdf
Link to managing attendance policy 
Will she /he be able to offer regular and efficient service in the future or is the health problem likely reoccur or affect future attendance 
Section 8 – all mandatory fields 

Use red arrow / * all mandatory fields 

  Section 9 
Use red arrow / * all mandatory fields 

An employee is not compelled to undergo any form of assessment without first having given their informed consent. The employee has a legitimate right to refuse to attend the Occupational Health Department. However, the employee should understand that refusal to attend the Occupational Health Department does not preclude further management action being taken without the benefit of medical advice including withdrawal of the Sick Pay Scheme.
