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As a business we are committed to protecting the health, safety and welfare of our employees. We recognise that workplace stress is a health and safety issue and acknowledge the importance of                 identifying and reducing workplace stressors. Managers are responsible for the implementation of our standards and the company is responsible for providing the necessary resources.
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Definition of stress 
The Health and Safety Executive defines stress as ‘the adverse reaction people have to excessive pressure or other types of demand placed on them’. This makes an important distinction between pressure, which can be a positive state if                      managed correctly, and stress which can be detrimental to health.
 
Why assess the risk?
Under the Health & Safety at Work Act 1974, employers have a general duty to ensure, so as far as reasonably practical, the health of their employees at work. This includes taking steps to make sure they do not suffer stress-related illness as a result of their work.
Regulation 3 of the Management of Health and Safety at Work Regulations 1999 requires employers to assess the risk to health and safety from the hazards of work. This includes the risk of employees developing stress-related illness because of their work. You are required to carry out a suitable and sufficient risk assessment.
The Manager’s Well-being Discussion Tool Work Pack will:
 Help you identify the main features of a suitable and sufficient risk assessment for work-related stress;
 Provide a step by step guide to risk assessment based on the management standards approach;
 Help you and your employees work together to devise an effective risk assessment.
 
What does risk assessment mean? 
The purpose of a risk assessment is to find out whether your existing control measures preventing harm are sufficient, or if more should be done. This means that you must:
 Take active steps to identify hazards (e.g. known stress risk factors) and any related risks
 Put in place reasonably practicable control measure as necessary
Completing a risk assessment will not in itself reduce work-related stress; however, the actions you take as a result should do so.
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[image: ]The Management Standards approach has been developed by the HSE to help reduce the levels of work                 related-stress.
The overall aim is to bring about a reduction in the number of employees who go off sick, or who cannot               perform well at work because of stress.
The Management Standards approach gives managers the help that you need to achieve these aims. It demonstrates good practice through risk assessment, allows evaluation of the current situation using surveys and other techniques and promotes active discussion with employees to help decide upon practical                        improvements.
 
What are the Management Standards for work-related stress?
The Management Standards define the characteristics, or culture, of an organisation where the risks from                work-related stress are being effectively managed and controlled.
They cover six key areas of work design that, if not properly managed, are associated with poor health and             well-being, lower productivity and increased sickness absence. In other words, the six Management Standards cover the primary sources of stress at work. These are:
 Demands – this includes issues such as workload, work patterns and the work environment.
 Control – how much say the person has in the way they do their work.
 Support – this includes the encouragement sponsorship and resources by the organisation, line management and colleagues.
 Relationships – this includes promoting positive working to avoid conflict and dealing with unacceptable behaviour .
 Role – whether people understand their role within the  organisation and whether the organisation ensures they don’t have conflicting roles .
 Change – how organisational change (large or small) is managed and communicated in the organisation.
 
How can the Management Standards approach help manage the pressures that can result in        work-related stress?
Employers have a duty to ensure that risks arising from work activity are properly controlled. The Management Standards approach:
 Helps simplify risk assessment for work-related stress by:
 
 Identifying the main risk factors;
 Helping employers focus on the underlying causes and their prevention;
 Providing step by step approach to carrying out a risk assessment
 
 Encourages employers and employees to work in partnership to address potential sources of work-related stress
The Management Standards Approach
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Within this table are suggested questions to consider when completing the Mental Wellbeing Discussion Tool. These are not specific questions for you to answer but they may help you describe any concerns or issues with more detail. 

	HSE Management Standard
	Questions to Consider

	Demands
	Are you able to cope with the demands of your role?
Do you feel the targets and objectives you agreed are achievable within your normal working hours?
Do you feel challenged enough by your targets and objectives?
Do you feel you have the correct skills, knowledge and training in order to do your job?
Does your normal work pattern impact on your work/life balance?
Do you have any concerns about your work environment?

	Control
	Do you feel you have sufficient control or say in the pace, pattern or time for each part of your role?
Do you have a say in when you take breaks and what you can do for your breaks?
Are you encouraged to use your full capabilities, skills and knowledge to complete your work?
Are you motivated to develop alternative skills to undertake new and challenging pieces of work?
Is your opinion heard and do you have input into the way you or your teams does your work?

	Support
	Do you receive enough positive feedback or support from your manager or colleagues in order to perform at your best?
Do you feel able enough to share any concerns with your manager or senior management?
Are there any aspects of your role you would like further support in?
Are you provided with opportunities to develop new skills to challenge you in different ways?
Do you need clarify around the support services available to you and how to access them?

	Relationships
	Do you feel you are being treated unfairly?
Have you experienced or witnessed any bullying, discrimination or inappropriate behaviour in the place you work?
Do you have supportive relationships with your colleagues and manager?
Is there any tension or strain in the relationships you have at work?
Are there any communication issues within your team?

	Role
	Do you understand your role enough to be able to perform your best?
Are you clear in how your role contributes to what the team and function are trying to achieve?
Do you have clear targets and objectives?
Has your health changed in a way that affects your ability to perform your normal role?

	Change
	Are you provided with enough information about any change that occurs within the organisation or your business function?
Do you have any concerns about job security or your future?
Are you provided with an opportunity to contribute to any change which may affect you?
Have there been any changes to your work role that have affected you?
Do you receive enough support through any change?
Do you know what support is available for periods of change?
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Management competencies for preventing and reducing stress at work

The Demands Standard includes issues like workload, work patterns and the work environment.
The Standard is that:
 Employees indicate that they are able to cope with the demands of their job.
 System are in place locally to respond to any individual concerns.
What should be happening/states to be achieved:
 The organisation provides employees with adequate and achievable demands in relation to the agreed hours of work.
 Peoples skills and abilities are matched to the job demands.
 Jobs are designed  to be within the capabilities of the employee.
 Employees concerns about their work environment are addressed.

	Management Standard
	Competency
	Examples of positive manager    behaviour
	Examples of negative manager            behaviour

	
Demands
	Managing     workload and           resources
	Bringing in additional resource to handle workload
	Delegating work unequally to team


	
	
	Aware of team members ability
	Creating unrealistic deadlines

	
	
	Monitoring team workload
	Showing lack of awareness of how much pressure the team is under

	
	
	Refusing to take on additional work when the team is under pressure
	Asking for tasks without checking             workload first

	
	Dealing with work                problems
	Following through problems on        behalf of employees
	Listening but not resolving problems

	
	
	Developing action plans
	Being indecisive about decisions

	
	
	Breaking problems down into parts
	Not taking problems seriously

	
	
	Dealing rationally with problems
	Assuming problems will sort themselves out

	
	Process             planning and    organisation
	Reviewing processes to see if work can be improved
	Not using consistent process

	
	
	Asking themselves could this be done better
	Sticking too rigidly to rules and                     procedures

	
	
	Prioritising future workloads
	Panicking about deadlines rather than planning
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The Control Standard relates to how much say a person has in the way they do their work.
The Standard is that:
 Employees indicate that they are able to have a say about the way they do their work.
 Systems are in place locally to respond to any individual concerns.
What should be happening/states to be achieved:
 Where possible employees have control over the pace of their work.
 Employees are encouraged to use their skills and initiative to do their work.
 Where possible employees are encouraged to develop new skills to help them undertake new and challenging pieces of work.
 The organisation encourages employees to develop their skills.
 Employees have a say over when breaks can be taken.
 Employees are consulted over their work patterns.


	Management Standard
	Competency
	Examples of positive       manager behaviour
	Examples of negative         manager behaviour

	Control
	Development
	Encourages staff to go on             training courses
	Refuses requests for training

	
	
	Provides mentoring and         coaching
	Not providing upward mobility in the job

	
	
	Regularly reviews development
	Not allowing employees to use their new training

	
	
	Helps employees to develop in role
	

	
	Empowerment
	Trusting employees to do their work
	Managing under the microscope

	
	
	Giving employees responsibility
	Extending so much authority              employees feel a lack of              direction

	
	
	Steering employees in a                 direction rather imposing direction
	Imposing my way is the only way

	
	Participative          approach
	Provides opportunity to air views
	Not listening when an employee asked for help

	
	
	Provides regular team meeting
	Presenting a final solution

	
	
	Prepared to listen to employees
	Making decisions without                       consultation

	
	
	Knows when to consult            employees and when               making a decision
	


Management competencies for preventing and reducing stress at work
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The Support Standard includes the encouragement, sponsorship and resources provided by the organisation, line              management and colleagues. 
The Standard is that:
 Employees indicate that they receive adequate information and support from their colleagues and superiors.
 Systems are in place locally to respond to any individual concerns.
What should be happening/states to be achieved:
 The organisation has policies and procedures to adequately support employees.
 Systems are in place to enable and encourage managers to support their staff.
 Systems are in place to enable and encourage employees to support their colleagues.
 Employees know what support is available and how and when to access it.
 Employees know how to access the required resources to do their job.
 Employees receive regular and constructive feedback.
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	Management Standard
	Competency
	Examples of positive                 manager behaviour
	Examples of negative               manager behaviour

	Support
	Accessible/visible
	Communicating that                  employees can talk to them at any time
	Being constantly at meetings/away from desk

	
	
	Having an open-door policy
	Saying don’t bother me now

	
	
	Making time to talk to   employees at their desks
	Not attending lunches or social events

	
	Health & Safety
	Making sure everyone is safe
	Not taking health and safety           seriously

	
	
	Structuring risk assessments
	Questioning the capability of an employee who has raised a safety issue

	
	
	Ensuring all health and safety requirements are met
	

	
	Feedback
	Praising good work
	Not giving credit for hitting     deadlines

	
	
	Acknowledging employees’ efforts
	Seeing feedback as only one way

	
	
	Operating a no blame culture passing positive feedback about the team to senior management
	Giving feedback that employees are wrong just because their way of working is different

	
	Individual                 consideration
	Provides regular one to ones
	Assuming everyone is okay

	
	
	Flexible when employees need time off
	Badgering employees to tell them what is wrong

	
	
	Provides information on           additional sources of             support
	Not giving enough notice to shift changes

	
	
	Regularly asks how you are
	No consideration of work-life     balance
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The Relationships Standard includes promoting positive working to avoid conflict and dealing with unacceptable behaviour.
The Standard is that:
 Employees indicate that they are not subjected to unacceptable behaviours, e.g. bullying at work.
 Systems are in place locally to respond to any individual concerns.
What should be happening /states to be achieved:
 The organisation promotes positive behaviours at work to avoid conflict and ensure fairness.
 Employees share information relevant to their work.
 The organisation has agreed policies and procedures to prevent or resolve unacceptable behaviour.
 Systems are in place to enable and encourage managers to deal with unacceptable behaviour: 
 Systems are in place to enable and encourage employees to report unacceptable behaviour.

	Management             Standard
	Competency
	Examples of positive       manager behaviour
	Examples of negative       manager behaviour

	Relationships
	Expressing and          managing own           emotions
	Having a positive approach
	Passing on stress to                   employees

	
	
	Acting calm when under pressure
	Acting aggressively

	
	
	Walking away when feeling unable to control    emotion
	Losing temper with                    employees

	
	
	Apologising for poor               behaviour
	Being unpredictable mood

	
	Acting with integrity
	Keeps employee issues private and confidential
	Speaks about employees behind their backs

	
	
	Admits mistakes
	Makes promises, then doesn’t deliver

	
	
	Treats all employees with the same importance
	Makes personal issues            public

	
	Friendly style
	Willing to have a joke and a laugh
	Criticises people in front of colleagues

	
	
	Socialise with the team
	Pulls team up for talking/laughing during               working hours

	
	
	Brings food and drink for the team
	Uses harsh tone of voice when asking for something

	
	
	Regularly has informal chats with employees
	

	
	Managing conflict
	Listening to both sides of the conflict
	Not addressing bullying

	
	
	Supporting and                           investigating incidents of abuse
	Trying to keep the peace      rather than sort out       problems

	
	
	Dealing with conflict head on
	Taking sides

	
	
	Following up on conflicts after resolution
	Not taking employees        complaints seriously










Management competencies for preventing and reducing stress at work

[image: ]The Role Standard relates to whether people understand their role within the organisation and whether the               organisation ensures that the person does not have conflicting roles
The Standard is that:
 Employees indicate that they understand their role and responsibilities.
 Systems are in place locally to respond to any individual concerns.
What should be happening/states to be achieved:
 The organisation ensures that, as far as possible, the different requirements it places upon employees are              compatible.
 The organisation provides information to enable employees to understand their role and responsibilities.
 The organisation ensures that as far as possible, the requirements it places on employees are clear.
 Systems are in place to enable employees to raise concerns about uncertainties or conflicts they have in their role and responsibilities.
HSE Management Standards - Role & Change

[image: ]The Change Standard covers how organisation change (large or small) is managed and communicated in the organisation 
The standard is that:
 Employees indicate that the organisation engages them frequently when undergoing an organisational change.
 Systems are in place locally to respond to any individual concerns.
What should be happening/states to be achieved:
 The organisation provides employees with timely information to enable them to understand the reason for the proposed change.
 The organisation ensures adequate employee consultation on change and provides opportunities for                    employees to influence proposals.
 Employees are aware of probable impact of any changes to their jobs. If necessary, employees are given training to support ant changes in their jobs.
 Employees are aware of timetables for change.
 Employees have access to relevant support during the change.  

	Management Standard
	Competency
	Examples of positive manager behaviour
	Examples of negative manager behaviourManagement competencies for preventing and reducing stress at work


	Role and change
	Communication
	Keeps team informed of what is happening in the organisation
	Keeps people in the dark

	
	
	Communicates clear goals and objectives
	Holds meetings behind closed doors

	
	
	Explains exactly what is required
	Doesn’t provide timely               communication on                  organisational change


Management competencies for preventing and reducing stress at work
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Management competencies for preventing and reducing stress at work






	Competency
	Examples of positive manager behaviour
	Examples of negative manager                   behaviour

	Empathy
	Takes an interest in employees        personal life
	Insensitive to people personal issues

	
	Aware of different personalities and styles of working within a team
	Refuses to believe someone is becoming stressed

	
	Notices when a team member is behaving out of character
	Maintains a distance from employees – us and them

	Seeking advice
	Seeks help from Occupational Health when necessary
	

	
	Seeks advice from other managers with more experience
	

	
	Uses HR when dealing with a problem
	

	Taking responsibility
	Leading from the front
	Saying it’s not my problem

	
	Steps in to help when needed
	Blaming the team if things go wrong

	
	Communicating that the buck stops with me
	Walking away from problems

	
	Deals with difficult customers on behalf of the employee
	

	Knowledge of the job
	Able to put themselves in the                       employee’s shoes
	Doesn’t have the knowledge to do the job

	
	Has enough expertise to give good advice
	Doesn’t take the time to learn about the employees’ job

	
	Knows what employees are doing
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When talking about work-related stress it may help to remember the following:
 Make sure enough time is spent clarifying what the problem is.  It is important to be as specific as possible as this will help you develop effective solutions.
 Ask how this area of work activity became a problem. What happened? Has it always been a problem?                            If not, what has changed?
 What would be the mechanisms for introducing suggested improvements? Who will take the work forward? Who needs to be involved? What are the first steps? How will you monitor progress?
 Is the problem a one-off? Is any action really required? If it is, how will suggested solutions solve identified problems?
 Finally, it is important not to take on too many actions.  You may need to prioritise.

Some things to consider if you have identified a problem with Demands
Possible solutions
Workload 
 Develop personal work plans to ensure staff know what their job involves.
 Hold weekly team meetings to discuss the anticipated workload for the forthcoming week (and to deal with any planned absences).
 Hold monthly meetings with individuals to discuss their workload and any anticipated challenges.
 Adjust work patterns to cope with peaks and staff absences (this needs to be fair and agreed with            employees).
 Ensure sufficient resources are available for staff to be able to do their jobs (time, equipment etc.).
 Provide training (formal or informal) to help staff prioritise, or information on how they can seek help if they have conflicting priorities.
Competency 
 Devise a system to keep training records up to date to ensure employees are competent and comfortable in undertaking  the core functions of their job.
 Consider implementing personal development/training plans which require individuals to identify development/training opportunities which can then be discussed with management.
 Link training to performance monitoring arrangements to ensure it is effective and sufficient.
Working patterns 
 Review working hours and shift work systems – have these been agreed with staff?
 Consider changes to start and end times to help employees to cope with pressures external to the           organisation (e.g. child care, poor commuting routes etc.).
 Develop a system to notify employees of unplanned tight deadlines and any exceptional need to work long hours.
Physical environment and violence 
 Ensure your risk assessments for physical hazards and risks are up to date.
 Assess the risk of physical violence and verbal abuse.  Take steps to deal with this in consultation with employees and others who can help (e.g. the police, charities).
 Provide training to help staff deal with and defuse difficult situations (e.g. difficult phone calls, aggressive members of the public).
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Some things to consider if you have identified a problem with Demands cont.












Some things to consider if you have identified a problem with Control 
Possible solutions 
 Agree systems that enable staff to have a say over the way their work is organised and undertaken, e.g. through project meetings, one-to-ones, performance reviews.
 Hold regular discussion forums during the planning stage of projects to talk about the anticipated output and methods of working.  Provide opportunities for discussion and input.
 Allocate responsibility to teams rather than individuals to take projects forward:
 discuss and define teams at the start of a project;
 agree objectives;
 agree roles;
 agree timescales;
 agree the provision of managerial support e.g. through regular progress meetings
 Talk about the way decisions are made – is there scope for more involvement?
 Talk about the skills people have and if they believe they are able to use these to good effect.  How else would they like to use their skills?

HSE’S Management Standards - Prompts for Solutions


	Do 
	Don’t 

	 Allow regular breaks, especially when the work is complex or emotionally demanding.
 Provide realistic deadlines.
 Provide adequate training and resources for doing the job.
 Design jobs that provide stimulation and opportunities for workers to use their skills.
 Provide sufficient challenge/pressure to keep staff motivated and interested in their work.
 Attend to the physical environment – take steps to reduce unwanted distraction, disturbance, noise levels, vibration, dust etc where possible.
 Assess the risk of physical violence and verbal abuse, and take steps to deal with it.
	 Ask people to do tasks that they are not trained to do.
 Encourage staff to take work home with them.
 Allocate more work to a person or team unless they have the resources to cope with it.
 Allow workers to ‘cope’ by working longer hours.
 Ask young people (under 18 years of age) to take on work that may be beyond their emotional maturity.
















	Do
	Don’t 

	 Allow staff some control over the pace of their work.
 Allow and encourage staff to participate in decision making.
 Empower people to make decisions about the way they work.
 Negotiate shift-work schedules.
	 Monitor employees’ movements in detail (including breaks).
 Monitor working style, unless necessary  (e.g. where there are child protection needs).
 Ask staff to stay late without notice.
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Possible solutions 
 Hold regular one-to-one meetings to talk about any emerging issues or pressures.
 Hold regular liaison/team meetings to discuss unit pressures.
 Include ‘work-related stress/emerging pressures’ as a standing item for staff meetings and/or performance reviews.
 Seek examples of how people would like to, or have, received good support from managers or colleagues – can these be adopted across the unit?
 Ask how employees would like to access managerial support, e.g.  ‘open door’ policies or agreed times when managers and able to discuss emerging pressures.
 Introduce flexibility in work schedules (where possible) to enable staff to cope with domestic commitments.
 Develop training arrangements and refresher sessions to ensure training and competencies are up to date and appropriate for the core functions of employees’ jobs.
 Talk about ways the organisation could provide support if someone is experiencing problems outside work.
 Disseminate information on other areas of support (human resources department, occupational health, trained counsellors, charities).
 Offer training in basic counselling skills/access to counsellors.











Some things to consider if you have identified a problem with Relationships 
Possible solutions 
 Develop a written policy for dealing with unacceptable behaviour at work- communicate this to staff.
 Agree and implement procedures to prevent, or quickly resolve, conflict at work – communicate this to staff.
 Agree and implement a confidential reporting system to enable the reporting of unacceptable behaviour.
 Agree and implement a grievance and disciplinary procedure for dealing with unacceptable behaviour – circulate and/or display these.
 Select or build teams which have the right blend of expertise and experience for new projects.
 Provide training to help staff deal with and defuse difficult situations.
 Encourage good communication and provide appropriate training to aid skill development (e.g. listening skills, confidence building etc.).
 Discuss how individuals work together and how they can build positive relationships.
 Identify ways to celebrate success (e.g. informal lunches/wash-up meetings at the end of a project).
HSE Management Standards - Prompts for Solutions




	
















	Do
	Don’t 

	 Ensure staff receive sufficient training to undertake the core functions of their job.
 Provide constructive supportive advice at annual appraisal.
 Provide flexibility in work schedules, where possible.
 Allow phased return to work after long-term sickness absence.
 Hold regular liaison/team meetings.
 Provide opportunities for career development.
 Deal sensitively with staff experiencing problems outside work
	 Trivialise the problems of others.
 Discriminate against people on grounds of sex, race or disability or any other reason.





[image: ]	HSE Management Standards - Prompts for Solutions
Some things to consider if you have identified a problem with Relationships cont.

	Do 
	Don’t 

	 Encourage good, honest, open communication at all levels in work teams.
 Provide opportunities for social interactions among workers.
 Provide support for staff who work in isolation.
 Create a culture where colleagues trust and encourage each other.
 Agree which behaviours are unacceptable and ensure people are aware of these.
	 Allow any bullying behaviour or       harassment



Some things to consider if you have identified a problem with Role 
Possible solutions 
 Hold team meetings to enable members to clarify their role and to discuss any possible role conflict.
 Display team/department targets and objectives to help clarify unit and individual role.
 Agree specific standards of performance for jobs and individual tasks and review periodically.
 Introduce personal work plans which are aligned to the outputs of the unit.
 Introduce or revise job descriptions to help ensure the core functions and priorities of the post are clear.
 Hold regular one-to-one meetings to ensure individuals are clear about their role and know what is planned for the coming months.
 Develop suitable induction arrangements for new staff – make sure all members of the team understand the role and responsibilities of the new recruit.
 
 









	Do 
	Don’t 

	 Provide a clear job description.
 Define work structures clearly, so that all team members know who is doing what, and why.
 Give all new members of staff a thorough induction to your organisation.
 Define work objectives (e.g. through a personal work plan).
 Avoid competing demands, such as situations where it is difficult to meet the needs of the business and the customer.
	 Make changes to the scope of someone’s job, or their responsibilities (e.g. at promotion) without making sure that the individual knows what is required of them and accepts it.
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Possible solutions 
 Ensure all staff are aware of why the change is happening – agree a system for doing this.
 Define and explain the key steps of the change.  Ensure employee consultation and support is a key element of the programme.
 Establish a system to communicate new developments quickly.
 Agree methods of communication (e.g. meetings, notice boards, letters, e-mail, feedback forums etc.) and frequency (e.g. weekly, monthly).
 Ensure staff are aware of the impact of the change on their jobs.
 Provide a system to enable staff to comment and ask questions before, during and after the change. Have an ‘open door’ policy to help staff who want to talk to their managers about their concerns. Involve staff in discussions about how jobs might be developed and changed.
 Review unit and individual work plans after the change to ensure unit and individual objectives are 
	clear.
Some things to consider if you have identified a problem with Changes 


	

	Do 
	Don’t 

	 Explain what the organisation wants to achieve and why it is essential that the change (s) takes place.
 Consult staff at an early stage, and throughout the change process.
 Involve staff in the planning process so that they understand how their work fits in.
	 Delay communicating new developments.
 Underestimate the effects of minor changes.
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The Referral     Process
 























	








[image: ]This guide has been produced to provide information to line managers with advice on what is required when making a referral to Occupational Health. To ensure that you get the information you require to progress a case, please ensure that all the following steps are followed. 
1. Reason for Referral 
It is important that the reason for referral is clearly explained so that the practitioner can understand why the employee has been referred. The following steps should be followed with all referrals. 
State why you are referring this employee at this time. What advice/information are you hoping to obtain from referring this                            employee? What management action will you be considering on receipt of the Outcome Summary Report? Absence Details of the employee Is the employee currently absent from work? What is the diagnosis on their medical / self-certificate? What was the first day of their absence? Do you have a confirmed return to work date or an indication from the employee’s GP how long they may absent? 
2. Background History 
The more background you can provide the better response you should receive from Occupational Health. Remember to let                       Occupational Health know of any information that you have which you believe may be relevant. 
Is the employee’s attendance pattern causing concern? Is the employee able to carry out their job? Is there a rehabilitation plan in place that has not progressed as expected? Is the employee on long term sickness absence? Does the employee have any                 previous history of their current condition? Are there any personal issues? Does the employee’s condition impact on their social/domestic activities that you are aware of? Is the employee expected to return to work at any point in the future? 
3. Management Contact 
From the regular contact that you have maintained as part of the absence strategy you should be able to provide a lot of                      information to Occupational Health before the person is assessed. 
Are there any perceived barriers to returning to work? For example, immobility, physical limitations, surgery, conflicts at work or with management? Is the employee due to see their GP or a specialist in the future? Are you aware of any external support the employee maybe receiving, for example physiotherapy, counselling? 
6. Duties 
Is the employee due to attend any specialist investigations? 
Please also provide details of how you have obtained the information from the employee (e.g. through telephone contact or                    face-to-face meeting) to ensure that there is no duplication of investigatory activity following your referral.
4. Adjustments or Modifications 
In some cases, you may have brought an employee back to work on adjusted duties however you may still require Occupational Health advice. You should therefore include the following information with any referral that you make. 
Has there been a local agreement on adjusting the employees work practice? If so, was it successful? If not, what difficulties was the employee experiencing? Were these adjustments made as a requirement of the Equality Act? 
5. Further Flexibilities 
It is important that you let OH Assist know what available work there is in your unit and what further adjustments you could                          support; the Business Referral Form should therefore include information on the following: 
What adjustments, modifications are you able to reasonably support and for how long? e.g. a rehabilitation plan, alternative work patterns, contractual changes, alternative office locations, job share etc. 
It is also important that Occupational Health are aware of the role the employee is performing so that this can be taken into                account if rehabilitation is required. The Business Referral Form should therefore include the following: 
What role is the employee contracted to do? Is this the job they are currently doing? Does the employee work full time or part time? Does the employee work shifts? Does this role involve overtime? What type of work does the employee do? e.g. manual, clerical / admin, security, managerial, nursing, DSE user? Would you want to discuss the employee’s role with practitioner prior to appointment? Does the employee’s role involve repetitive tasks? Does the employee’s role involve driving? Does the employee’s role involve walking; do they use a stand and bend for long periods? If their current duties are not their contracted duties is this a sustainable long-term option? 
 
 
 
Making a Good Referral 
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[image: ]7. Any Other Relevant Information 
Is there any other information, which would help the scrutiny practitioners manage and route this case appropriately? For                        example, is there a date for a dismissal hearing, are there any outcomes from appeals or conduct meetings, is the employee             undertaking other work outside of the organisation? 
Remember, the better the information you provide, the better the quality report, the better able you are to manage sickness absence. 
8. Specific Questions 
The Occupational Health practitioner will address the following questions/issues during the assessment: 
· Advice on what is currently wrong from a health perspective. 
· The likely long-term outcome for the condition. 
· The likely return to work date or return to full duties. 
· Advice on the type of work / tasks the employee can do. 
· If work duties are affected, advice on whether this damage is likely to be short term, long term or permanent. 
· A specific plan to support return to work activities, advice on adjustments, if appropriate, with clear timescales. 
· Advice on disability in accordance with the Equality Act 2010 
If you have any additional question that you want addressed these should be added to the Referral Form. You should ask no more than 3 additional questions in order to ensure that the referral us focussed on key issues. If you feel you need to ask more than 3 questions, please consider the following: 
Are you duplicating the questions that will be answered in all cases (see list above)? Can you focus what you need to know within the three additional questions? Is the need to ask more questions because the case is very complex? Do you need a different                         service such as a case conference? 
Having considered these issues, if you are still not sure what to do, please contact your service desk who will be happy to help you. 
9. Special requirements 
If an interpreter is required, please contact your Human Resources department who will assist you in arranging the necessary                 support. 
If a chaperone is required for modesty purposes, Occupational Health will ensure that one is provided, however the referred                    employee may have to travel to a location where one is available. 
If you are aware of any specific dates the employee will not be available to attend an appointment, please enter the details in the special requirements box on the form. 
Making a Good Referral 
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[image: ]Examples of Reasonable Adjustments
 Out of office email to alleviate pressure of responding to emails.
 Prioritise tasks or categorise them into important vs not important. Agree this with the employee and review daily/weekly
 Adjust working hours so they don’t have to travel in peak times and can avoid crowded trains/traffic.
 Reduce contact with customers/public (e.g. divert phone calls for an initial period).
 Consider deadlines and workload planning to avoid peaks of pressure.
 Allow some flexible working agreements such as working from home if that is appropriate/supportive.
 Allow flexible hours/time off for medical appointments and/or psychological appointments.
 Offer re-training to the employee, coaching or mentoring.
 Suggest that the employee identifies how their mood fluctuates depending on the time of day and the tasks they do. Use this to help you both to allocate tasks so that more challenging tasks are done when they are feeling strong and you both understand which tasks affect them most.
 Provide a gradual phased return to work (e.g. the employee works 2 days a week for the first week, 3 for the second week etc).
 Consider keep in touch days, whereby the employee can come in while they are in sick leave to keep up to date on what is going on in the office.
 Changes to workspace.
 Changes to break times
 Temporary or permanent changes to the role (e.g. re allocation of tasks)
 Mentor or buddy systems (formal or informal).
 Identifying a safe space in the workplace where the person can have some time out and seek support.
 Provide regular opportunities to discuss, review and reflect on people’s positive achievements.
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Wales & Western Wellbeing
Discussion Tool


























	




[image: ]Wales & Western Wellbeing Discussion Tool
 
To find a copy of Wales & Western Wellbeing Discussion Tool, please visit the Line Managers only tab on the MHFA Hub:
https://mhfa.hub.networkrail.co.uk/Pages/Line-Managers.aspx 
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Helpful Resources



















	










[image: ]Helpful resources 
Mental Health Services through Network Rail



	Resource
	About
	Contact

	Employee Assistant               Programme
	24/7 confidential advice and              information on a range of wellbeing areas. 
Advice on finances, relationships, stress management, work pressures, healthy lifestyle and more.
	Tel: 0800 358 4858 (24 hours) 
Online: V:Club   http://vclub.validium.com/Account/Login 
 
User Name: NetworkRail
Password: onlinesupport 

	Human Resources
	HR Direct provides support and         guidance for NWR line managers on HR processes including supporting            employee attendance.
All employee helpline is also directed by HR Direct and is available for guidance on NWR policies and processes.
	Tel (HR Direct): 0800 054 5647 
Tel (employee helpline): 0800 371 0115 

	Mental Wellbeing Hub       website
	Central Network Rail website to find:
Mental wellbeing campaign resource toolkit
NWR mental wellbeing standards and guidance
Details of support tools and services
Download the Mental Wellbeing Discussion Toolkit
	Website: 
https://ohw.hub.networkrail.co.uk/Pages/Mental-Wellbeing.aspx 

	Network Rail For Cause               Service
	A 24-hour emergency response service for drug and alcohol testing. 
	Emergency hotline: 08701 206 999
Please quote Network Rail Pin number 1925 when calling the hotline.
24 hour, 7 days a week. 

	Occupational Health Helpline and Resources
	Call the OH Helpline and select from one of the options:
Option 1: Medication enquiry line (Chemist on Call) 
Option 2: For cause drug and alcohol call out
Option 3: Validium
Option 4:  Administration and medical helpdesk
Option 5: RehabWorks – Physiotherapy
Option 6: Sharps and body fluid helpdesk
	Tel: 0800 083 3324  
Website: Visit STE’s occupational health                                                                         and wellbeing pages on MyConnect.
https://networkrail.sharepoint.com/sites/myconnect/ste/Pages/healthand wellbeing.aspx 
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Network Rail For Cause Service
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Validium
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[image: ]Helpful resources by topic area 
Addiction and Substance Misuse (Alcohol, Drugs, Gambling)

	Charity
	About
	Resources and Contacts

	Addaction
 
	[image: ]A UK wide treatment agency, helping individuals, families and communities to manage the effects of drug and alcohol misuse. We help people change their behaviour to become the very best that they can be. It could be their drug or alcohol use or worries about their mental health – we support people to make lasting change in their lives.
	Tel: 07812 745437
Mon - Fri: 7am –11pm, Sat - Sun: 10am –11pm
Website: https://www.addaction.org.uk/services 

	Adfam
[image: ] 
	Information and advice for families of alcohol and drug users. The website has a list of local family support services. 
Drug and alcohol use can threaten and ultimately destroy family relationships and wellbeing. We empower family members and carers, support frontline workers and influence decision-makers to stop this happening.
	Tel: 020 3817 9410
Email: admin@adfam.org.uk

	[image: ]Al-Anon Family Groups UK & Eire
 
	Al-Anon Family Groups provide support to anyone whose life is, or has been, affected by someone else’s drinking, regardless of whether that person is still drinking or not. For some of our members, the wounds still run deep, even if their loved one may no longer be a part of their lives or has died.
	Tel: 0800 0086 811
Helpline available 10am - 10pm
365 days a year.    
 

	[image: ]Alcoholics Anonymous
	Alcoholics Anonymous is a fellowship of men and women who share their experience, strength and hope with each other that they may solve their common problem and help others to recover from alcoholism.
 
The only requirement for membership is a desire to stop drinking. There are no dues or fees for AA membership; we are self-supporting through our own contributions.
 
AA is not allied with any sect, denomination, politics, organization or institution; does not wish to engage in any controversy; neither endorses nor opposes any causes. Our primary purpose is to stay sober and help   other alcoholics to achieve sobriety.
	Tel: 0800 9177 650
Email: help@aamail.org

	Drinkline
 
 
 
	Drinkline runs a free, confidential helpline for people who are concerned about their drinking, or someone else's. They do not provide individual medical advice, formal counselling or treatment. 
The purpose of the Drinkline service is to offer free, confidential, accurate and consistent information and advice to callers who are concerned about their own or someone else`s drinking regardless of the caller`s age, gender, sexuality, ethnicity or spirituality.
	Tel: 0300 123 1110 
Weekdays 9am–8pm
Weekends 11am–4pm

	[image: ]Gamblers Anonymous
 
	Meetings are the core of Gamblers Anonymous and they have meetings every day of the week throughout the UK. 
Gamblers Anonymous is a fellowship of men and women who have joined together to do something about their own gambling problem and to help other compulsive gamblers do the same using ‘The Twelve Steps of Recovery’.
	Website: https://www.gamblersanonymous.org.uk/ 



	Charity
	About
	Resources and Contacts

	[image: ]Narcotics Anonymous
	Narcotics Anonymous is a completely voluntary organisation. Membership is open to anyone with a drug problem seeking help, regardless of what drug or combination of drugs have been used, and irrespective of age, sex, religion, race, creed or class. The only requirement for membership is a desire to stop using drugs.
Narcotics Anonymous believes one of the   cornerstones of its success is the therapeutic value of addicts working with each other to achieve recovery. In meetings member regularly share their personal experiences with each other, not as professionals but as ordinary people who have discovered that sharing brings about solutions to their problems.
	Tel: 0300 999 1212
10am— midnight
Website: ukna.org/meetings/search


[image: ]Helpful resources by topic area continued
 
 
Addiction and Substance Misuse (Alcohol, Drugs, Gambling) cont.

Anxiety


	Charity
	About
	Resources and Contacts

	Anxiety UK
[image: ] 
 
 
 
	Fighting anxiety can sometimes feel like a losing battle, but Anxiety UK can provide the security and knowledge that you are not alone. There are millions of people all over the country who                    experience short and long-term anxiety. This user led organisation is run by sufferers and ex-sufferers of anxiety disorders and membership can let you access a package of support.
	Infoline: 03444 775 774
Admin Enquiries: 0161 226 7727
Text Service: 07537 416905
Email: support@anxietyuk.org.uk
Address: Anxiety UK, Nunes House
447 Chester Road, Manchester
M16 9HA 
 

	OCD Action
[image: ] 
	OCD Action provides support and information to anybody affected by OCD, work to raise awareness of the disorder amongst the public and front-line healthcare workers, and strive to secure a better deal for people with OCD. OCD Action is recognized as a strong voice for people with OCD, a vital source of help and the charity that makes a real and lasting difference to anyone affected by OCD.
	Tel: 0845 390 6232
Email: support@ocdaction.org.uk

	[image: The Red Poppy Company]The Red Poppy Company
 
	Our nationwide team of trained and experienced associates are able to help employees within your organisation deal with the effects of work-related stress, personal stress & trauma.
	Tel: 0845 2011334 
 
Email:                                              info@theredpoppycompany.co.uk 

	[image: ]Triumph over Phobia
	Triumph Over Phobia (TOP UK) is a UK registered charity which aims to help sufferers of phobias, obsessive compulsive disorder and other related anxiety to overcome their fears and become         ex-sufferers.
 
	Tel (office): 01225 571740
Tel (mobile): 07763 826618
 
Email: info@topuk.org
 
Tweet: @TOP_UK_National
 
Address: Triumph Over Phobia (TOP UK)
PO Box 3760, Bath, BA2 3WY, United Kingdom
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Armed Forces

	Charity
	About
	Resources and Contacts

	Combat Stress
	[image: ][image: ]Combat Stress is a registered charity in the United   Kingdom offering therapeutic and clinical community and residential treatment to former members of the British Armed Forces who are suffering from a range of mental health conditions; including post-traumatic stress disorder.
	Tel: 0800 138 1619
Text: 07537 404719 (Standard charges may apply for texts, please check with your provider) 
Email: helpline@combatstress.org.uk  

	PTSD Resolution
	PTSD Resolution is a charity that offers counselling to UK armed forces' Veterans, Reservists and families to relieve mental health problems resulting from military service, to ease reintegration into a normal work & family life.
	Tel: 0300 302 0551
If the line is busy or outside the hours of 0900-1700hrs, please leave a brief message with your number or email them, and it will be replied to as soon as possible that day or early the next. 
Email: contact@ptsdresolution.org 


Bereavement


	Charity
	About
	Resources and Contacts

	[image: ]Cruse Bereavement Care
	The Cruse Bereavement Care Freephone National     Helpline is staffed by trained bereavement volunteers, who offer emotional support to anyone affected by bereavement.
	Tel: 0808 808 1677
Mon and Fri: 9:30am-5pm.
Tues-Thurs: 9:30am—8pm.


Bipolar


	Charity
	About
	Resources and Contacts

	[image: ]Bipolar UK
	Bipolar UK provide a range of employment support and training for employees and organisations. They provide employment support by telephone and email, bipolar Awareness training, dedicated workplace support, development of a workplace toolkit, team training. Get answers to a range of questions about bipolar, how to get a diagnosis and living with the condition.
	Tel: 0333 323 3880
Email: info@bipolaruk.org


Carers

	Charity
	About
	Resources and Contacts

	[image: ]Carers Trust
	Carers Trust is a major charity for, with and about carers. We work to improve support, services and recognition for anyone living with the challenges of caring, unpaid, for a family member or friend who is ill, frail, disabled or has mental health or addiction problems. Our vision is that unpaid carers count and can access the help they need to live their lives.
	Tel: 0844 800 4361
Email: info@carers.org
Website: www.carers.org

	Carers UK
	[image: ]Carers UK provide support, understanding and strive for lasting change. We give carers expert advice, information and support. 
The information and advice we provide covers a range of subjects relating to caring including benefits and tax credits, carers employment rights, carers assessments and how to get support, services available to carers and how to complain effectively and challenge decisions
	Tel: 0808 808 7777
Mon-Tues 10am—4pm
Email: advice@carersuk.org


[image: ][image: ]Eating Disorders
Helpful resources by topic area continued

	Charity
	About
	Resources and Contracts

	ABC (Anorexia and Bulimia Care) 
	ABC is a national UK eating disorders organisation with over 30 years of experience. We are passionate about people and recovery.
We provide on-going care, emotional support and practical guidance for anyone affected by eating disorders, those struggling personally and parents, families and friends. ABC works tirelessly to increase awareness and understanding of eating disorders through talks, training and campaigns for change. 
	Tel: 0300 011 1213
Mon-Fri: 9:30am—5:30pm
Email:                                                         support@anorexiabulimiacare.org.uk
Website:                                                     http://www.anorexiabulimiacare.org.uk/ 


	General Mental Health


	Charity
	About
	Resources and Contacts

	[image: ]Men’s Health Forum
	The Men's Health Forum is a British registered charity whose mission is to improve the health of men and boys in England, Wales and Scotland. MHF believes that its mission can be more     effectively achieved if it works collaboratively and in partnership with a wide range of other organisations in the public, third and private sectors.
	Website: https://www.menshealthforum.org.uk/male-health 

	Mind
	[image: ]The Mental Health Charity that won’t give up until everyone experiencing a mental health problem gets both support and respect. They will make sure no one has to face a mental health problem alone and can help with choices about treatment, advise about rights or reach out to sources of support.
	Website: https://www.mind.org.uk   

	[image: ]Rethink Mental Illness
 
 
 
 
 
	Rethink Mental Illness work tirelessly to transform the lives of everyone severely affected by mental illness. They support tens of thousands of people every year to get through crises, live independently and feel that they do not have to face mental illness alone.
	Tel: 0300 5000 927
 
Email: advice@rethink.org   
They aim to respond to your message within 3 working days. 
 
Address: RAIS, PO Box 17106, Birmingham, B9 9LL.rethink 

	[image: ]Samaritans
	If you need someone to talk to, they listen. They won’t judge or tell you what to do. A confidential service, you can call them, write a letter or an email anytime day or night.
	Tel: 116 123 – a free number.
Email: Jo@samaritans.org. 
 
Write a letter: Chris, FREEPOST RSRB-KKBY-CYJK, PO Box 9090, Sterling, FK8 2SA
Website: https://www.samaritans.org 

	[image: ]Sane
	SANE provides emotional support, guidance and information to anyone affected by mental illness, including families, friends and carers. Their work addresses the lack of support in a crisis; challenges with navigating the mental health system and accessing the right ongoing support; and social isolation. 
	Tel: 0300 304 7000 (4:30pm-10:30pm every day of the year)
Website: https://www.sane.org.uk
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Helpful resources by topic area continued

	Charity
	About
	Resources and Contacts

	[image: Shout-Crisis-text-line[1]]Shout
 
 
 
 
	For support in a crisis, Text Shout to 85258. If you’re experiencing a personal crisis, are unable to cope and need support. Shout can help with urgent issues such as: Suicidal thoughts, abuse or assault, self-harm, bullying, relationship challenges.
	Text Shout to 85258



Self– harm



	Charity
	About
	Resources and Contacts

	[image: ]National Self Harm Network
	NSHN Support individuals, who self-harm, to reduce emotional distress and improve their quality of life. They provide information for family and carers of individuals who self-harm. They also raise awareness of the needs of     people who self-harm, dispel myths and combat discrimination. NSHN empower and enable those that self-harm to seek alternatives to self-harm and further help where appropriate.
	Website: http://www.nshn.co.uk/forum/ 




Relationships


	Charity
	About
	Resources and Contacts

	[image: ]Relate
	The UK's largest provider of relationship support who help people of all ages, backgrounds, sexual orientations and gender identities to strengthen their relationships. 
	Booking line for telephone counselling: 0300 003 0396.
Mon-Thurs: 8am to 8pm
Fri: 8am to 6pm
Sat: 9am to 1pm
 
Find your nearest relate - https://www.relate.org.uk/about-us/contact-us 
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Policies and Standards


















	











[image: ]Random testing for drugs and alcohol:
a. shall be unannounced, not giving employees or   contractors prior notification that they have been selected for a random drugs and alcohol test;
b. shall be carried out by a qualified agent of Network Rail’s licensed medical service supplier;
c. shall include an evidential breath test for alcohol, and collection and testing for drugs of a urine sample, using a chain of custody;
d. shall use the company’s process for randomly choosing employees to be tested;
e. may take place at any workplace, including depots, signal boxes or centres and at training centres/events, and may be carried out in either mobile or fixed collection facilities;
f. shall be confined to employees and contractors in posts requiring Personal Track Safety (PTS) certification or designated as a safety critical work or key safety post (those whose work, activities and decisions can affect the health and safety of others);
g. should be carried out in a way that minimises      disruption to normal operations, and prevents health and safety being compromised;
h. shall not require rostered employees or contractors selected to remain at work past their booked hours (including any previously agreed overtime) to      undergo the test.
 
Where necessary a relief or substitute to a post will be    provided to permit random drug and alcohol testing. A handover, as if it were a shift change, will take place before and after the test, assuming a return to duty.
A refusal to submit to drugs and alcohol testing is                 regarded as a positive (fail) result and will be dealt with accordingly.
 
Link to the full policy document: 
http://networkrailstandards/StandardHeaderView.aspx?id=25523
Network Rail is committed to:
a. the health and safety of its employees and contractors;
b. preventing problems resulting from drug and alcohol misuse arising at work;
c. raising awareness of the effects of drugs and alcohol on employees and contractors, and recognising the common symptoms of misuse;
d. encouraging those employees who misuse drugs and alcohol to seek help voluntarily at an early stage, before their performance at work is adversely affected;
e. dealing fairly, consistently and in a supportive manner with those employees,
f. provided they co-operate fully with the rehabilitation programme; maintaining the dignity of those being tested;
g. assisting line managers/supervisors in dealing with drugs and alcohol misuse incidents at work; and
h. establishing clear guidelines for dealing with misconduct arising from drugs and alcohol misuse.
Employees and contractors:
a. shall not come to work in an unfit state through drugs and/or alcohol;
b. shall not consume alcohol at work;
c. shall not use, possess or supply any drug at work or on Network Rail premises;
d. shall be aware that the consumption of alcohol, even in small quantities, and the consumption or use of any drugs might adversely affect their safety, performance, conduct or efficiency, as well as the safety and wellbeing of others;
e. shall not discontinue a course of treatment for a drug or alcohol related problem, agreed with their employer and their employer’s advisors;
f. shall, when requiring medication, find out if there might be side effects likely to impair their work performance and safety from the drug or other medication concerned, whether prescribed or   available without prescription;
g. shall tell their line manager/supervisor or Human Resources (HR) representative if they believe they have, a drug or alcohol related problem; and 
h. shall undergo drug and alcohol testing when      requested to do so.
Drugs and Alcohol Policy—NR/L1/OHS/051 



































	
[image: ]Drugs and Alcohol Rehabilitation Programme
Purpose
Drugs and alcohol affect people's ability to work safely, which is a risk to individuals as well as to the organisation. 
This guidance page assists Network Rail line managers to support the rehabilitation and continued employment of their           employees, who have voluntarily declared a potential breach of Network Rail Drug and Alcohol Policy, because of drug, whether legal or illegal, and/or alcohol misuse.  
Network Rail employees shall receive support and assistance if they remain within the requirements of a rehabilitation programme agreed by Network Rail and its advisors 
NOTE: Although the misuse of drugs may be considered by some as misuse of illegal drugs, drug misuse can also apply to       medicines that have been prescribed by a health professional or those that are purchased over the counter.
Drug and Alcohol Rehabilitation Process
Declaration
When an employee declares a drug and/or alcohol issue to their line manager, the line manager shall: 
1. Invite the employee to a meeting to discuss the issue. 
2. Conduct the meeting with the employee in a private room and away from interruptions. 
NOTE: The employee may have the option to be accompanied by a companion if they so wish. 
1. Explain to the employee that the purpose of the meeting is to discuss the health issue raised by them, its implications on their safety and performance and to identify what further action is required. 
2. Review their current role and responsibilities and remove them from safety critical duties, and work on or about the track. Redeployment from safety critical duties will be necessary prior to the employee being seen by occupational health. 
3. Create a case with HR Direct. 
4. The line manager shall then refer the employee to Network Rail’s occupational health provider for a face-to-face assessment, with an occupational health physician (OHP). Within the referral the line manager is required to clearly identify the health issues, implications on the employee’s performance, the duties and responsibilities undertaken by the employee. The line manager will need to question whether alternative duties are operationally feasible, for onward referral for specialist assessment and any further questions that they may wish to ask. 
NOTE: The line manager will need to gain the employee’s consent for the occupational health referral. 
Referral and Specialist assessment
The employee shall then attend a face-to-face appointment with an OHP. Consideration should be made for the safe transport of the employee to attend the referral. 
Further medical evidence (FME) may be required by the OHP following the face-to-face assessment. Baseline blood tests may also be required, depending if they are clinically indicated. 
The OHP shall write an interim report and recommend if redeployment to an alternative role if this is required. 
With the employee’s consent, the OHP shall refer the employee to Network Rail’s employee assistance programme (EAP)         provider, to their psychological services team, for an advanced specialist psychological assessment face-to-face to                      determine the circumstance, background, recommendations for treatment and prognosis. The assessment will identify local NHS and/or other treatment options available to the employee, to support their rehabilitation. 
NOTE: The referral to the EAP will require authorisation from the line manager, in the form of a purchase order (PO). 
Following this, the OHP shall conduct a telephone assessment with the employee, to discuss the outcomes of the specialist        assessment. 
If a drug and/or alcohol issue is not identified during the specialist assessment, the case will be closed, and a management report shall be issued. Recommendations for future management of the employee shall be included in the management report, written by the OHP. 
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Review during rehabilitation programme
If a drug and/or alcohol issue is identified during the specialist assessment, a case conference with the employee’s line manager, EAP and occupational health will be held. A Human Resources Business Partner (HRBP) and/or HR Direct are optional attendees to the case conference. The outcomes of the conference will be to determine the type and length of the rehabilitation programme, if required, and whether to progress on the rehabilitation programme. 
If this is decided, the employee and line manager will sign the contract of commitment. See Appendix A for a copy of this. Copies of the contract of commitment should be held by the line manager, employee, occupational health provider, HR Direct and the employee records team. 
Should an employee decline to sign the contract of commitment, this will be considered a breach of the lifesaving rule “Never work or drive while under the influence of drugs and alcohol”; and will result in an investigation, which could result in disciplinary action. 
Occupational health and EAP will link in to specialist agencies and the employee’s primary care service, as appropriate, to facilitate and support the employee through the agreed rehabilitation programme. 
The employee’s line manager will arrange unannounced random drug and alcohol testing in accordance with the contract of            commitment, to assess compliance to the programme. The results of which will be uploaded to Network Rail’s occupational health     providers’ portal, by the line manager. Initially this should be arranged on a monthly basis and less frequently thereafter, depending on progress. The OHP will be able to further advise on the frequency of testing, depending on the rehabilitation programme. 
The line manager should arrange weekly one to one review to check performance and provide support. 
The line manager can access support for themselves, through Network Rail’s EAP provider. HR Direct shall support the line manager by providing advice and guidance in the management of individual cases, in line with Network Rail’s policies and procedures. 
The employee shall attend appointments with the OHP as agreed, where the OHP will review the employee’s compliance with the     rehabilitation programme and treatment regimen. The OHP will continue to make recommendations for fitness for work during this period, including whether return to work on restricted duties is necessary. Blood tests will be conducted, if clinically indicated. FME from the employee’s GP or treating specialist will also be requested with consent. 
If the employee is compliant with the programme, the case can be closed, with a management report issued by the OHP, to the        employee’s line manager. The report will provide the line manager with clear, concise advice about the health and fitness of the        employee to enable them to deal fairly with the case. 
Review case conferences may be held to evaluate progress during the rehabilitation programme. Those attending should be the same involved in the initial case conference. 
During the period of rehabilitation, should an individual appear under the influence of drugs and/or alcohol, then for-cause drug and alcohol testing shall be arranged. 
Case closure
Following fitness clearance by the OHP, the employee can be reinstated into their substantive role at the end of a successful               rehabilitation programme. 
The line manager shall notify the employee that they will undergo a special regime of additional unannounced drug and alcohol      testing for a period of at least two years to ensure compliance to the drug and alcohol policy. 
Should the employee not successfully comply with the rehabilitation programme, complete the programme, or have relapses    during the programme; then the line manager following support and guidance by HR Direct, should arrange a case conference to discuss the case fully and agree on future management of the case. The employee may have their employment terminated in accordance with the arrangements in the “contract of commitment”, signed at commencement of the rehabilitation programme. 
If an employee relapses post rehabilitation, a case conference should be held to discuss the case fully and agree on future       management of the case. The employee may have their employment terminated in accordance with the arrangements in the “contract of   commitment”, signed at commencement of the rehabilitation programme. 
Records
HRSS shall input employee medical reports received from the occupational health providers into Oracle. 
The occupational health provider shall retain all personal medical records, completed questionnaires, clinical tests, and any other      assessments with the result kept within the employees’ confidential medical records. 
 
 
 
HRSS shall input employee medical reports received from the occupational health providers into Oracle. 
5.1.2 The occupational health provider shall retain all personal medical records, completed questionnaires, clinical tests, and any other assessments with the result kept within the employees’ confidential medical records. 
 
 
 
 
Referral and Specialist assessment
The employee shall then attend a face-to-face appointment with an OHP. Consideration should be made for the safe transport of the employee to attend the referral. 
Further medical evidence (FME) may be required by the OHP following the face-to-face assessment. Baseline blood tests may also be required, depending if they are clinically indicated. 
The OHP shall write an interim report and recommend if redeployment to an alternative role if this is required. 
With the employee’s consent, the OHP shall refer the employee to Network Rail’s employee assistance programme (EAP) provider, to their psychological services team, for an advanced specialist psychological assessment face-to-face to determine the circumstance, background, recommendations for treatment and prognosis. The assessment will identify local NHS and/or other treatment options available to the employee, to support their rehabilitation. 
NOTE: The referral to the EAP will require authorisation from the line manager, in the form of a purchase order (PO). 
Following this, the OHP shall conduct a telephone assessment with the employee, to discuss the outcomes of the specialist assessment. 
If a drug and/or alcohol issue is not identified during the specialist assessment, the case will be closed and a management report shall be issued. Recommendations for future management of the employee shall be included in the management report, written by the OHP. 
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The policy states that line managers are responsible for: 
 Recognising that Network Rail is under a positive and proactive duty to take steps to remove, or reduce, or prevent the          obstacles a disabled employee or job applicant faces 
 Discussing possible adjustments with a disabled employee, who may be represented by a trade union equality or                        representative at any time in the process 
 Recognising the employee may also be accompanied by, for example, sign language interpreters, support workers or              other appropriate people 
 Maintaining regular communication with the disabled employee to discuss their on-going reasonable adjustment                   requirements 
 Where business change may require alterations to working arrangements and any reasonable adjustments in place, line managers should discuss with the disabled employee the impact of any proposed changes and alterations to their                       reasonable adjustments regime 
 Managing sickness absence policies in line with the principles set out in this policy, e.g. in considering adjustments to                 absence trigger points, or performance related pay 
 Covering the cost of providing reasonable adjustments through local budgets and/or Access to Work funding 
What are reasonable adjustments?
Reasonable adjustments are a range of changes that can be made to a working environment, a role, or the setting up of extra support to help 'level the playing field' for our disabled employees. Often, they are simple and practical adjustments and employees are already benefiting from;
 Specialist software (e.g. Read & Write Gold)
 Flexible working
 Ergonomic keyboards and ergonomic chains
 Workplace buddy
 
Why are reasonable adjustments important?
Making reasonable adjustments helps to keep our workforce safe, supports health and well-being and helps employees to                  perform in their role. It also means that we are able to recruit, engage and retain the very best people, which in turn will allows us to build a better railway for Britain. The bottom line is we do have a legal obligation to provide reasonable adjustments to our disabled employees.  
Who can request reasonable adjustm​ents?
The definition of 'disabled' is: 'any physical or mental impairment that has a substantial and long-term adverse effect on their ability to carry out day-to-day activities'. It includes impairments such as cancer, dyslexia, diabetes and depression, as well as those with mobility, hearing and sight impairments. More information about the definition of disability can be found in our guide. There is also a flowchart that shows how to manage requests for first class travel, and an ACAS guide ​to homeworking​. A performance related pay (PRP) calculator is also available.
How do I decide what is reasonable? ​
An adjustment should be assessed based on the benefit for the employee against the cost to the business. 
What to do next?
If you think that you or one of your team needs a reasonable adjustment;
 Start with a line-manager/employee conversation to discuss the employees challenge (s) and ​possible adjustments. (If the required adjustment is unclear, line managers should contact HRBP's for guidance).
 Document the discussion ​
 Line managers should then request the adjustment(s) with HR Direct by uploading the document.
 
Link to full policy document: https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Policies%20%26%20Guides/ReasonableAdjustmentPolicy.pdf?csf=1&e=cRcE0q
 
​
If you think that you or one of your team needs a reasonable adjustment;
 Start with a line-manager/employee conversation to discuss the employees challenge(s) and ​possible adjustments. (If the required adjustment is unclear, line managers should contact HRBP's for guidance).
 Document the discussion ​
Line managers should then request the adjustment(s) with HR Direct by uploading the document.
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The underlying principle of this policy is that we will, whenever possible, help employees to maximise their contribution through enabling flexible working arrangements. We are committed to: 
 Developing a great place to work where our employees feel valued and we are an attractive employer for  prospective candidates; 
 Creating a modern working environment where our employees are appreciated for their contribution to the  business, rather than time spent at desk, depot, delivery unit or office; 
 Positively supporting employees in balancing their work and home life commitments taking account of business requirements; 
 Helping to increase employee motivation and well-being; 
 Supporting the retention and utilisation of all the talent and experience available in our organisation; 
 Building a more open, diverse and inclusive organisation which is the key objective of Everyone, our diversity and inclusion strategy, and is further supported by our equality, diversity and inclusion policy. 

Why does Network Rail offer flexible working?
Network Rail positively embraces flexible working recognising that employees may wish to balance work and family / home life.
By offering flexible working arrangements we can support employees to manage their working life with other priorities, including looking after children, caring responsibilities, religious observance, returning from maternity or paternity leave, lifelong learning, charity work and any other interests.
What are the types of flexible working?
Types of flexible working arrangements may include, but are not limited to:
 Job sharing – a form of part-time working where two people share the responsibility for a job between them
 Part time working – work is generally considered part-time when employees are contracted to work anything less than                      full-time hours
 Change of shift pattern – employee changes their pattern of work
 Compressed hours – an arrangement in which an employee works his/her contractual hours in fewer than the normal number of days per week
 Home working – an arrangement in which an employee regularly spends time working from home
 
Who can request flexible working?
We will consider requests from all employees regardless of length of service, job status or grade and irrespective of the reason for the request.
How to request flexible working
Network Rail employees should initially speak to their line manager and the submit a written request using the Flexible Working Application Form. The process that follows is outlined both in the Flexible Working Arrangements Policy & Procedure and on the HR Direct website.
Employees should be aware that any agreed changes for a period longer than twelve months will be regarded as permanent change and the contract of employment will be changed to reflect the revised arrangements. If employees reduce working hours, it should be noted that some terms and conditions such as pay, holiday entitlements (including bank holidays) and some benefits (including pension and life cover) will be reduced accordingly. Network Rail Shared Services will advise employees of any changes to their contract.
Link to full policy document: https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Policies%20&%20Guides/Flexible%20Working%20Arrangements%20Policy%20and%20Procedure.pdf?csf=1&e=HIcCS6&cid=dfe509b7-d7f3-486b-bf75-288dd8c3aaab
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Links
Assessing the Risk of Stress in the Workplace - NR/L2/OHS/053 
http://networkrailstandards/StandardHeaderView.aspx?id=25861 
Death in Service/Serious Injury and Procedure—NR/HR/POL/019
https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Forms/AllItems.aspx?id=/sites/myconnect/hr/Documents/Policies%20%26%20Guides/Death%20in%20service%20policy.pdf&parent=/sites/myconnect/hr/Documents/Policies%20%26%20Guides
Domestic Abuse Policy 
https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/D&I/Domestic%20Abuse%20Policy%20final.pdf?csf=1&e=Pf8vCB&cid=b05dd7e1-99f5-4ac7-b362-df61f2f6946a
Equality, Diversity & Inclusion Policy and Procedure—NR/HR/POL/024
https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Policies%20&%20Guides/Equality%20diversity%20and%20inclusion%20policy.pdf?csf=1&e=Qh59nn&cid=9bfbd19f-e92c-4ee8-a9ed-78b690f7c7d0
Family Friendly Policy and Procedure—NR/HR/POL/003
https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Policies%20%26%20Guides/Family%20friendly%20policy.pdf?csf=1&e=Yxm6qU
Harassment Policy and Procedure—NR/HR/POL/006
https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Policies%20%26%20Guides/Harassment%20policy.pdf?csf=1&e=HsEHfM
Individual Grievance Policy and Procedure—NR/HR/POL/007
https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Policies%20%26%20Guides/Individual%20Grievance%20policy.pdf?csf=1&e=czWwfD
Speak Out Policy (Whistleblowing)
https://networkrail.sharepoint.com/sites/myconnect/lcs/Documents/Speak%20Out%20Whistleblowing%20Policy.pdf?csf=1&e=SzmCCE
Special Leave Policy—NR/HR/POL/002
https://networkrail.sharepoint.com/sites/myconnect/hr/Documents/Policies%20%26%20Guides/Special%20leave%20policy.pdf?csf=1&e=DmQDiS
Violence at Work—NR/HR/POL/016
https://networkrail.sharepoint.com/:b:/r/sites/myconnect/hr/Documents/Policies%20%26%20Guides/Violence%20at%20work%20policy.pdf?csf=1&e=hBQsHb
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Course outline

Understand what mental wellbeing is and why it is important

Be aware of potential signs and symptoms of someone with reduced mental
wellbeing

Hold sensitive conversations relating to mental health and wellbeing

Understand what support services are available and how to access them

Understand the support and tools available to line managers
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What is mental health?

“Mental Health is defined as a state of well-being in which every individual realises his or her own
potential, can cope with the normal stresses of life, can work productively and fruitfully, and is able to
make a contribution to their community.” (World Health Organisation)

The concept of ‘wellbeing’ comprises of two main elements:
Feeling good and functioning well.

“There’s no health without mental health.”
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Approximately 1 in 4 people in the UK will
experience a mental health problem each year

Within Network Rail, the total estimated cost of
mental health absence in 2017/18 is £10.5m

25% of mental health absences were attributed to
stress in 2017/18
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In 2016 there were 1,086 suicides in Great Britain

In Great Britain, suicide affects equal numbers of
men and women

The highest suicide rate in the UK is for men
aged 45 — 49 years
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Graffiti wall

Working in two groups, you have a few minutes to...

1. List as many acceptable, neutral and positive words, terms or phrases that you have heard used to
describe someone experiencing mental ill health.

2. List as many negative, judgemental and unacceptable words, terms or phrases you have heard
used to describe someone experiencing mental ill health.
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What is and isn’t a mental health condition?
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Stress, Depression & Anxiety
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What is stress?

“A state of mental or emotional strain or tension resulting from adverse or demanding
circumstances.”

(Oxford Dictionary)

STRESS

“The adverse reaction people have to excessive pressures or other demands placed on
them.”

(Health and Safety Executive)
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Helpful coping strategies — tap working, lets the stress out
Unhelpful coping strategies — tap blocked, so water fills container and overflows
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What are some of the effects of stress in the workplace?
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What is depression?

A persistent sadness or low mood with a range of emotional, cognitive,
physical and behavioural changes.

It impacts on all aspects of a person’s life.

It can range from mild to severe. When it is severe, it increases the risk of
self-harm, substance misuse and suicide.

Depression often co-occurs with other
mental illnesses.
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What is anxiety?

Anxiety is a feeling of unease, such as worry or fear, that can be mild or
severe

When does anxiety become an issue?

* When it lasts longer than ‘normal’ anxiety

* When it impacts upon day to day activities including work, study or
relationships

* When the feelings of anxiety also start to lead into the warning signs for
depression”
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What support do we have within Network Rail?

NetworkRail

Why?
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Group discussion

What would you say are the “red flags”?

The rule of thumb is .... any changes which are enough to raise your concerns are red
flags and should be looked into to see if there is anything else more serious going on
for the individual.
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Signs of emotional distress
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Warning signs

Making leading statements, such as ‘You wouldn’t believe what I've been through’
or ‘It’s like the whole world is against me”

Negative statements about themselves, such as ‘No one loves me’,
or, I'm a waste of space’, even if it sounds like they are joking

A serious drop in work performance

Withdrawal from friends, family or society

Unexplained recovery or putting affairs in order/saying goodbye

NetworkRail
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Having a red flag conversation N

Having a conversation with someone about their mental health is difficult and it’s
completely normal to feel nervous about it.

There are a few things to consider which could make a difficult conversation go as
comfortably as possible (for them and you)...

There are 3 main things to think about before you have the conversation:

1. Approach
2. Listening skills
3. Next steps
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How long will you need?
Make sure that you have the time available
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Where will the conversation take place?
Choose somewhere where the other person feels comfortable and has time to talk
and you won'’t be interrupted
You might need to have the conversation away from your desk...
Go for a walk, sit outside, in a coffee shop...
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What makes a good listener?

NetworkRail
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Questions

Use open questions

Open questions give the other person control over the information that they want to give

You will get more than a “yes or no” answer

Types of open questions

Tell
Explain TED

Describe

Don’t forget to ask them how

Question words.... they are
How? What?
When? Who?
Where? Why?
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feeling low and/or finding it

difficult to cope for a while, What practical help might help?
we should encourage them
to seek help and support. What support networks do they have?

Friends, family, clubs or groups?
Are they getting help from their GP?

It's important to remember What can Network Rail offer?
that whatever option the

person chooses, it has to be
their decision, otherwise it Consider using the Samaritans or other mental health charities

is unlikely to work.

Get help and support from your MHFA’s
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Some useful questions to consider when discussing the next steps

“Have you spoken to anyone else about how you feel?”
“What do you think we should do next?”

“What help do you think would work best for you?”

“Which option do you think we should go for?”

If someone is reluctant to get help

“If it was me in your position, what would you do/say?”
“Is there anyone who you trust that we could speak to?”
“Would you like me to come with you?”

“Would you like me to help you call them?”

“I'm so glad that you've spoken to me because now it means that we can get you the help you need to start feeling
better.”

“Shall we organise another date/time for us to sit down and catch-up?”
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What to do if you’re concerned

If during the conversation you become concerned about the person’s immediate mental
health and well-being there are some things that you can do...

1. Appear confident (even if you don’t feel it) as it will help to reassure the other person
2. Trust your gut instinct

3. Be direct and ask them if they are feeling suicidal and/or have had suicidal thoughts
4. If they say yes, keep listening and remember to ask open questions

5. Remember that you can always ask for support from your MHFA's if the other person
feels ok with that
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CPR

o Current plan
e Ask them if they have a plan
« How? When?

e Prior behaviour
e Ask them if they have had these thoughts/feelings before

« If they have, have they acted on them?
e What helped them last time?

« Resources
« Do they have the means?
« Do they have anyone else they can talk to?
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Sources of support

. MHFA (with their knowledge & resources)

. EAP (0800 358 4858) 24/7

HR

GP

. 999 (if in immediate danger)

. 111 (if not in immediate danger)

. Samaritans 116 123 (24/7)

. Railway Chaplains

. MHFA hub
https.//mhfa.hub.networkrail.co.uk/Pages/NRHome.aspx

CEONOUTNWN =
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Signposting
/ Occupational

Health Services

To provide advice and
recommendations to support
workplace attendance

Early referral is most effective
(before any employee is absent
or as soon as they are absent)

Call: 0330 008 5105

NHS

The NHS website provides
useful information on all
aspects of health & wellbeing.

Search the Moodzone to access
practical advice, interactive
tools, videos & audio guides to
help you feel mentally &
emotionally better.

Website:
www.nhs.uk/conditions/

-

stress-anxiety-depression |

NetworkRail
T

EAP

24/7 confidential advice &
information on a range of
wellbeing related areas

Finances, relationships,
bereavement, stress
management, work pressures,
healthy lifestyle and more.

Call: 0800 358 4858

Manager support: option 5

.
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The NHS website provides
useful information on all
aspects of health & wellbeing.

Search the Moodzone to access
practical advice, interactive
tools, videos & audio guides to
help you feel mentally &
emotionally better.

Website:
www.nhs.uk/conditions/

stress-anxiety-depression
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Are you getting your five a day?

Most us know when we are mentally and physically well, but sometimes we need a little extra support to
keep well.

There are five simple steps to help maintain and improve your wellbeing.

Try to build these into your daily life — think of them as your ‘five a day’ for wellbeing.

DTDDS2D

TRELLDIEN, gl \Jle ,w ‘0o, TRESIMBE EXPERIENCES VW' ""“
FEEL (ONNECTED HOVE YOUR HooD P SoRoRISETOURES Your prcsance
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Network Rail’s commitment

Focusing on protecting our workforce to reduce the impact of
occupational health hazards

e Forming a culture of effective health and wellbeing management
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Our responsibility

Health & Safety At Work etc. Act (1974)

Sections 2,3,4 and 9 = employers must, as far as is reasonably practicable, safe-guard the health, safety
and welfare of employees. Section 7 = employees must take reasonable care of their own health and
safety and that of others who may be affected by their acts or omissions.

Management of Health & Safety at Work Regulations (1999)

10 requirements of the MHSWR - formal risk assessments, information, instruction and training, job
specific training, capability assessments, inter-employee co-operation, further and detailed employee
duties, formal management control systems - the pertinent 7.
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Our responsibility

Equality Act (2010)

The Equality Act legally protects people from discrimination in the workplace and in our wider society. It
covers previous anti - discrimination laws with one single Act. The Act ensures consistency in what
employers and employees need to do to make their workplaces a fair environment and comply with the
law.

It’s overriding premise is reasonableness.

Approved Code of Practice and Guidance

Supplement Acts and Regulations, in order to give guidance on the general requirement which may be set
out in legislation .

Guidance notes are documents issued by the HSE as opinions. They have a ‘quasi-legal’ status rather like
the Highway Code.
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The 6 essentials

Demands

Workplace
pressure
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Reasonable adjustments

* Short term

* Medium term
* Long term

* Unlikely
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Reasonable adjustments

Employers must make reasonable adjustments to make sure workers with disabilities, or physical or
mental health conditions, aren’t substantially disadvantaged when doing their jobs.

Is the adjustment practical to make?
Does the employer have the resources to pay for it?
Will the adjustment be effective in overcoming or reducing the disadvantage in the workplace?

® Will the adjustment have an adverse impact on the health & safety of others?

An employer is not required to change Workers should bear in mind
the basic nature of a job. And if there that an employer only has
be a factor. An employment " h

are times when suggested adjustments to make reasonable

The size of an employer can

tribunal may expect more

e are unreasonable, an employer could adjustments for a worker
from a large organisation

lawfully refuse to make them. However, when it is aware, or could be

e el e s before refusing, it should be sure of its expected to know, they have
may have greater means. St
case. a disability.
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The HR ‘take’

v If absent for more that 4 weeks, consider referral to EAP, Physiotherapy
v Signpost to other relevant support/advice agencies
v Consider adjustments from information on ‘Fit Note’
v' Complete return to work interviews
v" Contact HRSS and set up a file
v Be diligent in recording almost everything — conversations, telephone calls, emails,
meetings informal/formal
v Refer early to OH provider
v' Give as much information for the practitioner:
» use the ‘background details’ or attach separate sheet if necessary
» what adjustments (successful and unsuccessful) have been put in place?
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Making a good referral
Ensure the standard questions are addressed in the appointment and report:
« advice on the health condition(s) and prognosis
« current work capability
« an estimate of return to work date and a return to work plan (if necessary)
« if a return to full duties is unlikely:

o advice on modifications to allow continued employment and duration of
modifications;

o an opinion on disability according to current legislation.
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Wales & Western Wellbeing Discussion Tool
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Wales & Western Wellbeing Discussion Tool

Working in two’s, you have some time to...

1. Complete a Wellbeing Discussion Tool. It can be a real life example of
stress/anxiety/depression in the workplace or something made up.

2. Swap with your partner and complete the Mental Wellbeing Plan. Using your

L

manager skills, plan what you would be able to put in place as support.
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To sum up...

Look out for the signs

How comfortable your employees are about disclosing the nature of their mental health
condition, says a great deal about how seriously you take mental health
Ask for help and use the specialist resources including your MHFA’s

Don’t neglect your own mental health and wellbeing

v
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ONE
thing I will
share with
my team to

improve
wellbeing

TWO
things I will do to improve wellbeing in my
workplace

THREE

things I will do to improve and maintain my own wellbeing





image58.jpeg




image59.png
Optima
@ Hga (th




image60.png
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Employee Search

e —
Select Service Line Select Senvice Employee Search Employee Details

+Employee Search

Please cickon the search button i order toview seorch resufs.

Employee's avaietilty
Note: If you would like to raise a referral for an employee you have not referred previously, please click ‘Next' at the bottom of this screen.

‘you would like to refer for someone you have referred previously, you can use the search function below to find the employee or choose the employee from the
displayed. If you choose a previous employee, their details will be automatically populated within the referral form.

Employee number

Date of Birth
aammiyyy

Summary,

SEARCH
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Home Address
Non UK Address?

Address Search

st the sesrch below <o fnd an sdress from th posicace.
Postcode
Ex: 4855 5HG

Manual Address Entry

Please include the house number/name if entering the address manually.

Address 1+

Address 2

Postcode *

4855 5HG

Work Address
Non UK Address?
Address Search

st the sesrch below <o fnd an sdress from th posicace.
Postcode
Ex: 4855 5HG

House Name/Number
E:10

Enter the houss nams or number  refine the sesrch

Address 3

Address 4

House Name/Number
E:10

Enter the houss nams or number  refine the sesrch

SEARCH

SEARCH





image63.png
5 save DRaFT

Employee’s availability | Referral ID: 3298384

Select Service Line Select Senvice Employee Search EmpiojeeDerals  Employee's availability Referral Details Finance Deails Summary,
Employee's availability
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vBackground and History

s there relevant background and history which may require consideration by the OH practitioner? © *
Yes ONo () Doritknow

vCurrent Duties
Please select current duties*
Cimbing.
Computer/Dispiay screen equipment work
Driving
Handing food
Manual handling & fing.
Nightishifeworking
Otner
Outside work
Prolonged siting
Security desal
Standing.
Telephony Work.
Walking
‘Working with dangerous machinery
‘Optima Health may find it useful to consider other Information when responding to your referral, For Instance, if a ob description is avallable, this may be helpful.

Upload Document(s)
Document. Document Type
No document available.
© Add New Document

+Other Health Related Questions

“The outcome summeary report will aivays include: advice on the heslh condiion(s) and prognoss, current work capalbilty, an estimate of resurn to work date and a resurn to work plan (f necessary), fa resurn to full duties
s unikey, advice on modifications tallow continued, employment, and the duration of such modfications, &n opinion on disablty according to current legislation.

Please specify any additional questions you have
Question

No ftems available

© Add Questions
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5 Save DRAFT

Referral Narrative for Ms x x | Referral ID: 3298384
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Would you ke o add an adcitionsl manager tothis referral? O *
e o
vAbsence Status
Referral Conditions*
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Seremement
Depression
Oosessie Compuisve Disorder
Paric Acaces
Personsissues

Spinal Pain
SoftTissue Injury.

Symproms afecting any joints
TraumaticInjury

Upper Limo Disorders.

other

Unknown

Reason for referral *

—Plesse Selec— -
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Referral Summary for Ms x x | Referral ID: 3298384
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~Referral Details
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vSpecial Instruction(s)

Please tellus about any special requirements that may need to be taken into consideration when booking an appointment.
[ Access Diffcues (e g wheelchair user)

[ Hearing Impairment (e g equires & signer o be present)

[ Speech orlanguage barrer e g requires @ ransator)

[ Learring Difcuties (e 5. unable to communicate efectively without @ compaior)

(] Other communicaton isues (e.g. phobia of using telephone)

vConsent

°

1.1 confirmthat s x xis aware of the reasons for thisreferal

2. 1can confirm that s x x5 aware that acitonal managers may have been added to this referral and wil have access o all elevant informeation.

3. | confirm that s x x5 aware of th possible outcomes.

4. I confirm that s xx arees o atend an Occupational Health (OH) assessment by telephone or facet face, f required.

5. I confirm that s xx arees t an outcome report being writen and s aware that ths will be avalable o alisted managers on thi rferra,

5. | confirm that s xx understands tha thei deail may be provided to 3rd party sub-contracors (whera necessary) purelyfor the purposes of delivering the referra,
7. | understand that the information | provide may be discosed to Ms xx.

5. | confirm that s xx consents to Optima Health contacting them via the methods | have indicated,incuding voicemail where applicabe.

[Cliogree

cancet |[ Back saveasorarr |G
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‘Support for personal and
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Network Rail gives all employees froo access to an Employse Assistance
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