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	MEDICAL REFERRALS

HUMAN RESOURCES/ MANAGEMENT TO OCCUPATIONAL HEALTH



The following information should, if possible, be included in any referral be it for advice in relation to sickness absence (recurrent, short term or long term) or for any other reason.

It is important that the employee is aware of the referral and the reason it is being made.

Name of HR Contact

Address & Contact details

	Name of Employee:
	

	Employee Location:
	

	Date of Birth:
	

	Home Address:
	

	Contact Number:
	

	Job Title:
	

	Start Date:
	

	Line Manager:
	

	Line Manager Contact Details:
	


Additionally it would be helpful to have the following information:-

· How long the person has been employed; type of contract e.g. temporary, part time etc.

· Previous attendance.

· Any other relevant factors e.g. disciplinary issues, relationships, motivational issues, performance etc.

· Any facilities for reasonable adjustments which should include alterations to contract etc.

· Any facility/ willingness to arrange rehabilitation on return to work.

· In some cases you may wish to be advised whether the individual is likely to qualify as having a disability under the Disability Discrimination Act (although this is a legal decision).

· You may also wish to know if, especially in the case of long term absence, the employee would qualify for a recommendation of ill-health retirement.

Long term sickness:
In this case it is very helpful to have information as to the length of absence and anything known about the cause etc.

Recurrent short term absence:
In these cases it is very useful to have a list of all the absences with dates and any known cause.
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