OCCUPATIONAL HEALTH POLICY
1. [image: ]Purpose
The purpose of this Occupational Health (OH) Policy is to ensure the health, safety, and well-being of all employees within the organisation. This policy aims to create a work environment that prioritises the physical and mental health of employees, reduces the incidence of work-related injuries and illnesses, and promotes healthy workplace practices. 

Optima Health are our occupational health provider. 

This policy does not form part of your terms and conditions of employment and may be subject to change at our discretion.

2. Scope
This Policy applies to all Colart employees based in the UK including full-time, part-time, temporary staff and potential employees. It covers all activities and processes related to work functions, including, but not limited to, workplace layout and equipment, organisational practices, and any health-related programs or initiatives. The scope encompasses:

· Management of absences
· Identification and assessment of workplace hazards.
· Implementation of preventive measures to manage identified risks.
· Support for employees’ physical and mental health needs.

3. OH Referrals 
The aim of an OH referral is to find out how best we can support you at work, and to see if there are any reasonable adjustments we need to consider for you. OH, referral will provide a report to you and the HR team which will be discussed with your manager. 

For Colart to make a referral in line with the Medical Records Act 1988 your written/oral consent is legally required. 

The OH Assessments may be done over the phone, via video call, or face to face. Assessments are usually for about half an hour, are counted as paid time, and are scheduled during the working day. You can be accompanied to these assessments by a work friend, or a colleague if you wish, for support.

Assessments are costly and if you do not attend, then usually no more than one further appointment will be made for you, and only if you have a good reason for non-attendance.  Optima Health usually charge us for missed appointments – if you do not attend and do not provide us with a good reason and we are charged, then we will pass this cost on to you.

If you have specific gender, cultural or other needs which you would like considered when attending an OH assessment, you should discuss this with your manager so that your needs can be accommodated where possible.

HR and your manager will write a referral to OH including information such as the requirements of your current role, your sickness absence record, and reasons for absence over the past rolling 12 months.

If you choose not to attend an OH appointment, or if, following the appointment you do not allow Colart to see your OH report, then any management decisions regarding your continuing employment, or any sanctions under our Ill Health Capability policy will be made without the benefit of OH medical advice.

4. Reasons for an Occupational Health referral
The examples listed below are a guide to possible reasons for an OH referral. The list is neither exhaustive nor conclusive and we may refer you to OH for other reasons:

· when your sickness absence level is above the Colart norm please refer to the Sickness Absence policy
· where you have been given a Fit Note and may be fit to work but we need OHS advice on the suggestions made by your GP/specialist
· where there are recurring symptoms leading to significant absences (which may be sporadic)
· on return to work from a major operation or significant period of sickness absence
· on diagnosis of a serious illness or health issue which may affect your ability to fulfil your role
· where there are identified trends/patterns in your sickness absence
· following an accident at work
· to seek guidance on adjustments related to your health condition or disability at your own request.

During periods of long term sickness, or whilst receiving Income Protection Scheme benefits,(please refer to your local handbook to find out if receive this benefit) you will usually be referred at least annually, and often more frequently depending on your health condition. This is to ensure that we receive regular up to date information on your condition and your likely return to work. 

Your line manager will usually have a discussion with you regarding your absence levels or health issues and decide whether it is appropriate to refer you to OH.




5. Report
An OH report will be initially provided to you which will allow you to review and respond to them with any queries/clarifications. Your OH assessor, will then upload your report to their secure, purpose-built online portal for HR to access. 

Your report will be seen on a “need to know” basis only, for example, your manager depending on the issues, and any relevant members of the HR Team. Anyone who sees your report will treat it confidentially.

If, after your initial review of the report, you feel that there is still information that is factually inaccurate then you should let your manager, and the HR Team know so they can raise this with OH team. There is usually no recourse to a second opinion from another OH assessor, unless there are exceptional circumstances.

If at any time you feel there is new medical information or other relevant information to be considered then please discuss this with your manager, as we may need a further OH assessment at that time.

6. New Starter health questionnaires
The employment offer at Colart is conditional, requiring the completion of a New Starter Health Questionnaire. If these conditions aren't met, the offer may be withdrawn without compensation. The New Starter Health Questionnaire is designed to collect crucial health and safety information from all new employees. This helps us identify any specific needs or adjustments to support your health and safety at work. The questionnaire will cover various aspects, including:

· Medical history relevant to occupational health and safety.
· Current health conditions that could affect work performance or safety.
· Requirement for workplace adjustments or special accommodations.
· Overview of past work-related injuries or illnesses.
· Allergies or sensitivities that may be relevant to their position or workplace environment.

7. Confidentially and Support
Any personal information that you give to your line manager or HR about your health, or any disability will be treated in the strictest confidence. You are welcome to discuss any concerns or queries about your health condition or disability with your manager or HR at any time. 

In addition, we offer all employee an Employee Assistance Programme - Help@hand, provided by Unum, is your go-to resource for a range of health and wellbeing services. Whether you need medical advice, mental health support, or assistance with everyday challenges, Help@hand is here to support you. With features like virtual GP consultations, mental health counselling, and physiotherapy, you can access the care you need, when you need it, right from your smartphone. Employee Assistance Programme – Colart Intranet
8. Policy Review
This policy will be reviewed annually and updated as necessary to ensure compliance with legal standards and alignment with company objectives.
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