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TITLE

Health Assessment.

OVERVIEW

The Uniting Church in Australia Synod of NSW and the ACT (the Synod) is committed to providing and maintaining a safe working environment and ensuring that employees and others in the workplace are not exposed to occupational hazards, disease or injury.  Consistent with this commitment, the Synod advocates the implementation of a health assessment program supported by professional occupational health resources to:

· determine an individual’s ability to safely perform the inherent requirements of an employment position or job for which they have applied

· identify pre-existing medical conditions of applicants to ensure that those recruited will not expose themselves or others to unacceptable risk

· assist (where appropriate) with the identification of any reasonable work related adjustments.

SCOPE/APPLICATION

This procedure applies to:

· all prospective employees of the Synod at the pre-employment stage of the recruitment process

· existing employees being promoted or transferring to a new position which requires a change in the type of occupation or work environment

· existing employees to determine continuing fitness for work

DEFINITIONS

Occupational Health Service 

An Occupational Health Service is defined as either:

· a facility located at a workplace or a workplace nominated service covering a local geographical region

· an external service nominated by a workplace

· a person appointed by an entity as an occupational health resource

Workplace Nominated Health Practitioner (WNHP)

· Registered Medical Practitioner with recognised post graduate qualifications in Occupational Medicine

· A qualified Physiotherapist or Occupational Therapist with post graduate experience in conducting workplace health assessments

RELATED DOCUMENTS/FORMS

	Consent to Disclose Medical Information

	Health Assessment Request

	Key Task Intensity List

	Health Assessment Advice

	Application for Employment

	Model Procedure Implementation Audit

	Medical Records Work Health Model Procedure

	Hearing Conservation Work Health Model Procedure

	Return to Work and Rehabilitation Work Health Model Procedure


REFERENCES & LINKS

	Current Work Health and Safety legislation as applicable to NSW & ACT

	Anti-Discrimination legislation

	Disability Discrimination legislation

	Privacy and Personal Information Protection legislation


ROLES & RESPONSIBILITIES

Manager

· Ensure compliance with the requirements of this procedure

· Ensure the Key Task Intensity List accurately:

· reflects the task frequency and physical capability requirements for the type of work of the position in question

· outlines the potential risk factors associated with the role

Applicant/Employee

· To fully and truthfully disclose to the Workplace Nominated Health Practitioner (WNHP), information relating to any past or concurrent health condition which may affect their ability to perform the full duties of the job they are seeking to undertake

Workplace Nominated Health Practitioner

The services of a WNHP shall be utilised to conduct Health Assessments.  Where geographical restrictions limit access to such specialist services, a local medical practitioner shall be nominated in consultation with Workplace Safety Services.  

An Occupational Health Service shall be identified to provide professional support for each health assessment program via liaison with Workplace Safety Services.  

The role of the WNHP is to:

· fully understand the genuine and reasonable job requirements and the capacities required to perform them 

· assess the inherent requirements of the job using the Key Task Intensity List provided

· assess the applicant’s current fitness to perform the inherent requirements of the position

· advise on any reasonable adjustments necessary for the applicant to be employed in the position

· take into account legislative obligations under Anti-Discrimination legislation and Disability Discrimination legislation

· forward a recommendation based solely on the individual’s capacity to perform the inherent requirements of the job rather than a medical diagnosis

PROCEDURE

The health assessment procedure is designed to ensure that:

· the physical capacities of the person are appropriate for the role for which they are applying or are currently employed

· a person’s fitness for work is determined through the assessment of past or concurrent medical conditions and employment history, and any pre-existing conditions will not be aggravated or exacerbated by the prospective employment tasks

· the applicant, if appointed, does not compromise the well being of, or pose a risk to, the health and safety of either themselves or others in the workplace

· any health effects from exposure to specific chemical or physical agents in the workplace are detected at an early stage

Health Assessments take into consideration the position for which the applicant has applied in relation to:

· task intensity 

· a functional assessment of the applicant’s physical ability to undertake the tasks required to fulfil the inherent requirements of the position

· a medical, and where it is deemed appropriate, a psychological evaluation, intending to:

· ensure that an employee’s appointment in a role would not compromise the well being of, or pose a risk to, the health and safety of themselves and/or others in the workplace, and 

determine whether the role which they are undertaking, or about to undertake, is appropriate. 

Pre-Employment and Job Transfer Health Assessments

The recruitment process is by nature, discriminating, aimed at recruiting the best person for the job, on merit and capability.  However, all decisions must be made lawfully by appropriately informed and qualified people to ensure that:

· those recruited can safely perform the inherent requirements of the job work for which they have been employed, and

· they will not expose themselves or others in the workplace (including co-workers) to unacceptable risk.  

Managers have no right or responsibility to obtain confidential medical information or to make decisions relating to medical conditions or disabilities.  Whilst this does not provide a guarantee of no claims of unlawful discrimination on the grounds of an applicant’s disability, the Synod is able to demonstrate that:

· a rigorous process exists to assess risks in relation to the proposed appointment

· decisions can be justified as being made by an appropriately informed and qualified Physician

· all reasonable steps were taken to ensure that managers responsible for recruitment, were not in possession of medically related (or disability related) information which could have unlawfully influenced any decision made in relation to an appointment.  

A pre-employment health assessment shall be performed on all prospective employees including casual employees prior to any offer of employment.

A job transfer health assessment shall be performed prior to transfer to a position which involves a change in work location, hours of work, physical demands or chemical exposures other than transfers within office environments; and/or prior to transfer to jobs where specific exposures may occur or health considerations apply.

The procedure for both Pre-Employment and Job Transfer Health Assessments is as follows:

· The manager responsible for recruitment of the position completes the:

· Relevant sections of the Key Task Intensity List and 

· Request for Health Assessment form

The Key Task Intensity List must detail the task requirements and duties of the position and provide sufficient descriptive narrative to thoroughly inform applicants and nominated Workplace Nominated Health Practitioners (WNHP) of the work activities to be undertaken.  The Key Task Intensity List must reflect task frequency and physical capability requirements for the type of work and outline potential risk factors associated with it.  This will enable the WNHP to assess the applicant’s suitability to safely perform the inherent requirements of the position. 

· The Health Assessment Information for Applicants form is provided to applicants at the employment application stage, either in sheet form or as part of an WHS inclusion in an application form.   Signed agreement of the applicant is required.

· The applicant completes the:

· Health Assessment Information for Applicants declaration, and 

· Consent to Disclose Medical Information form 

· The Workplace Nominated Health Practitioner (WNHP) conducts the Health Assessment and then completes the:

· relevant section of the Key Task Intensity List
· Health Assessment Advice form

The recommendations of a person’s suitability for placement or transfer shall be provided in writing by the WNHP to the recruiting manager using the above forms.

Fitness for Work Health Assessments

Three types of health assessments fall under this category:

1.  Fitness for Work 

Health assessments shall be performed to:

· determine a person’s fitness to return to work, following a period of one week incapacity (either work related or non work related), as a result of illness or injury (Refer to Rehabilitation MP).

· assess a person’s continuing fitness to perform a specific job.

Consideration should also be given to the following situations:

Chronic Illness:

Periodic health assessments may be required for employees suffering from chronic illness or injury to ensure that the illness or injury is not aggravated by work, or the safety of the employee or others is not compromised, eg:  heart disease, diabetes, etc.  (Refer to Rehabilitation MP).

Fork Lift Drivers:

Fork Lift Drivers health assessments shall be performed:

· Prior to workplace sponsored fork lift license training

· Post accident where the drivers fitness may have been a factor

· After consultation with a WNHP where there are reasonable grounds to suspect the presence of a medical condition which may compromise the ability of the employee to safely perform their work

Food Handlers:

A health assessment on food handlers shall be performed:

· Upon return to work following a gastro intestinal or infective illness or an illness following travel overseas.

· After consultation with a WNHP, where there are reasonable grounds to suspect the presence of a medical condition which may compromise the employee’s ability to handle food.

2.  Periodic Assessments

Periodic health assessments shall be performed to:

· monitor a person’s exposure to specific chemical or physical agents

· assess a person’s continuing fitness to perform a specific job
Consideration should be given to the following:

Physical Agents - Noise:

Audiometry shall be performed at pre-employment and thereafter at two-yearly intervals for employees potentially exposed to noise levels greater than the daily average exposure limit (refer to Hearing Conservation MP).  More frequent examinations may be required on clinical grounds determined by a WNHP.

Audiometry and assessments by a WNHP shall be performed where an employee has been exposed to an acute episode of noise, ie:  in excess of the acute exposure limit (refer to Hearing Conservation MP), (eg: an unprotected exposure of an employee to explosive power tool in a confined space).

Chemical Agents:

The requirements for biological and health effects monitoring are determined by factors including the level of exposure, the availability of established monitoring techniques and the requirements of legislation.

The advice of Workplace Safety Services should be sought to determine the monitoring requirements of individuals exposed to:

· Lead

· Respiratory Irritants, eg: chlorine, ammonia

· Respiratory Sensitisers, eg:  formaldehyde

Prior to a Periodic Health Assessment, the relevant manager shall complete a Key Task Intensity List for each employee.

The WNHP shall provide written advice to the workplace indicating the suitability of the employee to continue in their current position.

3.  Assessment on Request
A health assessment may be requested by an employing entity after consultation with Workplace Safety Services where there are reasonable grounds to suspect the presence of a condition which may be aggravated by work or may compromise the safety of the employee or other persons at the workplace.

Outcomes of the Health Assessment

Where the applicant is a prospective employee and is considered ‘fit’ for the proposed position based upon the results of the health assessment, the applicant may be offered employment provided all other assessment tools have been completed.  These include completion of Application for Employment, interview, reference checking, and so on.  (Refer to Recruitment and Selection procedure).

Where the applicant is a prospective employee and not considered ‘fit’ without restriction for the proposed position based upon the results of the assessment, the Synod is under no obligation to provide reasons to the applicant as to why an application has been unsuccessful.  They applicant shall be advised in accordance with standard recruitment procedures.

Where the applicant is a current employee seeking a transfer or promotion within the Synod, and is considered unfit for the proposed position based on results of the health assessment, the decision to decline the offer of transfer shall be communicated to the applicant by the recruiting manager.  At the employee’s request, further information regarding the health assessment may be communicated to the employee by the WNHP.

Where specific restrictions are recommended, consideration may be given to the feasibility of modifications to the proposed position to accommodate such restrictions.  Consideration shall also be given to any future position the person may reasonably be expected to fill.

Where the applicant is accepted based upon modification to the position tasks:

· Details of such modifications and their reasons shall be communicated and confirmed in writing to the appropriate manager and new employee by the WNHP

· A written procedure must be developed to specify the process which is to be undertaken, should an occasion arise, where the employee is required to undertake work outside the scope of the original modifications of the position

· Details of the procedures, restrictions and modifications shall be kept on record in the employee file and WHS records

Medical Records

All health assessment records shall remain confidential and retained by the WNHP.  All personal and medical information provided by prospective and existing employees shall be managed in accordance with the Information Privacy Principles outlined in the Privacy Act legislation.

Medical details contained in health assessments shall not be disclosed without the employee's written informed consent unless a court order applies or disclosure is specifically required by legislation.  (Refer to Medical Records MP).
Where there are reasonable grounds to suspect the presence of a condition which may be aggravated by work or may compromise the safety of the employee or other persons at the site, consent will be sought by the WNHP to disclose essential information to the relevant manager.  Where consent is refused by the employee, advice (excluding confidential medical information) regarding work restrictions will be provided to management.
FURTHER ASSISTANCE

	Contact:
	Workplace Safety Services

	Telephone:
	(02) 8267 4242 or (02) 8267 4467

	Email Address:
	wss@nsw.uca.org.au


VERSION CONTROL

	Procedure:
	Health Assessment Work Health Model Procedure
	Version:
	4
	Approved by:
	WSS

	Creation Date:
	12/09/06
	Last Revised:
	24/10/10
	Revision Dates:
	15/05/08; 23/10/08; 31/07/09


MODEL PROCEDURE IMPLEMENTATION AUDIT

The purpose of this Implementation Audit is to:

1. ensure that all of the appropriate elements of this procedure have been communicated to relevant employees and/or other stakeholders and that their competency / understanding has been confirmed.

2. enable Managers to undertake an internal self assessment audit to confirm that the appropriate elements of this procedure have been implemented.   Should there be any remarks/notes relevant to the audit, these should be included at the bottom of the checklist in the space provided.

When completing this checklist, use a tick (() to indicate confirmation/compliance.

Work Health Model Procedure: Health Assessment 

	Site/Workplace Name
	
	Date
	     /       /


	Key Points
	Employee/Stakeholder Competency Confirmed
	Model Procedure Implementation

	01
	Has an Occupational Health Service been identified to support the implementation of this Model Procedure? 
	
	

	02
	Have pre-employment health assessments been performed on all prospective employees?
	
	

	03
	Have job transfer health assessments been performed in accordance with the procedure?
	
	

	04
	Have Return to Work health assessments been performed in accordance with prudent rehabilitation practices
	
	

	05
	Have periodic health assessments for continuing fitness to perform a specific job been performed?
	
	

	06
	Have periodic health assessments for exposure to specific chemical or physical agents been performed?
	
	

	07
	Have health assessments on request been performed where there are reasonable grounds to suspect the presence of a condition which may be aggravated by work?  Has a Workplace Nominated Health Practitioner been consulted?
	
	

	08
	Are there secure arrangements in place to keep medical records confidential?
	
	

	09
	Has written permission been given to disclose medical details on all occasions prior to anyone undertaking discussion with treating medical practitioners?
	
	


	Internal Audit Remarks/Notes

	Key Point No
	Comments

	
	

	
	

	
	


	Completed by:

	Name
	
	Signature
	
	Date
	     /       /


HEALTH ASSESSMENT INFORMATION FOR APPLICANTS

The Uniting Church in Australia - Synod of NSW & ACT takes seriously its responsibility to ensure that people recruited for employment are suited to the position and type of work for which they have applied.  A confidential Health Assessment is one of a number of assessment tools used in the recruitment process to assist in making a selection decision.  

A pre-employment health assessment shall be performed on prospective employees, including casuals, prior to any offer of employment.
A job transfer health assessment shall be performed for current employees prior to the transfer to a position which involves a change in work location, hours of work, chemical exposures or physical requirements other than transfers within office environments.
A Health Assessment shall be conducted by a Workplace Nominated Health Practitioner (WNHP) and may involve medical examination.  The health assessment procedure is designed to ensure that:

· the physical capacities of the person are appropriate for the role for which they are applying or are currently employed

· a person’s fitness for work is determined through the assessment of past or concurrent medical conditions and employment history, and any pre-existing conditions will not be aggravated or exacerbated by the prospective employment tasks

· the applicant, if appointed, does not compromise the well being of, or pose a risk to, the health and safety of either themselves or others in the workplace

· any health effects from exposure to specific chemical or physical agents in the workplace are detected at an early stage

Health Assessments take into consideration the position for which the applicant has applied in relation to:

· task intensity 

· a functional assessment of the applicant’s physical ability to undertake the tasks required to fulfil the inherent requirements of the position

· a medical, and where it is deemed appropriate, a psychological evaluation, intending to:

· ensure that an employee’s appointment in a role would not compromise the well being of, or pose a risk to, the health and safety of themselves and/or others in the workplace, and 

· determine whether the role which they are undertaking, or about to undertake, is appropriate. 
Prior to the assessment, applicants will be provided with a copy of the Key Task Intensity List (in conjunction with a Position Description already provided at interview) which will outline duties of the job for which they are applying.  Applicants are asked not to provide medical information now.  However, during the assessment they will be asked by a WNHP to disclose the following information:

1.
In the past, has there been any medical condition or period of incapacity, which extended beyond one full week, when you were unable to perform the full duties of the job for which you were employed?

2.
Do you currently have, or have you ever had, any medical condition or incapacity that may, in anyway, prevent you from fully performing the duties of the job for which you are applying?

Health Assessment records shall remain confidential and are retained by the WNHP.  All personal and medical information provided by prospective and existing employees shall be managed in accordance with the Information Privacy Principles outlined in relevant Privacy Act legislation.

Prospective employees have a duty of disclosure to declare any pre-existing condition and/or hazardous exposure which may influence their ability to undertake the duties of the position for which they have applied or which may affect their health and safety or that of others.  

All applicants agreeing to participate in the health assessment must complete the Consent to Disclose Medical Information form.

DECLARATION

I agree / do not agree to participate in the health assessment and answer fully and truthfully all questions asked?

Name of Applicant
…………………………………………………………………….

Signature of Applicant
…………………………………………………………………….
Date ……/……/……

CONSENT TO DISCLOSE MEDICAL INFORMATION
I, (name), …………………………………………………………………………………………………………….

of (address) …………………………………………………………………………………………………………

hereby authorise Workplace Nominated Health Practitioner (name) …………………………………………

to disclose essential information relating to my health assessment for the position of 

…………………………………………………….….....................................................................................

to the Synod of NSW & ACT for the purpose of determining my suitability for the above mentioned position.

	Signed
	……………………………………………………………….
	Date
	……/……./…….

	
	
	
	

	
	
	
	

	
	
	
	

	Witness
	……………………………………………………………….
	Date
	……/……./…….


HEALTH ASSESSMENT REQUEST

	To (Workplace Nominated Health Practitioner name)
	

	Fax Number/Email Address
	

	Date of Request
	


The Synod of NSW & ACT is serious about its responsibility to ensure that potential employees and existing employees are suited to the position and type of work for which they have applied/employed.  Accordingly, our selection process requires applicants to participate in a Health Assessment.

Please conduct a health assessment for the following applicant/employee:

	Name
	

	Position Applied
	


	Type of Health Assessment required:
	
	
	Pre-employment
	
	
	Transfer
	
	
	Fitness for Work


	Additional Assessment:
	
	
	Audiometric Assessment
	
	
	Blood/lead level test


Attached is a Key Task Intensity List for the above mentioned position which outlines the duties and the physical requirements relevant to the role which should be taken into account.
During the health assessment, please ask the following questions:

1.
In the past, has there been any medical condition or period of incapacity, which extended beyond 1 full week, when you were unable to perform the full duties of the job for which you were employed?

2.
Do you currently have, or have you ever had, any medical condition or incapacity that may, in any way, prevent you from fully performing the duties of the job for which you are applying?

Applicants have been asked to state on our Application for Employment form whether they agree to participate in the health assessment and answer fully and truthfully all questions asked.  You will only be sent applicants who have agreed to do this.

NOTE: This health assessment will not be the sole deciding factor to determine the success of an application for employment.

Should you have any queries or require clarification about the requirements of this position please contact:

	Name
	

	Position Title
	

	Telephone Number
	

	Fax Number/Email Address
	


Following the assessment, please advise of the applicant’s fitness for the above position by forwarding the attached completed Health Assessment Advice form and Key Task Intensity List, to:

	Name
	As above or

	Position Title
	

	Fax Number/Email Address
	


Thank you for your assistance

SYNOD OF NSW & ACT 

KEY TASK INTENSITY LIST

For use by Workplace Nominated Health Practitioner (WNHP) conducting Assessment

	Name of Applicant/Employee
	

	Location
	

	Department
	

	Position Title
	

	Brief Description of Position


	

	Name of Manager Approving Key Task Intensity List:
	


	Assessment performed by WNHP
	

	Date of Assessment
	
	WNHP Signature
	


The following is a list of the inherent task requirements of the above position.

The relevant manager has rated the frequency of the tasks as either:

A – less than 1/3 of the time on the job

B – 1/3 to 2/3 of time on the job, or

C – more than 2/3 of time on the job

Doctor, please assess the individual’s ability to perform tasks listed below using the following rating scale:

1 – Capable of performing the task

2 – Capable of performing the task using a modified technique

3 - Capable of performing the task with some modification or special equipment

4 - Capable of performing the task but at significant risk of future injury

5 – Not capable of performing the task

	Key Tasks
(delete or specify as required)
	Frequency Rate

(A, B, C)
	Rate

1 - 5
	Comments

	
	For use by Manager
	For Use by WNHP/Doctor

	Lifting or carrying ……… kgs

Dimensions ………………….

1 person/2 person involvement
	
	
	

	Repetitive bending
	
	
	

	Reaching or stretching above shoulders
	
	
	

	Twisting body
	
	
	

	Pushing and pulling movements
	
	
	

	Repetitive movement
	
	
	

	Walking or standing
	
	
	

	Climbing – steps, ramps, ladders
	
	
	

	Sitting at desk
	
	
	

	Keyboard/computer operation
	
	
	

	Driving/operating forklift
	
	
	

	Sitting in car driving
	
	
	

	Exposure to chemicals (specify)
	
	
	

	Exposure to fumes/dust (specify)
	
	
	

	Exposure to heat (specify)
	
	
	

	Other exposures or physical tasks


	
	
	


Note to WNHP

Please return this form with the completed Health Assessment Advice form.

HEALTH ASSESSMENT ADVICE

As requested by the Synod of NSW & ACT, a Health Assessment has been conducted on …./…../….. to determine the suitability of 

(name) ……………………………………………………………………. ……………………………………..……………….

to undertake the position of …………………………………………………………………………….……………………….

Type of Health Assessment requested:

	
	
	Pre-employment
	
	
	Job Transfer
	
	
	Fitness for Work

	
	
	
	


During this examination the following questions have been asked of the applicant/employee:

1.
In the past, has there been any medical condition or period of incapacity, which extended beyond 1 full week, when you were unable to perform the full duties of the job for which you were employed?

2.
Do you currently have, or have you ever had, any medical condition or incapacity that may, in any way, prevent you from fully performing the duties of the job for which you are applying?

An audiometric assessment has/has not been included in this health examination.  Where an audiometric assessment has been included, the results indicated normal hearing/possible hearing loss.

To assist in this assessment, the attached Key Task Intensity List has been considered and the applicant’s overall physical suitability for this position is assessed to be:

	
	
	Fit and unrestricted for the position for which they have applied


	
	
	Fit for the position for which they have applied with the following restrictions / modifications



…………………………………………………………………………………………………………………………….


…………………………………………………………………………………………………………………………….

	
	
	Unfit for the position for which they have applied.


Yours sincerely

………………………………………………………………………..


......../……../……..


(signature)







(date)

Note to WNHP:

· Please discuss any potential workplace exposure which may be particularly hazardous for this person, with the person nominated in the Request for Health Assessment form

· Please return this form with the completed Key Task Intensity List to the contact person in the Request for Health Assessment form
Uniting Church in Australia


The Synod of NSW and ACT
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