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Train Operator Name:

	From:
	
	To:
	Occupational Health 

	Date:
	
	CC:
	(Insert name of PMA)


REFERRAL TO OCCUPATIONAL HEALTH 

Purpose of form

The purpose of the form is to provide Occupational Health with the information that they require to make a full, well informed medical assessment of the employee’s current health and medical condition in relation to the business context based on the questions that the manager asks. 

Section A – Administrative details 

	1. New or ongoing case
	2. Urgent case and reason for urgency

	
	

	3. Date sent by line manager
	4. Date received by OH
	5. Business Unit

	
	
	

	6. Employee name
	7. Employee number
	8. Job title

	
	
	

	9. Manager’s name
	10. Manager’s contact details
	11. Location of employee

	
	
	

	12. PMA 
	13. PMA consulted on this case
	14. HRS case reference

	
	Yes/No*
	

	15. Start date of current sickness
	16. Medical certificate expiry date
	17. Return to work date

	
	
	


Section B – Case History

	1. Has the purpose of the referral and any subsequent appointment been explained to the employee? (please note: we will not be able to arrange or confirm the appointment unless it has been discussed /explained)

	Yes / No*

	2. Medical case history – please indicate history to date

	

	3. Please indicate below the diagnosis as stated on the medical certificate from the employee’s GP. If there is no medical certificate, please indicate what the employee states they are suffering from

	

	4. Please add anything extra that the employee has said about their condition

	

	5. Medication – please indicate the medication the employee is taking, if known 

	

	6. Please indicate any referral to other OH services or any external counselling being received

	


Section C – Business context 

	1. Brief outline of employee’s current role and responsibilities 

	

	2. Is the employee currently on alternative duties? If they are, how long have they been on alternative duties and what are the alternative duties?

	

	3. Management action to date – please also indicate any work related considerations

	


Section D – Business plan  

	1. Management plan and business considerations

	

	2. What advice/guidance do you want from the Occupational Health advisor?

	

	3. If the Occupational Health advisor thinks that an appointment is required, please indicate when the employee would be unavailable for an appointment

	


	ENCLOSED 

	Essential 

	Medical consent form 
	Yes/No*

	Sickness record (SAP)
	Yes/No*

	Medical certificate 
	Yes/No*

	Job description
	Yes/No*

	Optional 
	

	Accident on duty form 
	Yes/No*

	Medical review notes
	Yes/No*

	Other (please state)
	Yes/No*


*Delete as appropriate
Section E – CONSENT

* Please complete part 1 if you are explaining the purpose of referral to your employee over the phone 

   or part 2 if you discussing it with employee present in which case please obtain their signature at the end of the form.

PART 1 CONFIRMATION

I have obtained _____________________ verbal consent for the report, resulting from this referral, to be sent to me.

                              Employee’s name

In case where appointment is not necessary the employee will be sent a copy of the advice. 

Please indicate the following:


the employee is  happy to receive the report at the same time as  manager / PMA/HR


the employee  would like to see  the report before it is sent to  manager / PMA/HR

	 By email  address:
	     

	
	

	 By post (address):
	     


(NB 48 hours will be allowed for viewing of the report)

If relevant, please indicate the time when employee will not be able to view the report (e.g. away on holiday etc)

· Not available from-   ---------------------   to---------------------- 

Manager’s signature _________________________________ Date ____________________

PART 2 EMPLOYEE CONSENT FORM

Occupational Health Assessment and Report

	First name
	     
	Surname
	     

	
	

	Date of birth
	     
	Employee No.
	     


I confirm that:

1. I agree to an Occupational Health (OH) report being provided to my manager / PMA/HR and

2. I consent to further advice and/or OH reports being provided to my manager / PMA/HR at a later date concerning matters relevant to this referral.

N:B  If you later wish to withdraw your consent, this must to be done in writing to the Occupational Health Service.

The General Medical Council requires an Occupational Health Practitioner to offer to show or provide you with a copy of the report before it is sent to your manager / PMA.  

Do you wish to see a copy of the report?

   NO  – I do not wish to see the report


YES – I am happy to receive the report at the same time as my manager / PMA/HR


YES – I would like to see/receive the report before it is sent to my manager/ PMA/HR

Please indicate how you would like to receive your copy of the report by selecting one of the options below:

	 By email address
	     

	
	

	 By post address
	     


You may be offered a copy of the report (if available) at the time of the appointment. If so please indicate below

   I have been given a copy of the report 

	Employee’s Signature
	     
	Date
	     


Please note: If you choose to withhold your consent employer will still have to form a view but this time without a benefit of medical opinion.
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Please read the following statement to your employee: 

	Employee name:
	


This process has been designed to assess the Train Operator in carrying out their normal duties whilst taking medication for depression.  Our traditional approach has been to medically restrict staff from safety critical activities until they have stopped taking medication.  However, we have now developed a process that – under certain circumstances – may allow a Train operator to resume driving activities whilst continuing to take anti-depressants.

By reaching this stage, the Train Operator has met with an Occupational Health doctor and is regarded as being suitable to participate in the next stage of this process.  

This part of the process returns the Train Operator to their normal working environment and duties with an Instructor Operator for a 7 day trial that is broken down as follows:.

· 2 days shadowing an Instructor Operator to acclimatise back into your normal working environment. 

· 5 days in cab assessment period with an Instructor Operator to cover in service duties, defect handling and a SPAD awareness briefing. 

The purpose of this stage of the process is to reintroduce you to your substantive role and for both you and the Instructor Operator to flag up any issues e.g. in performance or concerns you have regarding returning to your duties.

Both Instructor Operator and Train Operator are required to maintain a daily log book for this period.

Once this has been completed, a meeting will take place with the manager to decide whether the Train Operator can resume driving alone taking into account any restrictions applied and scope to accommodate within the Business. The logbook completed will be reviewed by the Manager at this meeting and then sent to Occupational Health for their review.

If at any stage, serious performance concerns are raised the Manager will seek advice from Occupation Health to determine if this programme can continue or needs to be terminated.

If no performance concerns were raised and no concerns identified during the review meeting or review of the log book the Train Operator will be returned to solo operating duties.

After 4-6 weeks of solo operating the Train Operator will have a review medical with Occupational Health.

It is important that, should there be any change in your medication (dose or type) or in your condition, you inform your manager immediately so that medical advice can be sought. 

You should also inform your manager of when your medication is to be stopped.

Confidentiality:

You have already completed a consent form at Occupational Health giving your informed written permission for Occupational Health to advise you manager regarding the occupational aspects of your condition. The Instructor Operator who will be observing you during the 7 days will not be informed of your diagnosis and you will not be expected to discuss your diagnosis or its treatment with them unless you wish to.

Do you have any questions?

Ask the employee: 

	Do you understand the process as described above?
	
Yes

 No 
(Delete as appropriate) 


I agree to items as outlined in the above briefing document. I understand that if I go through the above process and are deemed as fit for normal duties it is then my role and responsibility to inform my Manager if at any time I have symptoms or changes in relation to my condition which may impact my fitness for duty.

I must also give notice of any plans to alter medication or stop taking it.
	Employee Name
	

	
	

	
	

	Employee Number
	


	Signed
	

	
	

	Date 
	


	Manager  Name:

Signed:


	


Please read the following statement to your employee: 

	Employee name:
	


You have now completed a 7 day Operational assessment period. Your log book has been reviewed by your Train Operations Manager /Train Operations Staff Manager and then by Occupational Health. No performance concerns have been raised during this period and as such you have now been signed off as being fit for your normal Train Operator duties.

You are now being returned to your normal duties where you are expected to conduct all duties as expected of any Train Operator unless any specific restrictions have been applied which you and your Manager would be aware of.

Your performance will monitored and assessed in line with our Competence Management system.

After 4-6 weeks of solo operating you will be required to attend a review medical with Occupational Health. Your appointment details shall be communicated separately.

It is important that, should there be any change in your medication (dose or type) or in your condition, you inform your manager immediately so that medical advice can be sought. 

Ask the employee: 

	Do you understand the process as described above?
	
Yes

 No 
(Delete as appropriate) 


I agree to items as outlined in the above briefing document. I understand it is my role and responsibility to inform my Manager if at any time I have symptoms or changes in relation to my condition which may impact my fitness for duty.

I must also give notice of any plans to alter medication or stop taking it.
	Employee Name
	

	Employee Number
	

	Signed
	

	Date 
	


	Manager Name:
Signed:
	


Occupational Health have reviewed the guidance they give regarding train operators taking certain medications.

As part of this change, eligible train operators will, following OH advice, undertake a 7day operational evaluation period by way of a log book, with an Instructor Operator broken down as follows:

· 2 days shadowing an Instructor Operator to acclimatise the Train Operator back into their normal working environment
· 5 days in cab assessment with an Instructor Operator to cover in service duties, defect handling and a SPAD awareness briefing.
The Instructor Operator’s role is to assess by observing the Train operators performance and maintaining a record of this within the relevant section of the log book on a daily basis. You should observe the Train Operator’s performance and responses/actions within the operational environment.  It is important to be as honest as possible. 

You should also highlight and record details of any incident where you had to intervene in the operation of the train as well as any general comments about the ability of the Train Operator to carry out their role.

Please comment on how the train operator coped with the following tasks:

1. Maintaining concentration throughout the duty length; operating the train to established line speeds and observing signals.  Managing dwell times and PTI appropriately.

2. Boarding and alighting the train from track level.

3. Moving around the track area, in the sidings or depot.

4. Dealing with defects on the train and responding to audible and visual alerts.

5. Carrying out operational procedures and rules.

The log book will also be completed by the train operator concerned for their objective view of how the return to train operating is proceeding.

When the 7 days are completed, the Train Operations Manager/Train Operations Staff Manager will review it and follow the process from there. If at any point during this 7 day process you feel performance concerns need to be raised with the Train Operations Manager/Train Operations Staff Manager prior to the end of this period please do so.

Do you have any questions?

	Do you understand the process as described above?
	
Yes

 No 
(Delete as appropriate) 


I agree to items as outlined in the above briefing document. I understand that I must assess the performance of the Train Operator as listed below and maintain a daily record within the logbook provided for review by the Train Operations Manager/Train Operations Staff Manager after the 7 day process.

If at any time during this period I feel performance concerns must be raise I should do so with the Train Operations Manager/Train Operations Staff Manager.
	Allocated Train Operator name
	

	
	

	
	

	Instructor name
	


	Signed
	

	
	

	Date 
	


	Manager name:

Signed:


	


Operational Logbook For
Train Operators Returning To Normal Duties.
	Employee Name:


	

	Employee No:


	

	Line: 


	

	Depot:
	


Guidelines

Candidate

This Logbook should be kept in good condition and made available to the Instructor Operator/ Assessor or manager when requested.

Enter:

· Name

· Employee number

· Depot

· Ensure the logbook is updated at the end of each day’s evaluation including comments and signatures where required.

On completion of the evaluation it is the responsibility of the candidate to deliver this logbook to the Train Operations Manager’s office. 

Instructor Operators/Assessor

Ensure:

· The assessment pages are completed, signed and dated by the candidate.

· Ensure the logbook is updated at the end of each day’s evaluation including comments and signatures where required.

· Comments and recommendations are provided where necessary.

· All relevant sections are completed before arranging the review.
Train Operator Evaluation Daily Diary 

This section is to be completed on a DAILY BASIS by the Train Operator.  Detail the shift worked (i.e. duty number and destinations visited). It is important to be honest as possible.  In the ‘Comments’ section, please state how you felt whilst operating your train.  How did this compare to your experience of operating a train prior to taking medication?  Were you able to react to events promptly and were you able to maintain concentration?

Please comment on how you coped with the following tasks:

1. Maintaining concentration throughout the duty length; operating the train to established line speeds and observing signals.  Managing dwell times and PTI appropriately.

2. Boarding and alighting the train from track level.

3. Moving around the track area, in the sidings or depot.

4. Dealing with defects on the train and responding to audible and visual alerts.

5. Carrying out operational procedures and rules.

	Day
	Date
	Duty Number and Times 
	Your Comments
	Your Signature

	1
	
	Shadowing only
	
	

	2
	
	Shadowing only
	
	

	3
	
	Train Operator role in-service
	
	

	4
	
	Depot day – Defect handling and SPAD awareness briefing.
	
	

	5
	
	Train Operator role in-service
	
	

	6
	
	Train Operator role in-service
	
	

	7
	
	Train Operator role in-service
	
	


Train Operator Name:

Signature:
Evaluation Daily Diary – Instructor Operator Observations

This section is to be completed on a DAILY BASIS by the Instructor Operator making reference to the Train Operator’s performance and responses/actions within the operational environment.  It is important to be as honest as possible. 

Please also record details of any incident where you had to intervene in the operation of the train as well as any general comments about the ability of the Train Operator to carry out their role.

Please comment on how the Train Operator coped with the following tasks:

6. Maintaining concentration throughout the duty length; operating the train to established line speeds and observing signals.  Managing dwell times and PTI appropriately.

7. Boarding and alighting the train from track level.

8. Moving around the track area, in the sidings or depot.

9. Dealing with defects on the train and responding to audible and visual alerts.

10. Carrying out operational procedures and rules.

	Day 
	Date
	Duty number and times
	Comments
	Name
	Signature

	1
	
	Shadowing only
	
	
	

	2
	
	Shadowing only
	
	
	

	3
	
	Train Operator role in-service
	
	
	

	4
	
	Depot day – Defect handling and SPAD awareness briefing.
	
	
	

	5
	
	Train Operator role in-service
	
	
	

	6
	
	Train Operator role in-service
	
	
	

	7
	
	Train Operator role in-service
	
	
	


Review Meeting with Train Operator

This section is to be completed by the Manager undertaking the review.  

Please discuss with the Train Operator how they coped with the following tasks:

1. Maintaining concentration throughout the duty length; operating the train to established line speeds and observing signals.  Managing dwell times and PTI appropriately.

2. Boarding and alighting the train from track level.

3. Moving around the track area, in the sidings or depot.

4. Dealing with defects on the train and responding to audible and visual alerts.

5. Carrying out operational procedures and rules.

	General Comments from the Review Meeting 

	


Manager name:

Signature:

Train Operator name:

Signature:

Review of Evaluation Logbook
Train Operations Manager

I have reviewed the information and I am satisfied / not satisfied* that the process has been completed correctly. 

	Name:


	

	Signature:


	

	Date:


	


The log book was sent to Occupational Health on:
[image: image3]
Occupational Health
I confirm that I have reviewed the content of this Logbook with the Train Operator and my comments will be made known to the Train Operations Manager.

Arrangement will be made for an Occupational Health review in 4 -6 weeks and confirmed details sent to the Train Operations Manager.
	Name:


	

	Signature:


	

	Date:


	


[image: image4]
Train Operation Manager

The report from Occupational Health is attached. 

	Train Operator is able to return to solo train operating duties

	

	Train Operator is unable to return to solo train operating duties

	

	Date:



Log Book and Occupational Health report to be added to the employee’s personal file.

Following return to full duties a follow up medical will be arranged within 4 – 6 weeks and release arranged to enable attendance.
Who will say I am fit to be on my own?

Occupational Health will say you are after reviewing the log book.

How will I be assessed?

You will first spend two days shadowing an Instructor Operator to re acclimatise and then be assessed over a five day period with an Instructor Operator through their observations and questions and your own feedback followed by a review of the log book. 

What happens if I have an incident?

An incident would be dealt with as it is normally dealt with.

What if I fail the assessments?

You would be referred back to Occupational Health for further advice. 

What if I am not deemed suitable for this?

Alternative options would be considered these would include Temporary Alternative Duties/ Redeployment/Medical Termination.

What if I feel my symptoms are coming back? Or I am told I can come off the medication or increase or reduce it?

You must report any changes to your Manager immediately who will seek advice from Occupational Health and you may be referred back to them if required. 

Do I have to do this if I don’t feel confident or well enough? 

No you don’t, you will be dealt with under the usual Attendance Management procedure. 

Will the Instructor Operator know why I am with him will he know why I was off?

We will inform them you are resuming duties whilst taking medication but not the reason why. It is your decision if you wish to inform them of this or not.

Am I entitled to have my Union Representative with me?

No you are not entitled to Representation at any part of this process.

Can I still attend counselling?

Yes you can still attend Counselling sessions.


How are Cases raised?

They are raised via the usual methods such as TAM and Occupational Health referrals.

Is this process for current cases of people on anti depressants?

This is for new cases or those who have been on medication for 3+ months (Not 6-8 months)

Is there a requirement for Train Operators to participate?

No but they should be encouraged to.
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