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Name Occupational Health Pre-employment Screening 
Policy and  Procedure 

Summary This document sets out to provide Occupational Health 
Nurses, NHSGJ Managers, Recruitment and Human 
Resources with the necessary information and 
guidance to ensure that staff recruited to NHSGJ are 
fit and safe for employment.  

Associated documents Access to Medical Reports Act 1988 
Immunisation against infectious Disease (The Green 
Book) 1996 
Equality Act 2010 
Freedom of Information (Scotland) Act 2002 
Data Protection Act 1998 
Control of Substances Hazardous to Health 
Regulations (COSHH 2002) 
Department of Health (2008): Health clearance for 
tuberculosis, hepatitis B, hepatitis C and HIV: New 
health care workers with clinical contact with patients. 
The Management of HIV infected healthcare Workers 
who perform EPP Procedures (2014) 
Reporting of Injuries, Disease and Dangerous 
Occurrences Regulations, 2013 
Department of Health- Occupational Health checks 
2012 
 

Target audience Occupational Health Nurses  
NHSGJ Managers 
Human Resources Department  
Recruitment Department 

Version number Version 5 

Date of this version 01/11/2021 

Review date 01/11/2024 

Name of Approving Committee Partnership Forum 

 
 
Author/Responsible Officer 
 

 
Sharon Docherty  
Occupational Health Clinical Lead  
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Policy development document control panel 
 
 

Policy developer (Author):    Sharon Docherty  
 

Policy developer’s designation: Occupational Health Clinical Lead  
 

 

Is this a new policy?            No                                                    
   

 
If ‘Yes’, why is it required? (e.g. new legislation necessitating Board 
compliance)                                                                                                                              

 
If ‘No’, reason for reviewing current policy: 
(e.g. Policy review date expiring, change in legislation necessitating policy 
amendment) 
Policy review expiry date reached. 
More specific to Occupational Health, NHSGJ Managers, HR, Recruitment  

 
Who has been involved or consulted with in order to develop this policy? 
(i.e. Committees/Working groups, specific individuals, etc.) 
 
Original policy through full organisational committee structure, reviewed by 
Health and Safety Committee, Staff side representatives and agreement 
through Partnership Forum. 
Reviewed by Health and Safety Committee. 
  

 
Has this document been assessed for relevance: Yes 
 

 
Is this document relevant for Full Impact Assessment: No 
 

 
Date of full impact assessment (please attach completed EQIA document on 
submission): N/A 

 
How will this policy be implemented across the Board? 
(i.e. training programme, awareness raising, etc.)  
Policy has been in place since 2006/07, revised version will be highlighted to 
all new employees through induction, and existing employees will have 
access through SharePoint.  
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Document history 
This document is valid on the day it was issued 
 
Document location 
The source of the document will be found on the Staff Intranet and SharePoint.  
 
Revision history 
 
Date of this  
revision 

Date of next  
revision 

Summary of changes marked 

13/05/2010 13/05/2011  
13/05/11 12/05/13  
07/05/2013 07/05/2015  
14/05/2015 14/05/2018  
01/06/2018 01/06/2021  
01/11/2021 01/11/2024 Update to NHSGJ, SharePoint and Staff intranet 

More specific to OH, HR Recruitment and Line Managers  
Awareness of Equality Act 2010  
Widened policy scope 
Redefined recruitment, candidate and oh roles  
Added line manager’s roles and responsibilities  
Added confidentiality statement  
Expanded Immunisations to cover NON EPP procedures  
Changed Hepatitis C/HIV testing 4.8 to EPP and 
expanded explanation 
Hepatitis B surface antigen missing from policy for EPP  
Staff who are not new to healthcare or EPP procedures 
but do not have evidence of IVS BBV serology must have 
this obtained before commencing EPP role.  
Introduced NON EPP procedure description and 
examples  
Introduced Criteria for undertaking Pre employment 
assessment  
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NHS Golden Jubilee (NHSGJ) Values Statement  
 
What we do or deliver in our roles within NHS Golden Jubilee (NHSGJ) is important, but 
the way we behave is equally important to our patients, customers, visitors and 
colleagues. We know this from feedback we get from patients and customers, for 
example in “thank you” letters and the complaints we receive.  
 
Recognising this, NHSGJ have worked with a range of staff, patient representatives and 
managers to discuss and promote our shared values which help us all to deliver the 
highest quality care and service across the organisation. These values are closely linked 
to our responsibilities around Equality. 
 

 
 
Our policies are intended to support the delivery of these values which support 
employee experience. 
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1. Introduction and policy statement 
 
The NHSGJ has a responsibility for the health, safety and welfare of all employees. This 
policy seeks to ensure that job applicants within the organisation are safe and competent 
from a health perspective to carry out the work/duties they will be employed to undertake.  
 
The policy aims to set out the requirements to carry out robust pre-employment health 
assessment to demonstrate health fitness before commencing employment. It aims to 
increase awareness of the Equality Act 2010 indicating that positive action will be taken 
were indicated to consider reasonable working adjustments which provide equal 
opportunities for employment in compliance with the legislation.  
 
2. Scope 
 
The Pre-Employment Health Assessment provides advice to the organisation on a job 
applicant’s fitness to work, providing specific advice on adjustments or modifications that 
can be made to fit the job/workplace to the individual. The procedure applies to all staff 
within the NHSGJ with the definition of all staff including permanent, temporary, bank, 
sessional, rotational and visiting staff as well as all volunteers. 
 
The assessment will consider: 

 Is there a significant health problem? 

 Work capacity: will the illness/physical or mental impairment interfere with their 
ability to do this specific job? 

 Does anything in the job role pose a risk to the candidates’ health and wellbeing? 

 Are there any risks to the welfare or others? 
 
The assessment will identify: 

 Those likely to be at excess risk of potentially developing any work related illness 
or injury from hazardous agents present in the workplace  
 

Recommendations will be made by Occupational Health to ensure that appropriate work 
adjustments or modifications are recommended to accommodate the candidates 
underlying condition, minimise the risk to them, their colleagues and patients if applicable 
and enable them to do their job. Specific advice will be provided on conditions that may 
be considered under The Equality Act 2010.  
 
This process allows individuals to work within the NHS regardless of any physical or 
mental impairment.   
 
3.  Aims and objectives 
 
The identification of any health issues/difficulties at the pre-employment stage will: 
 

 assist in preventing candidates being employed into unsuitable posts; 
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 benefit potential employees who require Occupational Health (OH) support to 
enable them to perform their duties satisfactorily and without potential harm to their 
health; and 

 enable the organisation to comply with relevant legislation  
 
4. Roles and Responsibilities  
 
4.1      The Recruitment Department will be responsible for ensuring that: 
 

 They inform Occupational Health of all potential new staff to be screened 

 Send the relevant pre-employment screening questionnaire to candidates who 
have been offered employment within the organisation, prior to a start date being 
agreed.  N.B It is important for pre-employment checks that candidates document 
where they will be working and in what capacity, 

 Confirmation of fitness for work has been received prior to employment being 
formalised with the job applicant.  

 
4.2 Candidates: 
 

 Candidates offered employment with the organisation are responsible for 
completing the pre-employment Health Questionnaire and returning to 
Occupational Health in a timely manner.  

 Candidates will be required to declare anything that could potentially impact their 
ability to undertake their role. They should be open and honest about their medical 
history and any concerns/limitations they are aware of that may affect them 
carrying out their role safely.  

 Internal candidates who change roles that involve significant changes to their 
contracted duties and responsibilities must undertake a new pre-employment 
health questionnaire and subsequent Occupational Health assessment.  

 
4.3 Role of Occupational Health: 
 

 All NHSGJ staff should complete a pre-employment health questionnaire which is 
assessed by Occupational Health. This will be carried out fairly, objectively and in 
accordance with equal opportunities legislation and good occupational health 
practice. 

 If any positive responses, the candidate must be contacted to discuss. On 
occasions, additional information may be required from the candidate’s 
GP/Specialist. Written consent must be obtained before this can be received. 
Advice can be sought from the Occupational Health Physician if required.  
 

 All new candidates must be added to E-Opas, Occupational Health’s record 
management system. 

 No candidate will be refused employment on health grounds unless expert 
Occupational Health advice has been sought. The candidate should also have the 
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opportunity to discuss issues raised with an Occupational Health Professional, The 
Line Manager and Human Resources or Recruitment.  

 Provide specialist confidential advice to candidate and employer while recognising 
duty to candidate, potential employer, colleagues and patients.  

 Send a fit note to Recruitment informing them of the potential employee’s fitness to 
carry out the position that they have been offered.  
 

4.4 Line Manager  
 

 To ensure that confirmation of fitness to work has been received from 
Occupational Health prior to a start date being issued to the employee  

 It is the line manager’s responsibility to ensure that any new employee that 
requires Occupational Health follow up (as indicated on their fit note) arranges an 
appointment with Occupational Health as soon as is practicably possible after 
commencing employment. Failure to attend could result to a risk to the employee 
or others.  
 

5. Confidentiality  
 

 Nurses, Physiotherapists and Physician working within our Occupational Health 
Service are bound by a Professional Code of Conduct to protect confidential 
information and only use it for the purpose that it was given. Staff will be informed 
and should understand that some information might be made available to other 
members of the Occupational Health Team involved in the provision of the 
Occupational Health service.  

 If it is necessary to disclose “medical” information to a third party, permission will 
be obtained before disclosure.  

 Any disclosure will be documented in Occupational Health records.  
 

6. Equality Act 2010  
 

 NHSGJ embraces and accepts its legal, social and moral responsibility in relation 
to Equality and Diversity. The organisation is committed to delivering equal 
opportunities for all candidates, employees, and the wider community to help 
eliminate all forms of discrimination 

 In all cases the Equality Act 2010 will be considered. The individual will be 
assessed for their ability to undertake duties as stated within the job description. 
When applicable, reasonable adjustments may be advised to ensure that people 
can work within the NHSGJ regardless of their physical or mental impairment 
which may require special advice, equipment or adaptations.  
 
 
 
 

7. Access to Work  
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Access to work provide practical advice and support to disabled people and their 
employers, to help overcome work related obstacles resulting from their disability. As well 
as providing advice and information to disabled people and employers, Access to work 
can: 
 

 Pay a grant 

 Provide specialist equipment to suit individual needs at work  

 Help with travel to and from work 
 
Occupational Health may recommend that a new employee, or an existing employee who 
has developed a disability, may benefit from advantages provide under the Access to 
Work scheme. In all cases, it is the individual employee’s responsibility to contact Access 
to Work to apply for the application from. Occupational Health will:  
 

 Inform the employees manager than an Access to Work recommendation has 
been made  

 Support the employee and the line manager through the Access to Work process 
and when appropriate provide a report to support their application.  

 
8. Immunisations 
 
As a health care worker, staff may be exposed to infectious hazards in the course of their 
work, and in some instances, can also transmit infections to patients. As an employer, the 
NHSGJ recognises its legal responsibility to protect staff from infectious diseases under 
the Control of Substances Hazardous to Health Regulations (COSHH 2002). NHSGJ will 
ensure that immunisations are offered to staff, as appropriate to the occupational risk. 

 
The immunisation requirements can and will change in line with the Department of 
Health’s recommendations. Occupational Health will ensure that they are up to date with 
the changes, and if required, will implement the recommendations. These changes may 
also include the management/support for staff that may have contracted a Blood Borne 
Virus (BBV) and their ability to perform Exposure Prone Procedures (EPP.) 
 
At times, some changes required may need to be approved by the appropriate governing 
bodies within the organisation. Occupational Health will ensure that this is carried out as 
and when applicable.  
 
At pre-employment screening, all clinical staff will be asked about their Tuberculosis, 
Measles/Mumps/ Rubella (MMR) and varicella (chickenpox) status as recommended by 
the Department of Health. If immunisation is required, this will be carried out by 
Occupational Health or alternative arrangements made. 

 
 

9. Tuberculosis 
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As per current government guidance, employees new to the NHS who will be working 
with patients or clinical specimens should not start work until they have completed a TB 
screen health check or have documentary evidence of having had such screening in the 
previous 12 months. If screening is required, this will be arranged by Occupational Health. 
 
If a staff member is required to have screening carried out, their line manager will be 
informed that the employee should not be in contact with any suspected/known TB 
patients and that they should be FFP3 mask fit tested as soon as possible on 
commencing in post. 
 
10. Hepatitis B immunisation 
 
Hepatitis B vaccination is recommended for all healthcare workers who may have direct 
contact with patients’ blood or blood-stained body fluids. This includes staff that may be at 
risk of injury from blood contaminated sharp instruments or at risk from being deliberately 
injured or bitten by patients. 
 
Hepatitis B immunisation will be offered to appropriate staff on commencement of 
employment. If staff have previously been immunised, then documentary evidence of the 
employee’s hepatitis B level is required. Existing and new employees who will or may be 
involved in exposure prone procedures are required to be immunised against Hepatitis B. 
 
Staff may refuse to have Hepatitis B immunisation but must complete a Hepatitis B 
disclaimer form if they do so. 
 
11. Non Exposure Prone Procedures (NON-EPP) 
 
Non-exposure prone procedure clearance (NON-EPP) is for procedures where the hands 
and finger tips of the worker are visible and outside of the patient’s body at all times, and 
internal examinations or procedures that do not involve possible injury to the workers 
gloved hands from sharp instruments and or tissues are considered not exposure prone 
provided routine infection control procedures are adhered to at all times.  
 
Examples of procedures which are non-exposure prone include: 
 

 Taking blood (venepuncture) 

 Setting up and maintaining intravenous lines or central lines (provided any skin 
tunnelling procedure used for the latter is performs in a non-exposure manner i.e. 
without the operator’s fingers being at any time concealed in the patient’s tissues in 
the presence of a sharp instrument)  

 Minor surface suturing  

 In incision of external abscesses  

 Routine vaginal or rectal examinations  

 Simple endoscopic procedures  
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12. Exposure Prone Procedures (EPP) 
 
Exposure Prone Procedures (EPP) are invasive procedures “where there is a risk that 
injury to a healthcare worker may result in the exposure of a patient’s open tissues to the 
blood of the worker. These procedures include those where the worker’s gloved hands 
may be in contact with sharp instruments, needle tips and sharp tissues (spicules of bone 
or teeth) inside a patient’s open body cavity, wound or confined anatomical space, where 
the hand or fingertips may not be completely visible at all times”. 
 
It is important that Line Managers make Occupational Health aware when a job involves 
any exposure prone procedures so that applicants are screened prior to employment. 
Managers must not allow any candidates to start work or training until past fit to 
undertake EPP by Occupational Health. In some incidences when documented and 
validated, evidence of immunity to blood borne viruses is not available, there will be a 
delay in offering an opinion in fitness for work.  
 
Staff required to undertake EPP procedures, as part of their contracted duties will be 
asked to attend Occupational Health before starting work/training, to ensure that they are 
protected against blood borne virus and are not at risk of infecting patients/others with 
serious communicable disease.   
 
At pre-employment, staff who are new to EPP must have serology for Hepatitis B Surface 
Antigen (surface antigen negative or, if positive, e-antigen negative with a viral load of 
103 genome equivalents/ml or less) Hepatitis C (antibody negative, or if positive, negative 
for hepatitis C RNA) and HIV in accordance with current Department of Health guidance. 
Staff who do not new to healthcare or EPP procedures who do not have evidence of 
previous Identity Validated Blood Borne Virus Screening obtained in the United Kingdom 
(UK) must have this obtained before commencing EPP role.  
 
Employees refusing to be Hepatitis B, Hepatitis C and HIV tested will not be given health 
clearance to perform EPPs. 
 
Employees found to be Hepatitis C positive will be advised to seek the appropriate 
treatment from their GP/ specialist clinic. While this treatment is ongoing, the employee 
will not be allowed to undertake EPPs. The employee should also be referred to OH in 
order that the employee can be supported and if required temporarily redeployed. 
 
HIV infected health care workers must meet the following criteria before they can perform 
EPPs:  
 
Either: 
 
a) be on effective combination antiretroviral therapy (cART); and  

b) have a plasma viral load <200 copies/ml. 
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Or: 
 
c) be an elite controller2 (defined as a person living with HIV who is not receiving 
antiretroviral therapy and who has maintained their viral load below the limits of assay 
detection for at least 12 months, based on at least three separate viral load 
measurements) 
 

And: 
 
d) be subject to plasma viral load monitoring every three months; and  

e) be under joint supervision of a consultant occupational physician and their treating 
physician; and  

f) be registered with the UKAP Occupational Health Monitoring Register (UKAP-OHR)  
 
 
The Department of Health also recommends that all new healthcare workers should be 
offered Hepatitis C and HIV testing post immunisation. 
 
Existing staff can also contact the Occupational Health Department and request to be 
Hepatitis C/HIV tested. 
 
If an existing employee is found to be HIV positive, the management of that employee will 
be in line with the Department of Health’s HIV-infected Health Care Workers Guidance on 
management and patient notification. 
 
Blood samples for EPP clearance should be from a UK lab and should be an Identity 
validated sample, e.g. photo driving license/passport. 
 
13. Candidates infected with Blood Borne Viruses  
 
Candidates who infected with blood borne viruses- HIV, Hepatitis B or Hepatitis C will be 
considered using the same criteria which apply to all other applicants.  
  
14. Criteria for undertaking a Pre-Employment Health Assessment  
 
Occupational Health will assess an individual’s fitness and capabilities under the following 
criteria: 
 

 Pre-Employment 

 Pre internal relocation/secondment with the duties or hours have changed 
significantly   

 GJNH Bank applications  

 Staff who have short or temporary contracts and are offered permanent positions  
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 Honorary Contracts  

 Volunteers  

 Work experience  
 
Following assessment, Occupational Health will issue a fitness for work certificate to 
Recruitment. If a candidate is not fit for work in the opinion of the Occupational Health 
Specialist, a letter will be sent to Recruitment advising for this. However, the decision and 
responsibility rests with the recruiting Line Manager.  
 
15. Fitness for Work Certificate  
 
Occupational Health will notify Recruitment the outcome of a pre-employment 
assessment using a fitness for work certificate. This includes the following information:  
 

 Fitness for proposed position 

 Non-EPP or EPP Clearance  

 Any specific adjustments or modifications required  

 Any condition likely to be covered under the Equality Act 2010 

 Any follow up appointments required  
 

16. Statutory compliance 
 
All policies, protocols, guidelines and procedures will comply with the relevant statutory 
requirements, including the following Acts, any subsidiary legislation and subsequent 
amendments: 
 

 Health & Safety at Work Act 1974 

 Access to Work 

 Access to Medical Reports Act 1988 

 Immunisation against infectious Disease (The Green Book) 1996  

 Equality Act 2010 

 Freedom of Information (Scotland) Act 2002 

 Data Protection Act 1998 

 Control of Substances Hazardous to Health Regulations (COSHH 2002) 

 Department of Health (2008): Health clearance for tuberculosis, hepatitis B, 
hepatitis C and HIV: New health care workers with clinical contact with patients. 

 The Management of HIV infected healthcare Workers who perform EPP 
Procedures (2014) 

 Reporting of Injuries, Disease and Dangerous Occurrences Regulations, 2013 

 Department of Health – Occupational Health Checks 2012 


