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The New Starter Health Checks Process

Write a job description (JD) and identify (with input from the line manager/Pl) any workplace hazards
in the role which may require specific health assessment by the Occupational Health Services (OHS).
See: Hazards and safety-critical duties checklist.

v

Advertise the role. Where workplace hazards present in the role, ensure the role is advertised subject
to successful candidate undergoing new starter health assessment.

v

The selection process takes place. Successful candidate is offered the job offer subject to all
standard pre-employment screening, including new starter health checks.

v

Recruiting Officer (RO) generates the offer letter, new starter health declaration form and where
applicable, the new starter health questionnaire via CoreHR.

v

RO emails the form(s) to the successful candidate.

v v

Candidate sends the new starter health Candidate sends the new starter health
declaration form to the department guestionnaire to the OHS

v v v

If new starter If new starter Fit for Work Assessments are carried out by

states ‘No’ against
both of the
statements, the
form is filed on
personnel file. No
further action.

states ‘Yes’ against
either of the
statements, the
form is sent to the
OHS and/or the
Staff Disability
Adviser, as
appropriate.

v

the OHS - report sent to RO.

v

All checks passed

A 4

v

Discussions with the OHS and/or the Staff
Disability Adviser take place.

v

Appropriate steps/

adjustments identified and
possible to implement
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Issues identified/
adjustments not
possible

v

New starter may
begin
employment

If candidate may be
unfit for work they
will be seen by the
OHS +/- specialist
advice sought from
the University Staff
Disability Adviser.
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v

HRBP involved in discussions before
proceeding further / allowing employment to
commence.
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