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	Purpose
	The purpose of this memorandum is to reiterate the policy, process and procedure regarding mandatory medical clearances.  The Personnel Operations Manual (POM) has been revised and includes changes to processes and procedures.
	


	Overview
	Health questionnaires are mandatory and must be completed, submitted and 

approved prior to appointment.  Before an employee may begin the duties of

a civil service position, certain conditions of employment must be met.  One 

condition of employment is a medical clearance.  There are three types of 

medical clearance:
· Essential Functions Health Questionnaire, STD 910

· Health Questionnaire (with Physician’s Report), STD 610

· Functional Ability Health Questionnaire, SPB 2066


	State Personnel Board (SPB) policy
	The State Personnel Board (SPB) dictates that employability of persons in state civil service be based on individual consideration of the applicant’s ability to safely and efficiently perform the essential functions of the position.

The ability to perform safely and efficiently is just one of the considerations for selecting an employee.  Among the criteria for selecting an employee, the hiring authority must:


	State Personnel Board (SPB) Policy (continued)
	· Make a firm job offer

· Provide the employee, if offer accepted, with an essential functions duty statement and the appropriate medical form (STD 910 and/or STD 610 and/or SPB 2066)

· Open an interactive dialogue, if reasonable accommodation indicated; and, if lifting, bending, stooping, etc. is a required repetitive physical requirement of the job, provide a STD 610; also the PL must request the physician complete the “lift test” and attach it to the STD 610 upon return
Failure to appoint an applicant for medical reason shall only take place when any one of the following occurs:

· A medical condition will prevent the applicant from safely and efficiently performing the essential duties of the vacant position and the hiring department is unable to provide reasonable accommodation

· The essential duties or working conditions will, based on medical opinion, significantly and imminently endanger the health or safety of the employee, co-workers or the public

· No reasonable accommodation is available

Completion of the STD 910 and/or STD 610 is mandatory.  The SPB 2066 is an alternative to the STD 910 or STD 610 and is discussed in the POM.

Note: you may revoke an employment offer based on information obtained from the medical examination, AFTER SPB Medical Officer review and comment, if the criteria used are job-related and consistent with business necessity.  BUT, you also must show that even with reasonable accommodation, the individual would be unable to perform the essential job functions.  Further, you may screen out an applicant on the basis of a disability if the individual poses a “direct threat,” i.e., a significant risk of substantial harm to him/herself or others, and the risk cannot be adequately reduced by reasonable accommodation.  Any such revocation must be reviewed and approved by the Office of Human Resources (OHR).


	Clearance forms STD 910 and STD 610
	When making a firm job offer, the hiring supervisor shall provide the prospective employee with a copy of the Essential Functions (EF) Health Questionnaire (HQ) STD 910 and/or the Health Questionnaire (HQ) with Physician's Report STD 610, along with the EF Duty Statement.


	Key requirements
	1. An STD 910, Essential Functions Health Questionnaire (see attachment 2 of the attached document) is required for the following personnel transactions:

· Transfer with change in duties or different classification
· Non-promotional out-of-class (OOC) assignment
· Non-promotional Training and Development (T&D) assignment
· Temporary Authorization Utilization (TAU)
· New hire to state service
· Reasonable accommodation (requested/needed)
· Permissive reinstatement
· Non-industrial limited duty
· Industrial limited duty
· Retired annuitant, if separated more than two years or with a change in duties from prior position
2. An STD 610, Health Questionnaire (with Physician’s Report) is required for the personnel transactions noted in #1 above for the classifications listed at the end of the attached POM section.
3. The Personnel Liaison shall process the health questionnaire (STD 910) and submit the completed “physician’s report” (STD 610) to the State Personnel Board Medical Officer with a copy to the Personnel Specialist for retention in the employee’s medical file.

4. There are numerous classifications that require the Health Questionnaire (with Physician's Report) STD 610.  A list of these classes is contained in the POM section “Mandatory Medical Clearances,” which is released with this memorandum.
5. All classifications require the Essential Functions Health Questionnaire STD 910.


	Listing of STD 610 classes
	On Pages 80.22-80.25 of the POM section “Mandatory Medical Clearances is a listing of classifications that currently require a completed STD 610, which was previous reviewed by all programs.


	Support materials
	The revised Medical Clearances section of the Personnel Operations Manual (POM) is provided with the issuance of this memorandum or located at: http://www.documents.dgs.ca.gov/ohr/pom/Mandatory Medical Clearances.doc 


	Contact for help
	Contact your Personnel Liaison and/or the assigned Classification and Pay (C&P) Analyst for assistance with the Medical Clearances process and or procedures.


	Questions
	If you have any questions regarding the Mandatory Medical Clearances process and or procedures, please contact your C&P Analyst.


MARIA LOPEZ, Personnel Manager

Personnel Operations Section
Attachments
cc:
Personnel Specialists

       C&P Analysts
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