Record Transfer Document
This email explains how we will manage the transfer of your employees’ occupational health records, and how you can make the process as smooth and compliant as possible for your organisation. It also sets out the roles and responsibilities during this process.
Next Steps
Please provide us with the following details of your previous occupational health provider so that we can begin arranging the transfer directly with them:
Provider name
Provider email address
Any policy or account number associated with your account
Responsibilities
It is your responsibility as the employer to ensure that either:
Employees have been informed and their consent obtained regarding the transfer of their records, or
Where consent is not obtained, you have determined that another lawful basis under the UK GDPR applies to the transfer.
We are guided by the Society of Occupational Medicine and the ICO-approved trade sector Code of Practice for occupational health and wellbeing services in the UK. This advises:
“An employer does not need the consent of their employees when transferring occupational health data between OHS providers; however, it is best practice for the employer to communicate the identity of the new OHS before the transfer takes place. The employer should also explain what type of data is being transferred and why, and be transparent in informing data subjects how they can contact the new OHS as a separate Data Controller. Data subjects may include job applicants, current employees, and former employees.”
Employee Communication
We strongly encourage you to write to all employees whose records are currently held by your existing provider. A suggested template is below:
PRIVATE AND CONFIDENTIAL
Dear [Employee],
We are writing to let you know that we have appointed Latus Group (UK) Ltd as our new Occupational Health Provider. More information about Latus Group can be found at www.latusgroup.co.uk
All occupational health records currently held by our previous occupational health provider will be transferred to Latus Group. These records will be held securely and confidentially, in the same way that your GP or a hospital would hold your medical information.
Latus Group (UK) Ltd is certified to ISO 27001:2013 and takes data protection and information security extremely seriously. Your information will always be handled with confidentiality and integrity.
Your occupational health file may typically include:
Medical questionnaires completed during the recruitment process
Results of health screening and surveillance assessments
Notes from consultations with occupational health clinicians
Occupational health reports provided to your employer
GP or specialist reports, where you consented for these to be obtained during recruitment or employment.
If you are uncomfortable with, or object to, your records being transferred to Latus Group, please contact [insert employer contact name/email] no later than [insert date – we suggest allowing three weeks].
Kind regards,
[Employer contact name]
Objections
If any employee objects to the transfer, please notify both Latus Group and your previous provider as soon as possible and within 14 days of receiving the objection. Please also advise how you wish to proceed with these records.

