
  

  

 
 

EMPLOYEE WELLBEING 
ONLINE NEW STARTER MEDICAL QUESTIONNAIRE 
GUIDE FOR EXTERNAL RECRUITING MANAGERS 

 
External Recruiting Managers can now use the online system for new starter medical 
questionnaires using the following link. You will be asked to register (sign up) the first time 
you use the online system. 
 
You only need to complete the mandatory sections (marked with an astrix*) when 
registering for the first time (i.e. your emails address, password, name and contact number – 
you can leave the rest of the sections blank and select next. 
 

 
 
If you have already registered, please log in with your email address and password. 
 

 
 
 

https://myaccount.nottinghamcity.gov.uk/AchieveForms/?mode=fill&form_uri=sandbox-publish://AF-Process-b245f2ef-1412-4665-ac55-1f63484fd805/AF-Stage-dc235757-14a3-4fd3-832f-bdac0e9562c8/definition.json&process=1&process_uri=sandbox-processes://AF-Process-b245f2ef-1412-4665-ac55-1f63484fd805&process_id=AF-Process-b245f2ef-1412-4665-ac55-1f63484fd805


  

  

Once logged in, you will be directed automatically to the Manager Application page to begin 
completing the applicant details and job information. 
 

 
 
Please ensure your phone number is correct or add an alternative mobile number that we 
can contact you on in the text box above. 
 
Select Next. 
 
You will then be asked to complete the applicant details in the fields shown, including the 
individuals name, address, contact information and job information. 
 
NOTE: Fields marked by a red astrix (*) are mandatory. The email field in particular is 
important so please ensure this is input accurately as the applicant will be notified by email to 
complete the online medical questionnaire. 
 
If the applicant does not have an email address, you may need to issue them with a paper 
version of the medical questionnaire. 
 



  

  

If Health Surveillance is required, such as night workers assessment, drivers medical, skin, 
lung testing, Audio or Hep B immunisation etc, please select Yes. 
 

 

 
Then select Next to proceed to the next page which will take you to the Known Risks of the 
job role if you have selected requires Health Surveillance. 
 

 

 
Tick all that apply and select Next at the bottom of the page. 
 
 
 
 
 
 
 
 
 
 



  

  

As the Recruiting Manager you will be asked to submit the information. 
 

 
 

A summary of the information you have input will then be shown which you can download 
and save as a pdf document. Please then select submit again at the bottom on the page. 
 

 
 

The applicant will be sent an automated email asking them to complete the new starter 
medical questionnaire. The link within the email will take them directly to the online medical 
questionnaire for them to complete and submit within 2 days of receipt. 
 



  

  

The applicant will need to navigate through the medical questionnaire and complete their 
details. They will need to select submit at the end of the questionnaire, where they will be 
given the option of downloading the completed questionnaire as a PDF. 
 

 
 
From the responses submitted by the applicant, should no concerns be identified that 
require further investigation by Employee Wellbeing and subject to any health surveillance 
that may be required, you will be emailed automatically with a PDF version of the medical 
clearance form. 
 

 
 
If however, some of the responses submitted by the applicant require further investigation by 
Employee Wellbeing, you will not receive an automatic notification. The completed medical 
questionnaire will be triaged by a member of the Employee Wellbeing team. 
 
This process may involve a telephone call to the applicant, a request for a GP report or 
depending on the nature of the medical condition may require a face to face appointment 
with a clinician. 
 
The Employee Wellbeing Team will send the medical clearance and/or advice on any 
adjustments or health surveillance that may be required to you by automated email. 
 
If you have any questions over this process, please do not hesitate to contact a member of 
the Employee Wellbeing Team, where we will be happy to help. 
 

Tel: 0115 8762953 
ew.admin@nottinghamcity.gov.uk 


