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Creating a Referral

From the referrals menu on the left — hand side select ‘Management Referral’
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41 Management Referral

Select ‘Create’ from the top right-hand side

®

Create

Complete all of the ‘Referral Details’ seen below

The first section will ask about the referrer. Please note the information will be automatically filled out with the login
being used.

Mandatory questions are signified with a red Asterix *
Details of the Referrer & Additional Contributors (0)

Details of the Referrer

Current information held about the Referrer associated with this record

Full Name Employment Details
Bob Smith (CS86320) Line Manager
Email Address Telephone Number
g2 referrer@gmail.com 01312 117758

As this is yourself if any of the details are incorrect you can update them here

Additional Contributors can be added if needed, they will need be able to see the final OH advice.
Additional Contributors
&damg personnel as additional contributors will granttnem rigms to edit this referral record as though they were the rererrerTne_. will also be able to receive any S{Jet\ﬁt communications that have been cnnﬁgured.

Only personnel records with valid Manager or HR user accounts can be added

The details shown in the grid will be visible to all users granted access this record

Name (Reference) Employment Details Email Address Telephone Number

Mo additional contributors have been specified for this referral

Next, the employee’s details need to be added to the referral, along with the reason for referral.



Referral Details

Employee Details

Please enter the details of the employee you wish to refer *

Given Name * Family Name *

Date Of Birth Mational Insurance Number
DDMM/YYYY

Job Title * Employment Location *

Email Address * Telephone Number

Home Address
¥ Address input Va

Reason for Referral

Please select the referral type *

Scroll down and complete all sections relevant to the referral, Working Environment, Absence details and Job
Role and Specifications.

Finally complete the ‘Advice required from Occupational Health’, attach any required documents and complete
the declarations

Advice required from Occupational Health

Please select the questions from the list below which you wish the OH department to answer in regards to this referral.

Is the employee medically fit for their current role?

Yes No

Would any adjustments and/or restrictions to the employee’s working environment be appropriate to improve their ability to fulfil their current role?
Yes No

What are the expected timescales for the employee regaining fitness for work?
Yes No

Does the employee have any long term underlying health condition(s) which affect their fitness for work?

Yes MNo

Does the Equality Act 2010 (previously the Disability Discrimination Act) apply to this employee?

Yes No

If the employee is not fit to return to work, is ill health retirement a suitable option to consider?

Yes No

If there is a specific question that you wish to ask Occupational Health please add it here.



The user does not have to select all the questions but just select yes to those which require an answer to.
Additional questions can also be submitted using the ‘Add Addidtional Questions’ button.

Next the manager must confirm that they have or don’t have the employee consent.
(Before referring you must gain consent)

Do you have the employees consent for Occupational Health to contact them regarding this referral? *

Yes No

Once all section are compete select ‘Submit & Request Consent’ from the top right

(You can save the referral at any point using the save icon here. However Occupational Health will not
have sight of the referral until you submit it.)

~ v X

Save Referral Submit & request consent Close

A notification will show an email has been sent to the employee to gain consent.

v
Management Referral Saved
Continue
Management Referral Saved
The following actions and communications also occurred:
Management Referral - Pre-Consent Requested was sent to g2test2@hotmail. com
In the Management Referral Dashboard, the referral will now be masked as ‘Awaiting Pre-Consent’

@ Awaiting Pre-Consent These are referrals awaiting the employee’s pre-consent

Requested Consent Employee Name Referrer Name Referral Type Actions

28/01/2022

01:52 PM

Bob Smith Leah Birchall Frequent Short Term Sickness Absence m



The employee will now receive an email asking for their consent

Management Referral Dashboard

@
Managemeant Referral Dashboard
Create
ATl Filers
o Rscantly Finished o Penting o Requees Furthet Inder mation o Auitng OH Triage o s Piogress o Awating Consent ° Auwaiting Pre-Corsen ° Emgloyee Pre-Contested ° Acchived
(© Recenty Finished These records have recently been Bnished by ihe O 1aam and ane ready Tof you 1o revew
Campleted Stalus Employes Mame Referral Type Actions
250772021 Complels Jayee Moric Lang Teim Siciness Absencs m
2308201 Camplats Virgil Reayben Frequant Shart Teim Sicmess AbSEnce m
2912021 Camplate Danica Longstong Returming Ta Wk m
e Complats Liritis Bram Long Term Sicness Absencs m

) InProgress Thisa & racofte are currenty being proosssed by e OH leam
Accephed by OH Employes Mame Cument State Reforral Tipe Actions
Az Aberia Rosselerin Ongaing Work Reiabed il Heal n
220N MNorbert Redmore Awaiting Initizl Consultalion Long Term Sickness Absence m
0301202 Josiah Speingham Ongeing Eruguant Short Tarm Sickness Abisence n
012 Wm Bolgard tawaming Intizl Consultation Filness For Work n

As the referral is progressed by the Occupational Health team the status of the referral will be update in real time.
(You will not be able to see any clinical information, but you will be able to see a timeline of events.)

Receiving a response from the Occupational Health Team

When a response/report is ready you will be notified by email. This will confirm the name of the employee and that
a report is ready. No further information will be shared.

Click on ‘Management Referrals’ on the left hand side

-8 Management Referral

From the dashboard select to ‘Open’ the corresponding referral. This will be under the ‘Recently Completed’
tab.

Actions

The timeline will show the referral is completed.



Additional Information

.—
= D Ln
Referral Activity Documents (0) Communications
? Sun 18th Emplﬂ]'ee gave consent for their manager to see the OH advice
Jul 2021 Brendon Winneconnett (C5105132
18:23
? Fri 16th + Emplo"ee consent requested
Jul 2021 Rebecca Hyden (CS10026
0427
? Wed Tth 1 Employee Details Validated
dul 2021 Rebecca Hyden (C510026
03:07
© Mon 5th _> Submitted To OH
Jul 2021 Maximiliano Sandhurst (CS105743
23:58

The main body of the page will display the original referral and an Occupational health advice section.
This is the feedback from the Occupational Health Team to you as the manager or referrer.

The Occupational Health Team will have answered the question you requested, providing any further relevant
information.

OH Advice v

|5 the employee medically fit for their current role?

The employee is fit to continue with their normal duties

Please provide any other recommendations andior advice regarding this referral which has not been covered elsewhere?

And detailed any adjustments required



Referral Outcome

Qutcome
Fit v
Details of any required Adjustments and/or Restrictions

Adjustment / Restriction Details

No adjustments or restrictions entered

Interim Updates

If the Occupational Health Team wish to carry out further appointments regarding a referral they can provide an
interim update. (The same process as above will

apply.)

An email will be received confirming a response has been provided.

OPAS-

Dear Mr Smith,
The Management Referral record for Heath Woodson has an interim update.

Please login to the system to view the Management Referral record and see the interim update provided by the OH department.

If you have any queries please contact us.
Yours sincerely,

Occupational Health Department

Powered by Civica UK Ltd © 2006-2022 All rights reserved UPASL)!

Log in and open the record as details above, under the ‘In Progress’ section of the Management Referral
Dashboard.

@ In Progress These records are currently being processed by the OH team 10
Accepted by OH Employee Name Current State Referral Type Actions
e Bob Richardson Awaiting Initial Consultation Returning To Work
igiesisinin Samantha Sandwel Awaiting Initial Consultation Returning To Work ﬂ
08!02"{2022 Heath Woodson Ongoing with Interim Update |E Fitness For Work m

The interim updates will have the current state of ‘Ongoing with Interim Update’ and will have a flag next to it.

Click ‘Open’

This provides the same information as the Occupational Health Advice detailed above but as an Interim report.



The referral is ongoing and the Occupational Health Team may yet have further consultations or action with the
employee.

Documents / Resources
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