N
ﬁ

m User Guide

How to Create a Management Referral

A Management Referral is made when a Manager wishes to refer an employee to People
Asset Management (PAM) due to Long Term Sickness Absence, Short Term Sickness
Absence, or Review of an employee at work but not doing the job they are employed to do
because of a health reason, or a Review as part of a continuing assessment plan.

The aim is to provide advice regarding the likely duration of sickness absence; the functional
effects of any ill health on the employee’s work, how their health affects their ability to work,
and suggested rehabilitation approaches back into the workplace where appropriate.

To create a referral select NEW Management Referral from the Home Page

Occupational Heafth Information Online

Welcome to OHIO!

Home Client Area PAM Service Reports Help

You are here: Home

New DayOne New Health New Management New PhIL New Wellbeing
Refera Surveillance Referral Referra Refera Referra

Occupatonal nealtn Information Online
Add New Referral

X

Home Client Area PAM Service Reports Help

YVou are here: Home = Client Area > PHIL Referrals > Add Mew PHIL Referral

Step 1. Select the Employee = Step 2. Fill out the referral form > Step 3. Referral Created

@

~ Please search for the employee you wish to create the referral for using the search panel below.

Employee Name: DoB: = dlient Name:
Show 20 @ecnms per page.
ERN Neme « DoB  \ Tawn County Telephone Mobile Client / Action

6775 Allsop Stuart 27/09r1967 Magchester Greater Manchester | 01234567890 | 07999999999  Warrington Co (Distribufjon) Ltd = View Select
6784 Arnold John 29/08/1959 Stalydjdge Cheshire 01234567890 = 07999999339  Warrington Co (Distribftion) Ltd iew Select
| PHIL Referrals | 6788 Bedser Alec 10/12/1956 Manches\r Greater Manchester | 01234567890 = 07999999939 Warrington
= | 27053 Bloggs Fred 01/12/1975 Town Cheshire 01925022700 Warrington Co (Djtribution) Ltd iew Selact
24652  BucketHyacinth  01/10/1952 | High Hampton Cheshire 01925999999 ‘Warrington Co /Dist Admin) Ltd iew Select
6781 Bunting Jeffery 05/03/1962 Tameside Gsater Manchester | 01234567890 | 07999999999 Warrigfton Co Ltd iew Select

Search for the employee by typing their surname and press Search
Click the “Select” link in the “Action” column of the required employee

You are presented with the details of the selected employee.

Press “Continue” if the displayed employee record is correct.
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Fill out the online referral form:

e Confirm the referring manager

Referral Form - Allsop Stuart

Personal Detalls  Contact Detalls Employment Detalls ﬂRefem'ng Nanager
DOB: 271091967 16 Grange Avenue Levenshulme Client: Warrington Co (Distribution) Ltd )
Manchester Greater Manchester M192FY  Department:  Warehouse Albert Trotte:
Job Title: Operative Pamela Ewing Ml

Tel: 01234567880 / 07999999000
Email: hr@ohiosystems co.uk
Are the employess personal detalls comect?  Yes [ No

You have the ability to correct
Referral Details Step 21 About The Employee > employees’ records

Has employee been advised a refemal is being amanged?

Is the employes a shift worker?

Provide details

about the First Date of absence:  *

employee’s
absence details

You must advise the
employee a referral has
been arranged and click

" ”n

yes

On this page
e you have the ability to confirm the employee’s details are correct
¢ make amendments if necessary

¢ confirm who is the manager making the referral

Step 2.1 About the Employee

¢ Confirm the employee has been advised about the referral, there is an explanatory
document that you can give them

e Give details of whether the employeee is a shift worker, in work, not in work or
whether any adjustments can be made to accommodate them

¢ Indicate the first date of lllness and first date of absence.

Click “Continue” when all sections are completed.

Tip : Fields marked with * are mandatory
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Step 2.2 About the Referral

; At each Step thereis a

1 Handy Tips icon to help you.

Referral Details Step 2.2 Ihoo

ﬂReason for Referral:

Short Term Absence 4 Frequent or sporadic sickness please provide details below

Long Term Absence

.Bakery Worker Health Screening
Presentesism

Follow up review

Other

Employees Reason for Absence:
Manager add comments

complains of sickness

Initial Referral: Please select

21 days absence - longer than or likely to be longer than

Bakery worker health screening
In work not on full duties
Employee needs a further consultation

Other management concerns about employee adding any additional

Service Required: ‘| Management Referral (OHAT1) v

Do you require a pre consultation briefing with our clinician? =Yes [l No

Do you require a post consultation briefing with our clinician? =Yes [l No

Step 2.3 About the Referral
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Indicate the main reason why
you are referring them

comments in the box below.

Please select service required. This will
normally be a management referral; the
OH team will triage this

We actively encourage you to
discuss referrals with our
clinicians.

Managers contact number: *078385948|

Tell us the best
phone number to
contact you on
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Referral Details Step 2.3 Management Information >

ﬂ Employees Absence History:

has been off sick for 2 days| -

Help us to provide answers to your
questions regarding the referral. If
you have questions other than those
below please enter them in the box
above.

Advice Required from Occupational Health:

4 What is the employees current fitness for work?

¥4 Likely date of return to work?
4 What effect will this condition have on the employees ability to carry out his/her duties?
- Are there any modifications / adjustments which would alleviate the condition or aid rehabilitation?
Are there any particular dufies the employee cannot do?
What duties can the employee perform?

Is the condition likely to re-occur in the future?

Please provide any supporting documents that are relevant to the referral:

Choose File Upload Purchase Order !
X Cancel

Your cost centre must be entered as the Customer Order Reference

The referral is now complete, you must press submit.

Uccupational Feaitn Iniormation Oniine
Add New Referral

Home Client Area PAM Service Reports Help

You are here: Home = Client Area = Management Referrals = Add New Referral

The referral for Stuart Allsop has been logged and PAM Client Services have been notified
A confirmation email will be sent to your email address with details of the referral
The Referral ID for this referralis 23532, please use it for further reference.

(To ReferalList| | Create New | | Book Appointment

You will also receive an e-mail confirming your referral has been submitted.
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From here you can either: book an appointment, create another referral or go to the referral
list
NB you will receive an e-mail confirming the date, time and venue for the OH appointment.

You must make the staff member aware of this. If they are unable to attend the e-mail should
explain how they can go about arranging an alternative appointment

The OH report that follows from the appointment will also only be sent to you (the Manager)
and you should forward this on to your staff member and arrange a meeting to discuss this,

sometimes a letter may need to be sent with this. If you have any questions about the report
please contact Occupational Health
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