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Employers Guide on How to Send a New Starter/
Night Worker Assessment on Meddbase:

To sign in to your case management system for Fusion please use this link:
h : -portal.m m/foh/oh

Your first screen will ask you to sign in. If you do not have a portal account set up,

please contact enquiries@fusionoh.com

Fusion Workplace Wellbeing Portal

Signin

Fusion Workplace Wellbeing Portal

4

A

Once logged in, you will be greeted by your referral portal which will show your reports
and notifications.

P EUSION .

Referral Portal

Home.

Notifications Statistics

i Employee Management
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The menu bar on the left hand side will help you navigate the system and guide you to
where you need to be. You can manage your employees and reports, check on progress
and create new employee profiles.

P EUSION e . o

Referral Portal

Home

Notifications Statistics

4 Employee Management

i@ User Management

To create a new starter/night worker assessment you will first need to
create an employee on the system.

You can first check if the employee is already on the system by looking at the
‘employee overview’ section on the left hand side and searching for the employee.
To search for an employee please only use their first name or surname or email.
If you search for them using their full name no results will be shown.

Click ‘search’ and see your results.

€ Back

Employees
Home / Employees.

Search for employees. -- Selectdepartment -- v - Select division -- v h

Name Department Employee No.
Clare Test HQ Finance 0099887

Client Data Remote

Francis Townsend HQ Finance 977778
& Employee Management

Jogo Siwa HQ Admin 123456
Employee overview >
ise Grien HaQ Finance

654321

Maximus Test Test Co OHA 000001

# User Management origina Test Tost Co OHP 0065228
Penelope Tost Test Go oHT asvia7
Rebecca Test Test Co OHA 234567
Rory Thomas Ha Fnance ause78
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If they are not on the list then you can select ‘create new employee’.

Then begin to fill in the relevant information about the employee. (Please fill in as much
information as possible in this section). Please note the questionnaire will be sent to the email
address in the ‘personal email address’ field. If this is left blank the employee will not receive
the questionnaire.

Create new employee

Home / Employees / Create new employee

Employee number

Employee Number

Please search for the employee you wish to refer using the fields below. If you cannot find the employee you are searching for, you may register a new employee.

Personal email address

Personal Email Address

Tite: Sex Work email address™

4 Employee Management -- Select a ttle - Unknown Work Email Address
First name Date of Binth*

Create new employee Day wonth . Yeur
sur

@ FUSION

Surname

Gender Identity and Pronouns
-- Select gender -~

Mobile phone number*

Mobile Phone

Department

-- Select department --

-- Select division --

COPYRIGHT © 2024 Meddbase com - Disclaimer Powered J* by Meddbase

-- Select pronouns -~

Address details”

Address Line 2
Address Line 3
House Name/Number Post or Zip code Lookup Address

city

* Required Create new employee

Once saved you will be able to view your employee’s record.

© Employeos overviow

If needed you can ’edit details’ at the top.

Referrals

Referral ID Referred by

436507

31368

432666 Test, Maximus

Shared Documents

There are no documents uploaded yet.

Appointments
Appointment Date Statu s
12042020 Beingseen Fusion
ar2028 New Starte

0099887

13997

Unknown

07999 882211

Referral date
16/41202¢
11/42024

12042024

Email address.

Work email address

Address line 1 Fusion
Postor Zip code cr83 26D

ciy Caerphily

BeingSeen Fusion
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Now you have created/ selected your employee, the next step is to
‘Send questionnaire’

Date of birth

& Employee Management

Employee overview > sex

Gender dentity

i User Management Fionoins.
Phone number

Status:

Referrals

Referral ID Roferred by
436507 Toat, Maximus
31368 Teat, Maximus

432666 Test, Maximus

Shared Documents
Thero are no documents uploaded yet.

Appointments

Appointment Date Appointment Type

12/4/2024

11412024

Please ‘select’ relevant questionnaire.
Refer to table below with description.

QPEUSION e

© Case Management

Employee Details

Employee Number 0099867
Name Clare Tost
Department Ho
Date of Birth /3997

" Phone Number 07999 82211

i Employee Management
Email Address claretest@home.co.uk
Last Activity
Fiiness

i User Management
Status
Addross Fusion

Caerphilly CF83 26D

Other

0099887 Email address
Ha Work email address
Finance Address line 1
Post or Zip cod

131997 ciy
Unknown
07999 882211

Roferral date Status

16/412024

/412024

12/4/2024

Select Questionnaire(s)

) New Starter Assessment - Ciinical MVA Role

) New Starter Assessment - Food Handlers

O New Starter Assessment - General or Office Based Role

) New Starter Assessment - On Site or Factory or Safety Critcal
D) New Starter Assessmnet - Ciincal Role

) Night Workers Heaith Assessment Form

Questionnaire

Description

New Starter Assessment - General or Office
Based

All managing/admin or clerical type roles

New Starter Assessment - On Site or Factory or
Safety Critical

For those who are deemed under legislation
to require health surveillance as part of their
employment

New Starter Assessment - Clinical Role

For employees who may be at risk of contact
with bodily fluids through their employment

New Starter Assessment - Clinical MVA Role

Only used for employees, who may be at risk
of contact with bodily fluids plus required to
undertake managing violence and aggression
through their employment

New Starter Assessment - Food Handlers

Only used for employees who handle food as
part of their role

Night Worker Health Assessment

Used for employees that work nights, these
should be completed annually

Fusion

cr83 26D

Caerphily

Document:
Upload a document

sit

Fusion

Fusion

Select Questionnaire Module

If you are unsure, please
call our managers helpline

on 0333 241 3082
(option 2)
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Once you select the relevant questionnaire click ‘Send’

FUSION e * . o

© Back  ESaveasnewmodule 3 Send

© Case Management

Employee Details Select Questionnaire(s) Select Questionnaire Module

Employee Number

Name ClonData
O New Starter Assessment - Clinical MVA Role
) New Starter Assessment - Food Handlers
Date of Birth 1nne9o
| CErre——ererd M
e . Phone Number +440000000453
L ) New Starter Assessment - On Site or Factory or Safety Critical
prp——
O New Starter Assessmnet - Clinical Role.
Last Activity
) Night Workers Health Assessment Form
Status.
Address. Fusion House

Caerphily CF83 3ED 1

Other
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You will be asked to confirm the questionnaire requested.
Please check and press ‘Send’

FUSION e e o

© Case Management 2t g
Confirmation of Questionnaire Request

The fallowing questionnalre requests wil be sent to Cllent Data

upon pressing the send button below.

 New Starter Assessment - General or Office Based Role.

oo [ o |

& Employee Management

er Management

Please only send one questionnaire. If you send two questionnaires in error
please contact customer care as soon as possible.
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Lastly you will get the confirmation screen that
the questionnaire has been sent.

Questlonnalre Request

eeeeeeeeeeeeeeeeeeeeeeeeeeeee

Back to employee details.

WHAT HAPPENS NEXT?

Once you have sent your questionnaire to the employee it will be emailed to the
email provided in the ‘personal email address’ field. Once they have completed and
returned it to us we will triage it.

Triage will review the assessment and if no issues are identified a fithess certificate
will be uploaded to the Meddbase portal. If there are queries on the answers, a
call with the nurse will be required; once the consultation is complete the fitness
certificate will be uploaded to the Meddbase portal.

Please share this guide with your employees to support them with completing their questionnaire.
Empl i



https://www.fusionoh.com/wp-content/uploads/2024/07/Employees-Guide-To-Completing-a-New-Starter-Night-Worker-Assessment-On-Meddbase-4-2.pdf
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To view the status of the employee questionnaire you can go to employee overview.
Below is a list of status definitions.

@PEUSION  «m )

© Employees overview (4 Editdetails @ Refer Send questionnaires

Ashley Brennan

Employee number Email address.

@ Employee Management ate of birt 1171390 Address fine 3 Caerphilly Business Park

Employee overview R~ uo wn Post or Zip code CF83 36D

 User Management

one number 07947 922360

tatus:

Questionnaires

Sent Date ionnaires Status Low Risk Certificate Refer

16/7/2024 nt - General or Office Based Role Complete - Fitness certificate released

16/7/2024 New Starter Assessment - General or Office Based Role Complete - Fitness certificate released

Status Definitions

Incomplete - employee has not completed the questionnaire

Partially Complete - the employee has started completing the form but is yet to submit
the form

Complete-In Review - employee has completed the questionnaire and Nurse is reviewing
document

Complete-Contacting employee for appointment - Fusion are in the process of contacting
the employee for an appointment

Complete-Appointment booked - employee has completed and appointment has been
booked for a follow up call

Complete-Fitness certificate released - the fitness certificate is ready for you to view in
the employee file
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Get in touch with us.




