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How to Submit a management referral on Meddbase:

To sign in to your case management system for Fusion please use this link:
https://eu-portal.meddbase.com/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

rkplace Wellbeing Portal

nd healthcare toge

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
There are currently no notifications

See all notifications

& Employee M
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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, create new
referrals, check on the progress of your open referrals and create new employee profiles.

P EUSION e . ©

Referral Portal

Home

Notifications Statistics

There are currently no notfications

See all notifications

4 Employee Management
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To create a new referral 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
Cllent Dat Remote
Francis Townsend HQ Finance 9777788
o Empion ool JoJosiwa HQ Admin 123456
Employee P
se Grieb HO Finance 654321
Maximus Test Test Co OHA 000001
& User Menagement Original Test Tost Co OHP ooss228
Penelope Test Test Co OHT 862187
Rebecca Test Test Co OHA 234867
Hory Thomas HQ Finance 3as678
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© Case Management

12 Employee Management

Create new employee

& User Management
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If you are unable to locate the employee please select ‘create new employee’ and
complete the fields in full. Any fields marked with a red Asterix are mandatory.
Please note any email communication from Fusion to the employee will go to the email

€Back

Create new employee

Home / Employees / Create new employee

Employee number
Employee Number
Tie:
<_um-ue s
Firstname
First Name
Surname®
Surname
Gender Identiy and Pronouns
-- Select gender -~
Mobie phone numper-
Mobile Phone
Work Phone Number
Work Phone
sob it
Job title
Department
-- Select department --
Division

-- Select division --

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.

Sex

v Unknown

v -- Select pronouns -~
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provided in the ‘personal email address’ field.

Personal email address

Personal Email Address

Work email address*

Work Email Address
Date of Bintn*

Day Month

Address details”

Address Line 1
Address Line 2
Address Line 3
House Name/Number Post or Zip code
City

* Required

Once saved you will be able to view your employee’s record.
If needed you can ’edit details’ at the top.

€Back

@ Editdotails @ Rofor

© Employoas ovorviow

= Sond quostionnairos

© Reallocato roforrals

v Year

Lookup Address

Create new employee

& Employee Management

Employee overview >

& User Management

> Other

Clare Test

Employee number
Department
Division

Job e

Date of birth

sex

Gender identity
Pronouns

Phone number

Status:
Referrals
Referral ID Referred by
436507 Tost, Maximus
31368 Test, Maximus
432666 Test, Maximus

Shared Documents

There are no documents uploaded yet.

Appointments

Appointment Date

12/4/2024.

111412024

0099887

Ha

Finance

13997

Unknown

07999 882211

Referral date
16/4/2024
11/42024

12042024

Appointment Type
MR - nitial Telephone Consultation OHA

New Starter Telephone Consultation OHA

Status

Email address. claretest@home.co.uk

Work email address

Claretest@testcompany.com

Documents

v View documents

v View documents

v View documents

Address fne 1 Fusion

Postor Zip code cre3 260

cy Caerphity
Status site
BeingSeen Fusion
Beingseen Fusion

Upload a document

Attendee

Brian Conroy

Elainesarah Freelove
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Now you have created/ selected your employee you can raise a management referral
for the employee.
To do this please select ‘create a new case’ on the left hand toolbar.
Then select the new employee that you created

¢pFUSION «Back

© Case Management

reate New Case

pme / Create New Case
[

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.
Employee Number Personal Email Address
Employee Number Personal Email Address

Work Email Address

First Name
First Name Work Email Address
Sumame Date of Birth
Surname Day Month v Year
Required m
Number Name Department Mobile Date of birth
0099887 HQ Finance 07999 882211 /3997
Client Data Remote +440000000453 11n9e0
9777788 Francis Townsend HQ Finance 07899 662233 16111998
123456 oo stwa HQ Admin 07535 705515 15/8/1999
654321 Louise Grieb HQ Finance 07718 661574 22/7n981
000001 Maximus Test Test Co OHA 07718 661574 7nes1
0055228 Original Test Test Co OHP 07563 093725 111990
882187 Penelope Test Test Co OHT 07718 661574 1/8/2010
234567 Rebecca Test Test Co OHA 07718 661574 151111999
345678 Rory Thomas HQ Finance 07393 290382 112000

Can't find the employee you are looking for? Click here to register a new employee.
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Please check the information and press ‘Continue’

Before making a referral please check the mobile number and email address is correct before
proceeding. If the information isn’t there we will be unable to continue with the referral.

QP FUSION esack

© Case Management
Create new case >
Refer Employee
Please confirm the employee's details before proceeding.
Employee number Personal emal address
claretest@home.co.uk

0099887
I Title® Sex Work email address®

Ms v Unknown v | claretest@testcompany.com

& Employee Management
First name” Date of Bith*
: Clare n Mar v | w7

& User Management Sumaie” Adaress details®

Jost Fusion

d ‘Gender Identity and Pronouns
Address Line 2

© Other -- Select gender -- v -- Select pronouns -- v

Mobile phone number* Address Line 3

1 y 07999 882211 CF83 26D

Department
Caerphilly

HQ
* Required
owsion B e B

Finance

Job title

Job Title

COPYRIGHT © 2024 Meddbase.com - Disclaimer Powered J» by Meddbase
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Create new case

& Employee Management

User Management

ase Management

Create new case

& Employee Management

& User Management
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On the next screen select ‘A Management Referral to Fusion’

€ Back

Create New Case

Home | Create New Case

‘Selected employee: Clare Test
select your required appointment type from the list

‘A Management Referral to Fusion h

Consideration for Il Health Retirement
Counselling Referral

GP/Specialist Report Required

1l Health Retirement Pension Certificate Signoff
Physiotherapy Keterral

Refer to OHP

Scans Referral

Specialist Menopause Referral

Workplace Assessment supported by Microlink

Pre

step

COPYRIGHT ® 2024 Meddbase.com - Disclaimer Powered J by Meddbase

Than select a case title ‘Management Referral’

€Back

Select a Case Title

Counselling

il Health Retirement

Management Referral
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Once selected please proceed to complete the information required in the form.
In order to allow us to complete a comprehensive report for the employee ensure
that all mandatory fields with red asterix are completed fully.

It is important to remember that you must inform the employee you are referring
them prior to completing the form.

Important
After 10 minutes the referral form will ‘time-out’ to avoid losing your information on the form please
take regular ‘save breaks’. At the bottom of the page is a save for later button. By pressing this it will
save your form and refresh the referral form for another 10 minutes.

P EUSION )

Referral form

Home / Cases | Referral form

© Case Management

Create new case

MANAGEMENT REFERRAL TO FUSION1/1
L

‘THE REFERRING MANAGER

Itis Important that the employee Understands why they are being referred; a copy of i for
1 confirm that the reason for referral has been fully explained to the employee

O Yes

& Employee Management

O No

HR Contact Name:

type here

HR Contact Telophone No:

type here

HR Contact Emait

type here

‘THE REFERRED EMPLOYEE

Is the employee currently off sick?*

O Yes

O No

wide the first date of absence®

yyyy

10 you need to natify Fusion Occupational Health of any Specifc fequirements needed 1o assist in this assessment (L. will you be Providing an interpreter, advocate)”
Yes
No

If yos, pleaso add details*

Please describe duties of the position®

P FUSION o )

Ploase describe duties of the position®

Create new case

Purchase order number for this referral (if applicable)*

e — The reason for referral
k Reason for Referral?®
O Changes in behaviour / performance
Ol Health Retirement
O Menopause
O Mental Health
O Musculoskeletal
O Neurodiverse Issues
O Pregnancy Related Referral

O Returning from Long Term Sickness Absence

O Several Short Term ess Absences.

O support with other medical conditions (please specity)

Details*

Please provide details of current problem (How is this affecting their ability to work?)*

How long has the problem been presentz” Please il i this (el
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Once you have completed the referral form in full click ‘Finish’.

e EUsIoN o )

What remedial action have you taken?*

© Case Management

Create new case

Please provide any details regarding dates of hospital or operations is made with the right time for intervention:*

Employee Management REFERRAL REPORT

Our standard OH report will provide you with a current view of their health. treatment, opinion on their fitness, decision regarding the Equality Act and any adjustments/support that is recommended.
You can request an additional 3 questions at no extra cost. More than 3 will require a double appointment to allow the nurse time to discuss these.

We have provi examples of speci bel

Is the employsa ft to attend any management meatings (informalformal)?
Is the employee receiving the appropriate medical care and support?

Is the employee's lliness caused or exacerbated by their work?

Should the employoe be considerad for il hoalth ratiremont?

If the employee is taking medication, is it likely to impair their ability to do their job safely and effectively?

Is the employee likely to continue to take time off for this condition? If so, what might the level of absence be?

Questions to bo asked during the consultation:*

More than 3 will require a double appointment to allow the nurse time to discuss these.

One or y h be d answered incorrectly.

Cancel referral

You will then have the option to upload more details and supporting documents.
After you have attached the relevant documents you can then submit the referral by
clicking the ‘Send referral’ button.

© Case Management Attach Documents

Home / Cases / Attach Documents

Browse

Note that once you upload a document it cannot be removed!

% Employee Management

Employee overview File name Author Comment Date
[ Absence Trackerxisx Mr Test. Manager 20/3/2024 - 11:03AM
[3 Sickness Report.docx Mr Test, Manager 20/3/2024 - 11:03AM

Q Other

Please ensure you have completed the steps below
1. Fully completed this pro-forma.
2. Have included details of the individual's job description - if required a document can be attached on this screen.
3. Have included the individual's absence record where applicable - if required, documents can be attached on this screen.
4.Included all relevant background information including any employee relations issues which may be relevant to the referral or to rehabilitation.
5. Made the individual aware of the reasons for referral and the nature of the advice sought.
6. Stated clearly the information feedback you require from OH
7. Acknowledged the constraints associated with medical confidentiality.

COPYRIGHT © 2024 Meddb: m - Disclaimer Powered 2 by Meddbase
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WHAT HAPPENS NEXT?

Once you have submitted your referral this will be sent to Triage at Fusion
Occupational Health. They will review the referral and schedule an appointment
for the employee. The employee will then receive a text message and/ or an email
with their appointment time and date. They can then accept the appointment or

reply with availability.

After the appointment has taken place and the report has been accepted by the
employee you will get an email notification that the report is ready to view. This
can be viewed on your meddbase portal under the employees name.

Please share the Employees Guide to Management Referrals With Fusion



https://www.fusionoh.com/wp-content/uploads/2024/08/Employees-Guide-to-Management-Referrals-With-Fusion-4.pdf

COQFUSION
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How to Track Management Referral on Meddbase:

You can track all of your employee referrals by selecting the ‘all referrals’ option on the
left hand menu bar. This will then show you the full list of the referrals you have made and
what stage in the process they are.

© Case Management Referrals

Home / Referrals

Search for cases Search all columns v~ Search all ol -- Select department -- v -- Select division -- v

Referral ID  Employee Referred by Last modification Referral date Dep/Division Booked Attended Complete SLA  Status
Al referrals — Miss Test1, Test Test, Manager 20/3/2024 - 11:04AM 20/3/2024

407775 Miss Test1, Test Test, Manager 20/3/2024 - 10:58AM 20/3/2024

407523 Miss Test1, Test Test, Manager 20/3/2024 - 9:19AM 20/3/2024
% Employee Management 405933 Mr Fusion, New Test Test, Manager 19/3/2024 - 8:26AM 19/3/2024

405923 Miss Test1, Test Test, Manager 19/3/2024 - 8:17AM 19/3/2024

405732 Miss Test1, Test Test. Manager 18/3/2024 - 11:50AM 18/3/2024

405728 Miss Test1, Test Test, Manager 18/3/2024 - 11:42AM 18/3/2024

404736 Mr Fusion, New Test Test. Manager 15/3/2024 - 11:54AM 15/3/2024 °

Generate CSV

COPYRIGHT © 2024 Meddbase.com - Disclaimer Powered > by Meddbase

If you select the employee you need, you will see full patient records/ messages/
information so you can track the progress/ history of the referral. The status will show you
what stage that employee is at in the process.

Y Referrals overview @ Allocatecase R Attach new document

© Case Management

Referral Details

Referral ID 408530 Mabile phone 07563 093725
Status Employce atten ] 4— Date of Birth 1/1/1990
e Employee Mr test, test sLa SLA met
Referred by Manager, Test Referral date 20/3/2024 - 3:49PM

Employee number
W Employee Management

@ User Management Referral Messaging
Available message feeds Grieb, Louise Portland 20/03/2024 - 5:23PM
The appointment has been booked on Fusion at 21/03/2024 10:00:00 with Freelove, Elainesarah .
Grieb, Louise Portland 20/03/2024 - 5:23PM 1]
The appointment has been booked on Fusion at 21/03/2024 10:00:00 with Freslove, Write a message
Elainesarah .
Grieb, Louise Portland 20/03/2024 - 521PM 1] e —
This will need to be a referral to OHP, can you please confirm you are happy to proceed?

Status definitions can be found at the end of the document
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Please note any reports/ relevant documents can also be found here.
If the report status is showing as “The report is currently under patient review” we
recommend that you follow up with your employee to ensure there are no delays with

releasing the report. Employees can use the guide Empl
Referrals With Fusion to support with providing their consent.

=

dooFusmN €Back .-
Date of birth 1/1/1990 City London

©® Case Management Sex Unknown

Gender Identity

Pronouns
Phone number 07563 093725
Status:
& Employee Management Referrals
Employee overview >
Referral ID Referred by Referral date Status Documents
408535 Manager, Test 20/3/2021 v View documents .
& User Management 408530 Manager, Test 20/3/2024 A Hide documents Re po rts
[l Absence Tracker.xisx
I Harley Grieb OHP Report June 2021.pdf
W Referral letter.pdf

The ‘Referral Messaging’ function is for Fusion to keep you updated with any notes relating
to the case that fall outside of the general status updates. This function is READ ONLY.
Please do not reply or use the blue ‘add a new message’ button. Should you have any
questions about the case these can be directed through to enquiries@fusionoh.com where
a member of the customer care team will support you.

‘H FUSION €Back
WO HEATH B WELLBENG
Available message feeds Grieb, Louise Portland 20/03/2024 - 5:23PM
© Case Management The appointment has been booked on Fusion at 21/03/2024 10:00:00 with Freelove, Elainesarah .
Grieb, Louise Portland 20/03/2024 - 5:23PM 1]
The appointment has been booked on Fusion at 21/03/2024 10:00:00 with Freclove, Write a message ‘
Elainesarah .
Grieb, Loulse Portland 20/03/2024 - 5:21PM 1] P —
This will need to be a referral to OHP, can you please confirm you are happy to proceed?

Open referrals

Referral Documents
& Employee Management

File name Author Comment t Date

[3 Absence Trackeradsx Mr Test. Manager 20/3/2024 - 5:04PM
& User Management [3 Harley Grieb OHP Report June 2021.pdf Grieb, Louise Portland 20/3/2024 - 5:26PM

[3 Referral letter.pdf Mr Test. Manager 20/3/2024 - 5:04PM

Related Appointments

Type Time/Date Status. Clinician Site

Fusion Initial Telephone Consultation OHA 21/3/2024 - 10:00AM Attended Mrs Freelove, Clainesarah Fusion



https://www.fusionoh.com/wp-content/uploads/2024/08/Employees-Guide-to-Management-Referrals-With-Fusion-4.pdf
https://www.fusionoh.com/wp-content/uploads/2024/08/Employees-Guide-to-Management-Referrals-With-Fusion-4.pdf
http://enquiries@fusionoh.com
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What does each status mean?

e Referral made - Patient referral has been sent to the OH team.

e No booking made - Referral has been rejected.

e Appointment booked - Referral has been accepted and an appointment has been booked.

e Employee attended - The employee has been marked as arrived in by the OH team in Meddbase.

e Thereportis currently under patient review and will be auto-released - The report has been sent
to the patient for review - once we have received consent from the patient to release the report

we will upload this on Meddbase for you to view.
1. If patientisn’t required to authorise - report is released directly to the manager, status will be

Referral closed.

2. If the patient has authorised the report - Referral closed - The referral is now complete, and
the report can be viewed within this referral area.

3. If the patient does not authorise the report (and the referral is marked as “completed” in
Meddbase) a new status is generated as is shown to the referral manager as Employee refused

report release.
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Get in touch with us.

www.fusionoh.com | 0333241 3082 | enquiries@fusionoh.com '5& H—#

aptriet




