Capturing of Requirements for New Implementation

	Report Name
	Report Description
	Report Recipient
	Report Frequency
	Supporting
Documentation
	Priority


	OH referral report

	Report on frequency of OH referrals triggered. Both manually and automated.
	Mike West 

	Monthly
	
	High



	OH referral alerts
	Alerts sent to managers for OH required reasons stating they should now refer the employee to OH.

We should attach the OH referral form to this alert.

These will be both manual (triggered by FirstCare™ nurses on the application) and automated.

Both of these types of referrals should appear on the application as per HCM.

The alert text should read:

The reason [name] has triggered this alert is because FirstCare™ have identified an issue which may benefit from Occupational Health input. You should discuss this with [name] and if they are in agreement then you should complete the attached referral form and send it to the address stated, you must not e-mail this form. 

Automated triggers are as follows:

1. All absences classified as musculoskeletal.

2. All absences classified as mental health 

3. All absences classified as stress and/or circumstantial.

4. Any absence with an ERTW of over 8 days from the start date of the absence.

5. Any absence triggered as work related.
	TSM
	As Required
	Alert triggers and text 
British gas OH referral forms.

Attachment 2 of attached attendance management procedure


	High

	Safety Critical alerts
	As above but triggered as safety critical by nurse.
Safety critical notifications should read as follows:
The reason [name] has triggered this alert is because FirstCare™ have identified an issue which may be safety critical and may require Occupational Health input. You should complete the attached referral form and send it to the address stated, you must not e-mail this form. 

The occupational health team will also be notified of this issue.


	TSM and Mike West
	As Required
	Text to be advised.
	High


1. Extensions/Enhancements
The following extensions to FirstCare Standard functionality have been identified as required by client.
	Extension Name/Enhancements
	Description

	CBG OH Referrals 
	We can use the OH tick box that has been developed for HCM. We however should not have the space to add a referral reason.
We need to add in a pop up window with the following…
1. Safety Critical – Yes / No

If safety critical is selected yes, a safety critical alert as above should be sent. The following script should appear in bold “There appears to be a safety critical issue, I need to notify your manager who may also require an assessment by your in house Occupational Health team.”
If selected no, a regular OH referral alert should be sent.

And the following script should appear.
“You may benefit from Occupational Health aassessment. I will notify your employer of this, and they may wish to refer you to occupational health.”

	OH exceptions
	A pop up box should be available (similar to the EAP button) with a list of exception rules in it. It should read ‘OH exceptions’

Exception text as follows.
Safety Critical

DVLA – Vision, hypo/hypertension, Epilepsy, CVA

Diabetes – newly diagnosed or poorly controlled

Working at heights (vertigo/menieres)

New and Expectant mothers

Work Related injuries (auto)

Asbestos Exposure

Occupational Ill Health

Substance Misuse

Suicidal Ideation, psychosis, hypermania (auto)

Other

Mental health issues (auto)
Musculoskeletal issues (auto)

Likelihood of absence over 8 days (auto)

Conditions requiring funded intervention

	EAP
	The EAP button should read:
“ICAS provides a confidential counselling, information and advice service for all Centrica employees.”

0800 531 6093

An additional requirement for this feature is that it should state “would you like us to e-mail you an ICAS brochure for further information?”  Yes/No

Yes – please enter e-mail address 

This should then automate an e-mail with the brochure attached (electronic version of the brochure to be provided by CBG).

No - continue

	Day 8 
	Nurse transfer script on call agents application should not appear after 8 days from start date.


