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Forms

Form 111

Was Form 111 given to the employee?*
Licensed Healthcare Practitioner Letter sent*
Was a doctor's note provided?*

Is Form 111, a licensed healthcare practitioner
letter or a doctor's note fully completed with
clear medical restrictions identified that allow
you to make decisions on next steps?*

Identification Information Forms Activity

Click the link(s) below to get the appropriate form(s)
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Absence Details

NOTE: All documentation related to this case shall be uploaded. All paper copies containing medical information can be

securely destroyed. No medical documentation should be maintained in the workplace personnel files.

NOTE: Sufficient medical information is required to approve sick leave/medical leave.

After completing the form click the Next > button on the right to proceed. Your information will be saved.

Stay at Work/Return to Work

Phase | and Il Planning

QA @ @ QumEsv

File Closure/Authorization

Next >

If you have received a letter from a Licensed Healthcare Practitioner or a doctor's note for your employee contact your MA Consultant to see if Form 111 is necessary.
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If you have requested the employee to complete Form 111, or any other
iInformation, populate the date you asked the employee to return the

completed form in the section as demonstrated
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identification Information Forms Activity Absence Details Stay at Work/Return to Work Phase | and Il Planning File Closure/Authorization
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confldentlally to your HRBP fo |l|ng in the elnployee 's medical file. No medlcaldocumentatlon should be maintained in the \J

workplace personnel files.
NOTE: Sufficient medical information is required to approve sick leave/medical leave.

After completing the form click the Next »  button on the right to proceed. Your information will be saved.

Forms

If you have received a letter from a Licensed Healthcare Practitioner or a doctor's note for your employee contact your HRBP to see if Form 111 is necessary.

Click the link(s) below to get the appropriate form(s)

Form 111

Was Form 111 given to the employee?* m No

Date completed Form 111 expected to be re- 28-Nov-2023 =)
turned:*

Forms Received

Form 111 received from the employes* Yes = No
Was Form 111 received in the timeframe ex- Yes No
pected?*
Licensed Healthcare Practitioner Letter sent* Yes | No | N/A - h /
3 Was a doctor's note provided?* Yes No C e Wan A
Is Form 111, a licenced healthcare practitioner Yes | No

letter or a doctor's note fully completed with
clear medical restrictions identified that allow
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Waiting on Employee
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workplace personnel files.
NOTE: Sufficient medical information is required to approve sick leave/medical leave.

After completing the form click the Next » button on the right to proceed. Your information will be saved.
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Forms Activity l Status o
A
Type of Absence: Absence greater than 5 consecutive work days/shifts Waiting on emp IO)"'EE

CaselD: 5672

NOTE: All documentation related to this case shall be uploaded. All paper copies containing medical information shall be sent
confidentially to your HRBP for filing in the employee's medical file. No medical documentation should be maintained in the
workplace personnel files,

NOTE: Sufficient medical information is required to approve sick leave/medical leave.

After completing the form click the Next » button on the right to proceed. Your information will be saved.

Forms

If you have received a letter from a Licensed Healthcare Practitioner or a doctor's note for your employee contact your HREP to see if Form 111 is necessary.

Click the link(s) below to get the appropriate form(s)

Form 111

Was Form 111 given to the employee?* No

Date completed Form 111 expected to be re- 28-Nov-2023 =
turned:*

Forms Received [
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This is an example of an email sent to the manager or delegate

Email Example for “Waiting for Medical
Information”

From: Rracfcanada.com | molhochracéckanad.con)
Sents Thursday, Moy 0, 2018 1210 AW

To O
Subjet: B Work s il #0205

Your entployee has been given ] 03+May+2018 1 retum requested medical iformation. I your employee dud not provide the required medical
iformation 10 you oa this day, follon up with b her o inquirethe reason. Set & s date foe the tnformatioe 1 be returmed i wratimg (e, lether o
o email 10 employee) andorconsult your HRBP for asistance if necessary. Do notextend a new date more than oace witbout consulting your HRBP, ! a
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Upload a File

© F B

< (]

dentification Information

Was Form 111 given 1o the employee!™

Date completed Form 111 expected to be re-
turned:*

Forms Received

Form 111 received from the employee*

Date Form 111 received:*

Scan and upload Form 111*

Was Form 111 received in the timeframe ex-
pected?*

Licensed Healthcare Practitioner Letter sent*

Date letter sent*

Forms Activity

28-Nov-2023

- I8

15-Nov-2023

User Acceptance Testing Mode

Absence Details Stay at Work/Return to Work Phase | and Il Planning File Closure/Authorization

Details

s Drop files here or

No Document Attached

07-Nov-2023

No entries here...

+ Add Additional Upload

Date completed letter is expected to be re- 28-Mov-2023
ceived:*

=

Next >
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Attach Multiple Files
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dentification Information Forms Activity Abzence Details Stay at Work/Return to Work Phase | and Il Planning File Closure/Authorization
Details

Forms Activity status 5

Type of Absence: Absence greater than 5 consecutive work days/shifts Waiting on emp loyee

CaselD: 5672

NOTE: All documentation related to this case shall be uploaded. All paper copies containing medical information shall be sent
confidentially to your HRBP for filing in the employee's medical file. No medical documentation should be maintained in the
workplace personnel files.

NOTE: Sufficient medical information is required to approve sick leave/medical leave.

After completing the form click the' Next > button on the right to proceed. Your information will be saved.

Forms

If you have received a letter from a Licensed Healthcare Practitioner or a doctor's note for your employee contact your HRBP to see if Form 111 is necessary.

Click the link(s) below to get the appropriate form(s)

Form 111
Was Form 111 given to the employee?* No
Date completed Form 111 expected to be re- 28-Mov-2023 =
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Error Message
= P S O“B"t User Acceptance Testing Mode

dentification Information Forms Activity Absence Details Stay at Work/Return to Work Phase | and Il Planning File Closure/Aut

4 warnings have occurred

Please provide "Scan and upload Form 111"

Please provide "Scan and upload Licensed
Healthcare Practitioner Letter”.

Details Please provide "Scan and upload the doctor's note".
Please provide "Is Form 111, a licenced healthcare

practitioner letter or a doctor's note fully completed

with clear medical restrictions identified that allow
you to make decisions on next steps?".

A\ Pleaze provide "Scan and upload Licensed Healthcare Practitioner Letter

© P B 9

. & Make Changes = Continue Anyway
No entries here...
_ + Add Additional Upload
Was a doctor's note provided?*
Scan and upload the doctor's note*
note’
+

No entries here...

+ Add Additional Upload

Date doctor's note was/is expected to be re- 06-Nov-2023 =
ceived:*
Is Form 111, a licenced healthcare practitioner Yes No
letter or a doctor's note fully completed with _ ) o . ) ) . )
a Flease provige Is Form 111, a licenced healthcare practitioner |etier or 8 doctor s note Tfully completed with clear medIcal restrncrions dentitied that allow Y¥Ou U0 Mmake deCISIons On nex

clear medical restrictions identified that allow
you to make decisions on next steps?*
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Requesting MA Consultant Advice
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workplace personnel files.
NOTE: Sufficient medical information is required to approve sick leave/medical leave.

After completing the form click the Next »  button on the right to proceed. Your information will be saved.
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This is a sample email to the MA Consultant upon request for advice

From: itrac@fcicanada.com <itrac@fcicanada.com>
Sent: Monday, June 17, 2024 9:53 AM

To: MA Consultant

Subject: Be at Work Case File #0201

Your manager has given Form 111 to the employee to complete
and 1s experiencing difficulty obtaining clear, objective medical
restrictions. Please contact this manager to learn more and
provide assistance.

» Saskatchewan!
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Providing Advice to your Client
PS O:"Bnt User Acceptance Testing Mode QA O ® Qwmmw 2

Identification Information Forms Activity Absence Details Stay at Work/Return to Phase | and Il Planning File Closure/Authorization
Work Details

Q voe

Contact HRBP to determine next steps. A repeat of steps above may be required.

Go to the right of the screen and make an appropriate selection from the dropdown arrow. This will generate an automatic email to the HRBP. Await for
response from HRBP before continuing further.

HRBP Advice:

Does the employee need to return a
new set of forms? -

Notes:
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After MA Consultant Provides Advice

Next >
Abzence Details Stay at Work/Return to Work Phase | and Il Planning
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	Hover for details: 
	Pop-up 1: Step 2 Forms Activity
 
It is the employee’s responsibility to provide information to the employer, which shall include substantiating medical information to support a medical leave of absence, and 
medical clearance to return to work with clear restrictions/limitations and prognosis - from the Licensed Health Care Practitioner.
  
An employee’s medical information is private and confidential. Any medical information requested should be uploaded to the application (instructions in following slides) with the original copy destroyed, once uploaded to the application.

When requesting medical information, the least intrusive method of attaining the required information should be utilized. In straightforward cases Form 111 is likely acceptable and in some cases a doctor’s note will suffice. Form 111 is created to assist the manager/supervisor in gathering the required medical information. More information regarding Form 111 is included in an upcoming slide. 
 
However, in more complex cases or where there have been difficulties in attaining the required information, it may be necessary to obtain a detailed medical questionnaire. If further medical information or clarification is required, the manager/supervisor is required to reach out to the MA Consultant to assist in the gathering of additional medical information.

The following slides will provide you with additional instructions to help navigate through Step 2.
	Pop-up 2: BLUE ARROW - You may notice Step 1 now has a green circle with a checkmark, which means Step 1 is complete.

Initial medical information received, including doctor’s notes, Form 111, or any other information received by the Health Care Practitioner should be uploaded to the application. Do not retain paper copies of any medical information once uploaded to the application. Please follow the prompts as directed within this step.

If you have not received any medical information, this Application includes a link to Form 111, which will assist you in obtaining information not typically found in a doctor’s note provided by the employee. Form 111 will help you and the employee obtain relevant information such as medical restrictions and other pertinent details from the Licensed Health Care Practitioner. 

This information assists the employee to stay at work if possible, or plan for the employee’s safe return to work at the earliest possible date. 

If your employee provides you with medical information you believe to be sufficient to make decisions regarding the absence and or accommodation, it may not be necessary for your to request the completion of Form 111. However, if your employee has requested time away from work, or a medical accommodation, but has not provided clear medical restrictions from his/her Licensed Health Care Practitioner, it is recommended that you request your employee have Form 111 completed. You can always reach out to your MA Consultant to provide you with guidance, if you are not sure.

When requesting the completion of Form 111, be reasonable in the amount of time you provide your employee to return the requested information. Especially if your employee has provided you with information to make an initial decision regarding the request for a medical leave of absence.
	Hover for details 2: 
	Pop-up 5: After selecting the expected date that the form is expected to be returned, go to the ”More Option” icon (…) on the upper right and select “Open Status Dialogue”.

This action will do two things: it will change the status on the top right corner from ”In Progress” to “Waiting on Employee”, and it will generate an automated email to the Manager/Supervisor or delegate assigned to the employee on the date the form is expected to be received.
	Hover for details 5: 
	Hover for details 6: 
	Pop-up 6: The status column shows “waiting on employee.” Save your information and sign out of the application by simply clicking on the “Home” button. Once you receive the information or the reminder email, access the case through the “Active Be at Work Cases” or the “Inquiries” feature on the initial PSC Client page.
	Hover for details 7: 
	Pop-up 7: If you have selected a delegate to manage your employee’s case, the delegate will receive the original email, and you will receive a copy to keep you informed.

When this email is received, either the delegate or manager/supervisor managing the accommodation should access the case through either the “Active Be at Work Cases” or “Inquiries” feature in the initial PSC Client page.

If the information has not yet been received, follow up with the employee, and reset the date you expect to receive the information.

The next slide provides instructions on uploading information into the application.
	Hover for details 8: 
	Pop-up 8: GREEN ARROW - When you do receive the medical information, upload this or any documents including Form 111 in this section as demonstrated on this slide. Once uploaded, safely destroy any paper documents.
	Hover for details 9: 
	Pop-up 9: GREEN ARROW - If you have multiple pages of information to upload, this can be done by clicking on the files button.
	Hover for details 10: 
	Pop-up 10: If Form 111, a licensed healthcare practitioner letter, or a doctor’s note is not fully completed with clear medical restrictions identified allowing you to make decisions on next steps you will receive an error message as indicated above. You will also receive an instruction to contact your MA Consultant to determine next steps.
	Hover for details 11: 
	Pop-up 11: Throughout the process, you will be prompted when to reach out to your MA Consultant for advice. When this occurs go to the top right of the screen, select the “More Options” (….) button, and pick “Waiting on MA Consultant advice”. 

This will generate an email to the MA Consultant to provide advice. There is also a notes section at the bottom of this step for the Manager/Supervisor to complete if there is information you wish to document or share with the MA Consultant. 

GREEN ARROW - This also changes the status on the top right-hand corner of the screen, to “Waiting on MA Consultant Advice.”
	Hover for details 12: 
	Pop-up 12: This is a sample email to the MA Consultant
When the MA Consultant receives the email, the MA Consultant will access the case through the “Active Be At Work Cases” Portal. Once the MA Consultant accesses the case, a notes field will appear for the MA Consultants to provide advice.
	Hover for details 13: 
	Pop-up 13: As mentioned in the previous slide, a notes field dedicated for MA Consultants will allow them to provide you advice, once they have reviewed all pertinent information, including medical information uploaded onto the application.

There is also a notes section at the bottom of this step for the Manager/Supervisor to complete if there is additional information you wish to document or share with the MA Consultant. You should complete this section before requesting the advice of the MA Consultant.
	Hover for details 14: 
	Pop-up 14: Once the MA Consultant provides advice, they will complete a similar action of the manager/supervisor by selecting “Notify Manager” from the actions icon. This will generate an email to the manager/supervisor, or delegate if one has been selected.

These actions are repeated throughout the remaining steps of the application. The manager/supervisor may need to reach out to the MA Consultant for assistance at various points in the process. They might not need your assistance until they have reached step 4, or they might need you at step 2.
	Hover for details 3: 
	Pop-up 3: GREEN ARROW - If you do ask your employee to provide Form 111, you will be asked to select the date in which you would like the information returned to you. If the information is not returned to you before the date you have selected, an automated email will be generated by the application and sent to you as a reminder to follow up with the employee. More details on how to activate this automated reminder are included in the next page.


