
STEP 2 INSTRUCTIONS

Forms Activity

Hover over the button in the top left corner for more information



Step 2 Forms Activity



Form 111
SECTION II: EMPLOYEE RESPONSIBILITIES – completed by Manager/Supervisor and signed by employee

Take this form to your Licensed Health Care Practitioner regarding this injury/illness/surgery to complete 
Section III (reverse side) and return it to you during that visit.

You are to return this form (completed both sides) to your Manager/Supervisor by ________________(date).

Alternate contact information: (If person to receive this form different from Manager/Supervisor e.g. Ministry 
Contact, Human Resources, etc.). Manager/Supervisor to fill in:

Name and Title: ______________________________________________
Address: ______________________________________________
Email and Phone: ______________________________________________
Fax: ______________________________________________

If this is a workplace illness/injury, you will also complete a WCB W1 Form and assist in the completion of an 
Incident Reporting and Investigation Form 101.

I acknowledge my RESPONSIBILITIES and CONSENT to my Licensed Health Care Practitioner completing 
Section III of this form. I AGREE that my employer may disclose this information to an authorized third 
party of disability case management services.

Signature of Employee _______________________________________ DATE ________________



If you have requested the employee to 
complete Form 111, or any other information, 
populate the date you asked the employee to 
return the completed form in the section as 
demonstrated. 



Waiting on Employee





This is an example of an email sent to 

the manager or delegate.



Upload a File



Attach Multiple Files



Error Message



Role of the HRBP Administrator & HRBP



Requesting HRBP Advise



This is a sample email to the HRBP 
upon request for advice 

From: itrac@fcicanada.com <itrac@fcicanada.com> 
Sent: Thursday, August 30, 2018 9:53 AM
To: HRBP TEAM
Subject: Be at Work Case File #0201

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

mailto:itrac@fcicanada.com
mailto:itrac@fcicanada.com


Providing Advice to your Client



After HRBP Provides Advice
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	Hover for details: 
	Pop-up 1: 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 sent to the HRBP Team and be stored securely in a file separate from the employee personnel file.

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 a newly developed form, 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 will be prompted to contact the HRBP 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.

The Manager/Supervisor or his/her delegate is responsible for completing Step 2 of the process. You will be asked a series of questions related to the completion of forms or letters. Depending on how you answer the questions, instructions on how to proceed will appear on the screen.

Depending on the reason you chose for the type of accommodation, Step 2 will look different. For example, if you have selected a case that is “Work-Related” you will be instructed to contact your Ministry Safety Professional throughout various stages of this step. If you do not have a designated Ministry Safety Professional, continue to work with your HRBP as you would normally.
	Hover for details 2: 
	Hover for details 3: 
	Pop-up 3: 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 is not 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.

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 4: 
	Pop-up 4: GREEN ARROW - If you do ask your employee to obtain additional medical information, 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.
	Hover for details 5: 
	Pop-up 5: After selecting the expected date that the form is expected to be returned, go to the ”More Options” 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 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 “Pending Be at Work Request” 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 “Pending Be at Work Request” or “Inquiries” feature in the initial PSC Client page.

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

The next slide provides instructions on up-loading 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.
	Hover for details 9: 
	Pop-up 9: BLUE ARROW - If you have multiple pages of information to up-load, this can be done by clicking on the files button.
	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 HRBP to determine next steps.
	Hover for details 10: 
	Hover for details 12: 
	Pop-up 12: The Human Resource Business Partner plays an integral role in assisting the manager/supervisor in managing a medical accommodation.

Some accommodations are straight forward and will not require a manager/supervisor to reach out to the HRBP for assistance. 
The application has been designed to determine when it is appropriate for a manager/supervisor to reach out to the HRBP. 
In these instances, the manager/ supervisor will be prompted to contact his/her HRBP.
Additionally, HRBP teams are alerted when a case has been created – this tutorial will explain more on the next few slides.

It is imperative all case files that meet the criteria are entered into the application.
If a manager/supervisor calls an HRBP for assistance and the case has not been entered, the HRBP will advise the manager/supervisor to take a few minutes to do that right away.
It is very important for to ensure the manager/supervisor completes the steps within the application.
	Hover for details 13: 
	Pop-up 13: Throughout the process, you will be prompted when to reach out to your HRBP for advice. When this occurs go to the top right of the screen, select the “More Options” (….) button, and pick “Waiting on HRBP advice”.

This will generate an email to the HRBPT 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 HRBP.

GREEN ARROW - This also changes the status on the top right-hand corner of the screen, to “Waiting on HRBP Advice.”
	Hover for details 14: 
	Pop-up 14: This is a sample email to the HRBP. Upon receiving the email, the HRBP Team Administrator will forward the email to the corresponding HRBP.

When the HRBP receives the email, the HRBP will call up the case through the “Active Be At Work Cases” Portal. Once the HRBP accesses the case, a notes field will appear for the HRBP to provide advice.
	Hover for details 15: 
	Pop-up 15: As mentioned in the previous slide, a notes field dedicated for HRBPs 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 HRBP. You should complete this section before requesting the advice of the HRBP.
	Hover for details 16: 
	Pop-up 16: Once the HRBP 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 HRBPs 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.


