Close an open-ended sickness

::I Sandwell

Metropolitan Borough Council

absence

This guide demonstrates how to close an open-ended sickness absence.

1. Navigate to My 2. Select the open- 3. Close the open-
Team ended absence to close ended sickness absence

01 As a line manager, you are responsible for closing open-ended sickness absences when your team member
returns to work. Failure to do so may impact upon their salary payments.

To close an open-ended sickness absence, firstly navigate to the My Team tab on your Oracle Fusion
homepage.

Next select the My Team tile.

Good morning, Tracy Nevin

Things to Finish
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From the My Team page, select the three dots icon next to the relevant team member.

Next select Existing Absences from the dop-down options list.
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You will now see the Existing Absences screen.

Select the Pencil icon next to the open-ended sickness absence that you wish to close.

= ORACLE
Existing Absences
ce Jule
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Details of the sickness absence are now displayed. To close the open-ended absence, firstly uncheck the
Open-Ended Checkbox.

The option to add an end date will then appear. Use the date picker tool to select an End Date. This should
be the last day of the absence.

Next select half day or full day in the Duration field.

Edit Absence

srence Jul

“Type Sickness

“Business Title ~ Housing Investment & Development Officer

When

*Start Date and Duration

02/06/2024 to| [rulday |
(-

“End Date and Duration

I 13/06/2024 “.I I Full day m

Absence Duration 12 catendar Days

Details

“Reason Condition Start Date

MSD - Fractures

Entitlements

[& Changing ge bel ‘

Once you have completed your edits, you may add a note in the Comments box.

Finally select the Submit button to complete your request to close an open-ended sickness absence.

‘Elflil Absence Cancel

02/06/2024 - 05/11/2024 156 Days at 100%

SND Statutory Sick Pay Plan

18/12/2024 - 01/06/2025 16 Days at 0%
05/06/2024 - 17/12/2024 196 Days at 100%
02/06/2024 - 04/06/2024 3Days at0%
Comments and Attachments ‘
Comments

8roken ankle as a result of cycling accident. Need to take time off as leg needs to be rested and raised until swelling reduced. Has a follow up appointment on
12 June with consultant.

Clarence retumed to work on 13th June. Open-ended absence closed with last day as 12th June|

Attachments.

% Drag files here or diick 10 add atiachment v

Legislative Information

Consumed S5P Weeks Consumed Waiting Days
o | |

. Original start Date Disable Earnings Check

That brings this Quick Reference Guide to an end.
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