Sickness Absence Documents

of Record

::I Sandwell

Metropolitan Borough Council

This guide will outline the steps to add sickness absence related documents to a team

member’s record.

1. Add a Fit Note to
an absence record

{ My Team
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2. Add a Return-to-
Work Document of
Record

Good morning, Tracy Nevin

Primary Email
sendmail-test-discard@oracle.com

Cost Center

Primary Phone Department Name
4196402424 SMBC-RGN1110 Housing and Partnership Services

Billing, Sheleen
Housing Programme Support Officer

Position Name Business Unit
Housing Programme Support Officer Sandwell Metropolitan Borough Council
Location Name User Person Type

Council Hse Oldbury Employee

Primary Email Cost Center

sendmail-test-discard@oracie.com

Primary Phone Department Name

SMBC-RGN1TI0 Housing and Partnership Services

Jules, Clarence ‘
(a] -
Housing Investment & Development Officer

Position Name Business Unit
Housing Investment & Development Officer Sandwell Metropolitan Borough Council
Location Name User person Type

Counal Hse Oldbury Employee

Primary Email Cost Center
sendmail-test-discard@oracie.com

Primary Phone Department Name

2672202423 SMBC-RGN1110 Housing and Partnership wl. anmma§ | I

o [ ]
. Add a Sickness Absence

Management Process
Document of Record

To add a doctors Fit Note to a sickness absence, you will need to edit the sickness absence record. To do this
navigate to the My Team tab on your Oracle Fusion homepage. Next select the My Team tile.

The My Team page is displayed. Select the three dots icon next to the team member that you wish to record
the absence for. Next select Existing Absence from the drop-down options list.

Direct Reports

Document Deivery Preferences
Document Records

Donations.

Employment Contracts

With Offer

Find Best Fil Job

Find Best Fit Persan

Individual Compensaton



Identify the absence that the Fit Note relates to and select the Pencil icon next to the entry.

sting Absences

— —

Absences + Add

La:

Search by type or status SortBy | Date

Annual Leave- Hourly: 96 Hours Scheduled ’

05/08/2024 - 16/0

2024

Housing Investment & Development Officer

Unpaid Leave Council: 74 Hours Withdrawn ‘

scheduled ’

17/06/2

Housing Invest elopment Officer

Sickness: 0 Calendar Days In progress

02/06/21

Open ended

Housing Investment & Development Officer
Unpaid Leave Council: 74 Hours Withdrawn

3 N

investment & Development Officer

1

The Edit Absence screen is now displayed. Scroll down to the Comments and Attachments section. Select
the blue text and then choose Add File from the drop-down menu.

Edit Absence o | N[ o

e

05/06/2024 - 12/06/2024 8 Days at 100%

02/06/2024 - 04/06/2024 3Days at 0%

Comments and Attachments

Comments

Broken ankle as a result of cydling 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 returned to work on 13th June. Open-ended absence closed with last day as 12th June.

Attachments .
w Drag files here or diick 10 add attachment_v |

Legislative Information

Consumed S5 Weeks Consumed Waiting Days
[
Original Start Date Disable Earnings Check
dd/mmyyyyy ) [no
Disqualified Reason

Additional information
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A file explore window opens. Navigate to the document that you wish to attach and select it. Next, choose
the Open button.

€ Open

4 & > ThisPC » Downloads » v &  SearchDownloads P

5]

b @ Rise_Template CFO...
Organize »  New folder

& 128-LandDGroA  Hame Datemodified Type A
MicrosofTeams 1o o)
Notebooks S . . -
C 9 3 1470872024 16:32 MP4 File

&a Pen Potrait's - Ne-
~ Yesterday (6)

& Pictures
Recordings
S l 5] Sample fit note 13/06/2024 1458 IPG File I
s
B Socitm Group. 8] Specimen Fit Note 13/06/2¢ PNG File
€83 - South Ayrst s g wit hlan-20240613_0932: 13/06/2024 09: MP4 File
CommunitiesOf| | * 9 - EREERASS0 hw";"‘
v Earlier this week (11)
= ThisPC
s | Oracle Fusion - Pe ing i 12/06/2024 10:25 MP4 File
Otiecty £ View Payslips 11/06/2024 1534 Adobe
8 Dutdop 1 leave-and-absence-raw-iPapxgs? 11/06/2024 1511 Compressed (zipped) Folder Feduced. Has a follow up appointment on
= Documents. ©) video2 - Annual Leave 1 n2s MP4 File
4 Downloads ©/ Meeting with Neil 1 MP4 File
) Music 4| HR_User_Training_SessionLearning_Outcomes_May24 Adobe Acrobat Document )
& Pictures e 9 1. MPAFile
B Video: ) jury service (1) PG File
g 1 opportunity-marketplace-raw-02WIQcd_ Compressed (zipped) Folder
Lt leave-and-absence-raw-iPqdxga7 File folder -
@& Network v < >

File name: [ Sample fit note

Cancel
Legislative Information
Consumed SSP Weeks Consumed Waiting Days.
‘ o ]
Original Start Date Disable Earnings Check
[darmmpyyyy & ]
Disqualified Reason

The Fit Note has now been attached to the absence record. Select the Submit button to complete the
process.

Ed‘itrx\‘l sence

05/06/2024 - 12/06/2024 8 Days at 100%
02/06/2024 - 04/06/2024 3 Daysat 0%
Comments and Attachments b
‘Comments

Broken 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 dick 10 add atiachment v

Sample fit notejpg (55.61K8) & By Tracy Nevin on 14/06/2024

Legislative Information

Consumed SSP Weeks Consumed Waiting Days
) [ |
Original Start Date Disable Earnings Check
dd/mmpyyyy % [mo ]
Disqualifid Reason
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- In this next example you will see how to add a Return to Work Interview Document of Record.

Begin by navigating to the My Team tab and selecting the My Team tile.

Good morning, Tracy Nevin

QUICK ACTIONS

m The My Team page is displayed. Select the three dots icon next to the team member that you wish to add a
Document of Record for. Next select Document Records from the drop-down options list.

Billing. Sheleen
Heousing Programme Support Officer

Business Unit

Sandhwell Metropolitan Borough Coundil

User Person Type
? employee

Primary Email Cost Center
sendmal test dacardGoracie.com
Primary Phone Department Name

SMBC-RGNTIO Hosing and Partnership Services
P— D
Housing Investment & Development Officer *

Change Assgrwent

Position Name Business Unt
Housing Ireestment & Development Officer Sandwell Metropolitan Borough Coun Changs Masager
Location Name Jsee Porson Type Craste Succorse Pun
Council Mse Oldbury mployee Craste Survey

Cost Center Ovect Regarts

Oepartment Name

SMEC-RGNIIO Housing and Partnership Seflt
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The Document Records page is displayed. Select the Add button.

= ORACLE

Document Records

P

Document Records

search by type. name or numbe | showFilters | | Bxcluded | Payroll x  Expired

Sort By | Last Updated - Descending

“(©
‘ Nothing matches your search. Try again.

The Add Document page is displayed. Select Return to Work from the Document Type drop-down options
list.

= ORACLE

Add Document

Document Details

* Document Type

Aoy

Recruiting Job Offer

Retirement

— o Geoers | .
RL1 Register Amended Canad Payra

Salsry Increase
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| Once Return to Work has been selected, more fields are now displayed

asterix.

Complete the document of record as per the steps in the table below.

Add Document

Clarence Jules

Interviewer

SRR VR

. Mandatory fields are marked with an

aw R g*

1. Absence Details

2. Date of Interview

3. Interviewer

4. Line Manager

5. Working Days Lost

6. Comments

7.Attachments

8. Submit

Drag fles here or ciick to add attachment v

Select the absence that the Return to Work interview relates to from
the drop-down list.

Use the date picker tool to select the date of interview

Insert the name of the person conducting the Return to Work
interview.

Add the name of the interviewee’s line manager.

Add the number of working days that the colleague has been absent
from work due to this sickness absence.

Add a summary of the discussion held during the interview.
It is possible to add any documents that are relevant to the interview.

Once the form has been completed, select the Submit button to add a
copy of the Document of Record to the colleague’s file.

Once the document of record has been submitted, the process is complete. A notification is
forwarded to both the colleague and the line manager advising that the document of record is now

on file.
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The process to add a Sickness Absence Management Process Document of Record is the same as that for
adding a Return to Work interview Document of Record. It is only the form itself that differs.

To begin, follow steps seven, eight and nine in this Quick Reference Guide.

At the Add Document page, select Sickness Absence Management from the Document Type drop-down
options list.

Add Document

Document Details

ent TP
belect a value |
e Courtey Category Sbcatogory -
Sickness Absence Documents United Absence
Kingdom
Sickness Absence Documents - Chidren/Vuinerable Adults  Urited Absnce
REL R United Absence
Kingdom
Aduts Kingdom

Once Sickness Absence Management has been selected, more fields are now displayed. Mandatory fields are
marked with an asterix.

Complete the document of record as per the steps in the table on the following page.

A% P ¢®
Add Document

Cancel |

Document Details

*Document Type Category
Sickness Absence Management Aberica,
Country
United Kingdom
Business Title Detalls of Action 2
*Absence Details
— — — Details of Action 3
Sickness - 02-JUN-2024-12-JUN-2024 - (MSD - Fractures)
Pleasa enta Targe st mamber o Paiod |
*Action Stage
Action Taken
stage 1
Stage 1- Improvement targets set |

“Date of Interview

* Action Expiry Date
14/06/2024 fe s
30/06/2024 %)

“Sickness Parameter Breached

Line Mana
More than 6 days absence o=
Tyt \
*Details of Action 1 Interviewer Inervewes

o] o
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1. Absence Details

2. Action Stage

3. Date of Interview

4. Absence Parameter
Breached.

5 Details of Actions

6. Action Taken

7. Action Expiry Date

8. Line Manager

9. Interviewer

10. Attachments

11. Submit

Select the sickness absence that this interview relates to from the
drop-down options list.

Select the Sickness Absence Management Policy stage that the
interview relates to from the drop-down options list.*

Select a date using the date picker tool.
Select the reason why the interview is taking place from the drop-
down option list.*

List the actions that have been agreed with the interviewee including
any agreed targets.*

Select the type of action that has been agreed from the drop-down
options list.

Use the date picker tool to enter a date when agreed actions will be
completed by / improvement targets to be achieved by.

Enter the interviewee’s line manager’s name.
Enter the name of the person that conducted the interview

Further down the page there is the option to add any attachments to
the record.

Select the Submit button to complete the process and add the
Document of Record to the colleague’s file.

*For more details refer to the Sickness Absence Management Policy.

Once the Document of Record has been submitted, a notification will be sent to both the employee and
their line manager advising that a Document of Record has been added to the employee’s file.
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That brings this Quick Reference Guide to an end.
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