Sickness Absence Documents .:=

Sandwell

Metropolitan Borough Council

of Record

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

member’s record.

To add a doctors Fit Note to a sickness absence, you will need to edit the sickness absence record. To do this

1. Add aFit Note to
an absence record

firstly navigate to the My Team tab on your Oracle Fusion homepage. Next select the Team Activity
Center tile.

v
v
v
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3. Add a Sickness Absence

Management Process
Document of Record

2. Add a Return-to-
Work Document of
Record

Good afternoon, Premjit Swire

QUICK ACTIONS

il

Performance

m From the Team Activity Center page, select the three dots icon next to the relevant team member.

Next select View More from the dop-down options list.

Lead Otticer Level 2

Worker Type

Manager Relationship

Location

Employee Line manager Council Hse Oldbury
Applications
K Jennifer Kerry ® Journeys
Transformation Officer
s ~ [& Hiring
Worker Type Manager Relationship Location
Employee Line manager Sandwell Council Hse Performance Overview

Position
Transformation Officer

Job
LG Services O

Department
SMBC-FIN1217 Corporate
Transformation

Grade
SMBC Band F|

Assignment Number

E94218

Location
Sandwell Council Hse
Sandwell Council Hse

Absence Balance

Add Absence

Add Anytime Document

Add Check-In Document

Add Current Time Card
MD Mervyn Dundhal
Lead Officer Level 2
Add Other Time Card
Worker Type Manager Relationship Location
Employee Line manager Council Hse Oldbury
View More I

Position

Lead Officer Level 2

Job
LG Services 10

Department
SMBC-FIN1217 Corporate
Transformation

Grade
SMBC Band G|

Assignment Number

E13630

Location
Council Hse Oldbury
Council Hse Oldbury

Career Overview

Performance

'More



You will now see the Quick Actions Menu

Select Existing Absences from the Quick Actions Menu

Quick actions X
Add Absence »
Cash Disbursements v
Donations <
Existing Absences 2

Career and Performance

Add Anytime Document »

Add Check-In Document *
Evaluate Performance 2
Feedback Center b
Goals Center e

Identify the absence that the Fit Note relates to and select the Pencil icon next to the entry, or click the
absencettitle if a pencil is not available

ORACLE

<K Existing Absences

Jennifer Kerry

Search by type

Date 07/05/2025 X Status Clear (1)

Add Absence SortBy Vv

0 Calendar Days
Annual Leave- Hourly 26/08/2025 - 29/08/2025 Ve
29.5 Hours
Annual Leave- Hourly 28/07/2025 - 01/08/2025 Vi
37 Hours @
Flexible Working 17/06/2025 - 17/06/2025 7 .
1.5 Hours
Annual Leave- Hourly 02/06/2025 - 06/06/2025 /
37 Hours
Flexible Working 30/05/2025 - 30/05/2025 Ve
7 Hours
Elavihla Warkine 27/05/2025 - 27/05/2025 AR »
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The Edit Absence screen is now displayed. Scroll down to the Attachments section. Select or drag the file to
the Drag and Drop box

JK Edit Absence ‘ Cancel ‘ ‘ Withdraw ‘ m

Jennifer Kerry

End Date End Date Duration
07/11/2025 ‘ ‘ Full day

Duration 3 Calendar Days
Details
Reason -

ENT - Mouth or throat infection

Comments
Tonsilitis

Attachments

Drag and Drop

Select or drop files here.

URL ‘ ‘ Add URL ‘

If selected, a file explorer window opens. Navigate to the document that you wish to attach and select it.
Next, choose the Open button.

Edit Absence XN - |

Jennifer Kerry

e

A L > Downloads

New folder

B Name Date modified Type

Adobe Acrc 1,700 KB

ompleting_Timecards May25 (
m Attachments

o uted Ter

Adobe

harm your computer. If y
source you received it from, open it to
contents.

I Documents Adobe

B Meetings ORG | ompleting_Timecards_May25 (10) /2025 09:52 Adot at D. 1,841 KB
I Microsoft Copi RG | ompleting_Timecards_May?2. /10 at D... 1,841 KB
BB Microsoft Tear

B Microsoft Tear R Values d_Behaviour_Reflection_toolkit__June__2_ (1)

| Upload from mobile

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

Jk Edit Absence Cancel | Withdraw m‘

Jennifer Kerry

Estimated End Date l

Details

Reason
ENT - Mouth or throat infection

Comments
Tonsilitis

Attachments

Drag and Drop

Select or drop files here.

Add URL

URL l

Fit Note.pdf e
B s Last updated on 10/11/2025 2
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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 on your Oracle Fusion homepage. Next select the Team Activity

Center tile.

Good afternoon, Premjit Swire

QUICK ACTIONS

Team Activity
Center

>

Career Overview

Journeys

il

Performance

il

Hiring Performance

Overview

©

Learning

From the Team Activity Center page, select the three dots icon next to the relevant team member.

Next select View More from the dop-down options list.

Lead Ofticer Level 2

Worker Type
Employee

K Jennifer Kerry
Transformation Officer

Worker Type
Employee

Position
Transformation Officer

Job
LG Services 0

Mervyn Dundhal
L Lead Officer Level 2

Worker Type
Employee

Position

Lead Officer Level 2

Job
LG Services 10

Page 5

Manager Relationship
Line manager

Manager Relationship
Line manager

Department
SMBC-FIN1217 Corporate
Transformation

Grade
SMBC Band F|

Manager Relationship
Line manager

Department
SMBC-FIN1217 Corporate
Transformation

Grade
SMBC Band G|

Location

Council Hse Oldbury

Location
Sandwell Council Hse

Assignment Number

E94218

Location
Sandwell Council Hse
Sandwell Council Hse

Location

Council Hse Oldbury

Assignment Number

E13630

Location
Council Hse Oldbury
Council Hse Oldbury

Applications
® Journeys
oee N [& Hiring

Performance Overview
Absence Balance
Career Overview

Add Absence
Performance

Add Anytime Document

'More
Add Check-In Document
Add Current Time Card

Add Other Time Card

View More I




10 You will now see the Quick Actions Menu

Scroll Down and select Document Records from the Quick Actions Menu

Person Identifiers for External Applications bl

Seniority Dates s

Share Data Access &

Terminate Employment e
Compensation

Compensation Info &

Individual Compensation bl
Document Records

Document Records g

‘Workforce Scheduling

Work Patterns &

The Document Records page is displayed. Select the Add button.

< K Document Records

Jennifer Kerry, Transformation Officer

Search by type, name, or number

Category Excluded2 X Last Updated Type Filters Clear (2)

We couldn't find any matching document record.
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The Add Document page is displayed. Select Return to Work from the Document Type drop-down options
list.

I New Document Record Cancel

Jennifer Kerry

Transformation Officer

Document Type

Return| v

Name ¢ Country ¢ Category < Subcategory ¢
Employee Returning to Substantive Post Employment

Employee Returning to Substantive Post - Children/... Employment

Return to Work Absence General
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asterix.

| Once Return to Work has been selected, more fields are now displayed. Mandatory fields are marked with an

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

[f4 New Document Record vd | 2N

Jennifer Kerry

A el
All Countries

Description

Documents submitted by worker after returning to work following a period of absence

Business Title
Transformation Officer 1 Absence Details
1

2 Date of Interview ‘

Required Required

(
| Line Manager
hterviewer -

[
! 4 Premijit Swire 5 Working Days Lost ‘
|
6 Comments
7‘ Drag and Pmp
M o
1. Absence Details Select the absence that the Return to Work interview relates to from
the drop-down list.
2. Date of Interview Use the date picker tool to select the date of interview
3. Interviewer Insert the name of the person conducting the Return to Work
interview.
4. Line Manager Add the name of the interviewee’s line manager.
5. Working Days Lost Add the number of working days that the colleague has been absent
from work due to this sickness absence.
6. Comments Add a summary of the discussion held during the interview.
7 Attachments It is possible to add any documents that are relevant to the interview.
8. Submit 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 eight, nine, ten, and eleven in this Quick Reference Guide.

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

4 New Document Record | cancel |

Jennifer Kerry

Transformation Officer

Document Type

si
Name < Country & Category < Subcategory &

Sickness Absence Documents United Kingdom Absence

Sickness Absence Documents - Children/Vulnerable ... United Kingdom Absence

Sickness Absence Management United Kingdom Absence

Sickness Absence Management - Children/Vulnerabl... United Kingdom Absence

| 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.
@ New Document Record

Transformation Officer

Document Type
Sickness Absence Management

United Kingdom Absence

Description

Stage 1 meeting calling letter
Stage 1 confirmation of outcome
Stage 2 Invite Letter

Stage 2 Outcome Letter

Stage 3 Invite Letter

Stage 3 Outcome Letter

Stage 3 Report

Appeal calling letter

Welfare visit calling letter -
\[r)

Absence Details . Action Stage .
Transformation Officer 1 A 0 2 tion Stage

3 Date of interview [14 Sickness Parameter Breached ~ 5 Detals of Action 1

B - @@ rron oo a@@) v e -

1 o Drag and Drop



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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