



Reference Guide to Ending a Sickness Absence                                            (on behalf of the your employee)
This guide enables managers/supervisors and sickness co-ordinators to record the end date against a sickness absence where the employee does not have access.
[bookmark: _GoBack]Ending a sickness absence on behalf of an employee:
Log into Trent by clicking here (if you have more than one role select People Manager).  
Navigation: From the home screen select [image: ] (please note, the home screen may look different to sickness co-ordinators).
[image: ]

Action:
· Select the current sickness absence period.
· Enter the last day of sickness in the ‘Absence end date’ field 
[image: ]
This will trigger an email to the employee advising them that their sickness absence has been closed.   
If you experience any problems please contact humanresources@ex.ac.uk.
Updated 21/08/2014 - HR Services	Page 1

Updated 30/05/2018 – HR Services	Page 1
image6.png
Sookmarks

outotottce (1)
rosot (n)
processes  (0)
essanes

deome page

FEe———
e v

© ot et e
9 7049 - Notficaton of Changes to Employment Detats’
seope

3 personal detais.

(3 contact detats.
[STsa——
S

3 evmw et
orpvicncin

3 ot s

S

Qe

3 Wotngpotan doat

3 work ocation detals

3 salary htory summery.

ey

O rwmrat ey

i psence

2 et

S pre—

Ot tesncon

Wiy reports.
3 runrepont

3 oowioad autput

Sickness Absence.
3 Entornew scness absence detols
3 Vew sckness absance detals.
3 Enternew cantfcaton dtes/detols
(3 vew certcaton date detas
3 sciness enttement sumrory




image7.png
Sickness period

=
— T
Absencestarttype [Flday (V]
e
—"

Absence end type [Fullday.
Expected end date:

Absence





image5.png
(2 View sickness absence details




image8.emf

Microsoft_Visio_2003-2010_Drawing1.vsd

Microsoft_Visio_2003-2010_Drawing2.vsd

