Creating a Sickness and
Absence Record
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When creating a sickness and absence record for an
employee, click on the Sickness and Absence tab.

Sickness & Absence

All Records ® Add  Q Sea
At the top of the page, you will find an
Add icon where you will be able to create
an Absence record. You will need to
Sickness/Absence Requests / Complete each section,

User
< t llser

A description of absence is optional; however HRChest
recommends that you insert as much detail as possible.

Absence End Date . . .
A note section is also optional.
Description (Optional)

Notes (Optional)

Absence Start Date

There is an option to upload files, for example, self-certification,
fit note, occupational health report, any meetings with the
employee regarding their absence from work.

Altach Files (Optional)
| Choose file | No file chosen

f the absence is not sickness related, these files may include a
MATBL certificate for example.

Once each section is completed, click Submit. This will
create a sickness and absence record for that staff
member and this will be retained on the employee’s file.

Once a sickness and absence record has been created for the employee, it will be
inserted into the staff calendar as a staff absence.

You can amend the absence record at any time, by selecting the record, selecting
edit, make your amendments and click update to save.



