Holiday Booking Request
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When an employee wishes to request annual leave,

they will need to use the Holiday Request tab. Staff Calendar

e Holiday Requests

All Requests ® Add
(@ Sickness & Absence
At the top of the page there is an Add icon where employees 2 Staff Configuration
will be able to create their Holiday Booking. Employees will -
need to complete this form, then click Submit. ) File Library

Once the employee has submitted their holiday booking request, this will be sent
through to the admin team. The admin team will receive a notification at the top of the
HR Chest app, which will inform them that there is a holiday request to approve.

The admin team/manager can access the holiday booking
request and can choose to approve or decline it.

® Unapproved
If the admin team or manager approve the holiday request, a

notification goes to the employee on the app to inform them O Approved
that their holiday booking request has been approved. The
holiday is then added to the staff calendar automatically. O Declined

If the holiday booking is declined, admin have the option to add in a reason, for
example, too many staff members off at one time.

If the holiday is declined, the employee will receive a notification on the app informing
them of the decision with a reason for the refusal if applicable.

A record of the request is retained in HR Chest regardless of whether it has been
agreed or declined.



