Coronavirus/ COVID-19 absence recording - guide for managers
[bookmark: _GoBack]This guide is for managers who are logging paid sick leave, Special Leave or Carer’s Leave because of the Coronavirus/ COVID-19 outbreak on behalf of an employee. Please log COVID-19-related paid sickness absence on MyHR when the employee returns to work; records should be kept locally in the meantime.

Step 1: Log in to MyHR using your UCL user ID and password.
[image: ]

Step 2: Select the Menu icon (the three horizontal lines) in the top left hand corner of the screen, click Manager Self Service, then My Team Absence, then Absence Management.
[image: ]

[image: ]Step 3: A new screen will come up, showing a list of your direct reports. When you have found the right employee, click the Action icon on the right hand side of their name.


Step 4: You will be redirected in a new window where you should click on Create Absence on the left hand side.
[image: ]





Step 5A: To record paid sickness absence 
For Coronavirus/ COVID-19 related sickness you will need to select Paid Leave in the drop-down menu for Absence Type and Sick leave related to Coronavirus in the drop-down menu for the Absence Reason. Once you have filled out the other details, such as the relevant dates for this sickness, click Next in the top right hand corner of the screen. This will redirect you to a confirmation page where you can submit the leave. 
[image: ]
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Step 5B: To record special leave where the employee is unable to work remotely
[image: ]For Special Leave, you will need to select Paid Leave in the drop-down menu for the Absence Type and Special leave related to Coronavirus as unable to work remotely in the drop-down menu for the Absence Reason. Once you have filled out the other details, such as the relevant dates for this special Leave, click Next in the top right hand corner of the screen. This will redirect you to a confirmation page where you can submit this record of Special Leave.
[image: ]




STEP 5C: To record Carer’s Leave
For Carers’ Leave, you will need to select Paid Leave in the drop-down menu for the Absence Type and Carers’ Leave in the drop-down menu for the Absence Reason. Once you have filled out the other details, such as the relevant dates for this Carers’ Leave, click Next in the top right hand corner of the screen. This will redirect you to a confirmation page where you can submit this record.
[image: ]
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Considering requests
[image: ]If you are considering an employee’s request for leave, you can either accept, decline or request further information most safely and securely via the MyHR portal (click on the Bell icon on the toolbar at the top of the screen to open your Worklist, where any requests will appear). You will also receive a MyHR email when the employee submits their request, which will give you the same options. 
[image: cid:image001.png@01D5FD33.422220F0]


[image: ]If you would like to request further information, you can do so via the MyHR portal or by clicking the Request Information link in the email and typing your query. The employee will then be sent an email with this query and should click the Answer Question link in their email. Their answer will then be sent back to you for your consideration. Alternatively, you can contact the employee directly.
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