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Schools OBO - Absence Form

In this step by step guide, you will learn how to:
 
· [bookmark: TS_A76902755C7F4F2B8EC3FC3E8A7C89A7]Complete the Absence Schools E-Form.
[image: Application Screenshot]
	[bookmark: class_extra_1][image: Information]
	Absences can be updated using the Absence E-Form.


 
[bookmark: TS_4A66583CF12C4587BA063307921D4C50](1) Click on the Absence Form tile. 
[image: ]
	[bookmark: class_extra_2][image: Information]
	The Absence Form will open.  Section A - Previous Absence Records and Section B - Current Absence Records show previous and current staff absences. 
 
To add a new staff absence, go to Section C - Create New Absence Record.
 


 
[bookmark: TS_6471DF4285D14113B0A130C7793CC6EB](2) Click on the picklist in the Emp. Name/Per No/Job Title field.
[image: ]
[bookmark: TS_893D21D9D2F948CCA88F3AA6968B5EF7](3) The relevant staff member is then chosen from the list.

If workschedule is not added, user will get below error stating: “Please use the contract change form to create a work schedule prior to creating an absence for these employments: <emp no>”

If work schedule is previously added, user will not see this error and should be able to select Absece Type.


[image: ]


Note: At this stage user can save the form using Save to Draft button and come back to form after work schedule is added using Contract Change form.

After Workschedule is added through contract change form, user can open the Save to Draft form and continue.
[image: ]
[bookmark: TS_D8D924B3BC864A37BA5A2F15AEBCEAF0](4) Picklists can also be filtered by typing part of the required option. In this example we typed self in the Absence Type field.
[image: Application Screenshot]
[bookmark: TS_B369C99EEE1D48468C46BCAA8575A50E](5) Then select the filtered option.
[image: ]
	[bookmark: class_extra_3][image: Information]
	The Absence Start Date is then added by either using the calendar button or by typing the absence start date.
 
Note: If typing the date this must always use the format dd/mm/yyyy.
 


 
	[bookmark: class_extra_4][image: Information]
	Important: In the new Absence E-Form, an Absence End Date must ALWAYS be added to ensure the form is processed correctly even if this is only a possible Absence End Date.  
 
If required the Absence End Date can be changed in Section B - Current Absence Records at a later point once the correct Absence End Date has definitely been established.



[bookmark: TS_1276946D721D4293B488CD2985F6693C] 
[bookmark: TS_6D5D20599B614B93AC281ED38D6B2FB5]If the same date Absence Start Date and Absence End Date is selected, user can see Part Day checkbox enabled. If user wants to enter Part Day absence, user may select the Part Day checkbox and add Lost time.
[image: ]
[image: ]
 
[bookmark: TS_918BA442414C45BB99D6393C948C8CAE](6) If more than one Absence needs to be added for the same person, this can be done using the + Add Row button.
[image: ]
(7) If the form needs to checked by an Approver, tick the box in Section D - Notify Approver.


[image: Application Screenshot]
[bookmark: TS_E20A7AC438C6470584500721E8070D07](8) Then click on Submit to complete the Absence form.
[image: Application Screenshot]
[bookmark: TS_14C04A5FBFE44C3492B1888EC3F93809](9) Click on Ok to submit the form.
[image: Application Screenshot]
[bookmark: TS_DC530CD074AA479A82E33AF0B331EAC0](10) Click on Ok on the message confirming the form has been submitted.
[image: Application Screenshot]
	[bookmark: class_extra_6][image: Information]
	The Absence Form has now been successfully created.


 

Gloucestershire County Council 				2				 2025-03-17
image1.png




image2.png
S Home v

EformReporting  EForms  Initiator Reporting  Services

E-Forms

Absence Form Contract Change Claims Form Expenses Form Leavers Form New Starter Form Personal Details

Form

(] (@ 8

®
®?
o)





image3.png




image4.png
se note, you cannot change a previous Unpaid Leave (Notional) or Industrial Action absence. e call Cont s on option 1, then 2) it a change Is required.

Absence Start Absence End Description of Lost

Emp. Name/Per NolJob Title Absence Type Date Date lliness PartDay .

Changed

No data

+ Add R ¥l Delete Row

O Emp. Name/Per Nol/Job Title Absence Type Absence Start Date Absence End Date Description of Illness Part Day

Your Comments:

Add Comment

() Please tick this box if you require an email to be generated to your approver notifying this form is awaiting approval

( @ Data Protection Act 2018 and General Data Protection Regulation(GDPR) - The information you supply on this form will be used to manage and maintain your employment relationship. It may also be used for the wider
purpose of providing statistical data used to assist with monitoring provision and/or determining areas of need in order to target future provision. The information will be treated as confidential except where such information
has to be disclosed by law to relevant statuory bodies and in circumstances specific to the employment relationship. If you would like more information please contact the Business Service Centre.

] o




image5.png
< @Cloucsieshic  Absence Form v

Coxa Dylisa 00153346 Assistant Head

Coxa Dylisa 00167582 Class Teacher

Davis-Jones Sara 00129920 Teaching Assistant (GRD D)

Edwards Lynne 00135493 Class Teacher
Evans Carys 00186591 Teaching Assistant
Evans Carys 00186592 Breakfast and After-School Club Assistan
Green Nerys 00160739 Teacher
- Griffiths Leah 00165467 Teaching Assistant
Griffiths Marie 00170595 Teaching Assistant

Please
Hall Leslie 00132895 Teaching Assistant
Hall Morgana 00152440 Class Teacher
Hall Morgana 00161053 Supply

Johnson Dylis 00197169 Teaching Assistant
Johnson Glynis 00177673 Teacher

- Khan Marian 00129916 Business Manager (GRD 1)

Khan Modron 00157377 Cleaner

Lewis Brongwyn 00192379 Supply Teacher
() | Lewis Eva 00167379 Supply Teacher

absence. Please call ContactUs on 01452 425888 (option 1, then 2) if a change is required.

Lost

e Type Absence Start Date Absence End Date  Description of lliness  PartDay .o Changed

No data

absence. Please call ContactUs on 01452 425888 (option 1, then 2) if a change is required.

Absence Start Absence End Description of Lost

Absence Type r o ’ PatDay oo Changed

No data

Y

+ Add Row I (i} Delete Row

Lost
time

Absence Type Absence StartDate  Absence End Date Description of Iliness Part Day

Your Comments:





image6.png
Please note, you cannot change a previous Unpaid Leave (Notional) or Industrial Action absence. Please call ContactUs on 01452 425888 (option 1, then 2) if a change is required.

Lost

Per No. Emp. Name/Job title Absence Type Absence Start Date Absence End Date Description of Illness  Part Day e Changed

No data

Please note, you cannot change a previous Unpaid Leal o Error

Please use the contract change form to create a work schedule prior to creating an absence for these employments: of
Emp. Name/Per No/Job Title Part Day

* 00129920

Lost

s Changed

Close

~+ Add Row [ {ij Delete Row

Lost
time

D Emp. Name/Per No/Job Title Absence Type Absence Start Date Absence End Date Description of Illness Part Day

O [ Davis-Jones Sara 00129920 Teaching Assistant (GRD D)





image7.png
< @Glucsieshic  Absence Form v Search Q ® Qo ac

lease note, you cannot change a previous Unpaid Leave nal) or n absence. Please call Cor s on (option 1, then 2] if a change Is required.
Absence Start Absence End Description of Lost
Emp. Namel/Per NolJob Title Absence Type Date Date liness PatDay ot Changed
No data

@) Emp. Name/Per NolJob Title Absence Type Absence Start Date  Absence End Date Description of Iliness Part Day m
() Davis-Jones Sara 00129920 Teaching Assistant (GRD D) v Self certified Sickness. v |31/12/9999 8 31/12/9999 =] v

Your Comments:

Add Comment

() Please tick this box if you require an email to be generated to your approver notifying this form is awaiting approval

@ Data Protection Act 2018 and General Data Protection Regulation(GDPR) - The information you supply on this form will be used to manage and maintain your employment relationship. It may also be used for the wider
purpose of providing statistical data used to assist with monitoring provision and/or determining areas of need in order to target future provision. The information will be treated as confidential except where such information
has 80 he disciassd b S 3 salovans Siatenee hodies and in clrasnstences anadiite 1 fhe amaiessnans safasinnaiie F umes eunaddd fien snnes fnfesmnasien ninans rantnes s Bsinesy Sandes Manses




image8.png
Absence Form v

Please note, you cannot change a previous Unpaid Leave (Notional) or Industrial Action absence. Please call ContactUs on 01452 425888 (option 1, then 2) if a change is required.

Emp. Name/Per NolJob Title Absence Type Absence Start Date Absence End Date Description of Iliness Changed

Mrs Nerys Green 00160739 Classroom Teachers Maternity Leave v 01/08/2024 =] 16/06/2025 =]

Mrs Gwyneth Mitchell 00130481 School Support staff Maternity Leave v 01/08/2024 =] 16/02/2025 =]

+ AddRow [ f@l Delete Row

O Emp. Name/Per NolJob Title Absence Type Absence Start Date Absence End Date Description of lliness

g Assistant (GRD D)

Your Comments:

‘Add Comment





image9.png
FlEdst TULE, yuu Lallliut Lhdligt d pitViUUs Ulipdid LEavc (INULUTHal) U iHdustiiat ALUUTT dUSTTILE. FlEdot Lall LUlllatius UIT UVLA0£ 70000 (UpPLUUNE L, UIEl £) 11 a LHdligt s Teyquiicud.

Absence Start Absence End Description of Lost

Emp. Name/Per No/Job Title Absence Type Date Date lness Part Day time

Changed

No data

+ Add Row [ {ij Delete Row

Lost
time

D Emp. Name/Per No/Job Title Absence Type Absence Start Date Absence End Date Description of Illness Part Day

O

Davis-Jones Sara 00129920 Teaching Assistant (GRD D) v Self certified Sickness v

|31/12/9999 =]

31/12/9999 B8 v

Your Comments:

Add Comment

(") Please tick this box if you require an email to be generated to your approver notifying this form is awaiting approval

@ Data Protection Act 2018 and General Data Protection Regulation(GDPR) - The information you supply on this form will be used to manage and maintain your employment relationship. It may also be used for the wider
purpose of providing statistical data used to assist with monitoring provision and/or determining areas of need in order to target future provision. The information will be treated as confidential except where such information
has to be disclosed by law to relevant statuory bodies and in circumstances specific to the employment relationship. If you would like more information please contact the Business Service Centre.

3 pin





image10.png
Absence Start Absence End Description of Lost

Absence Type Date Date lllness Part Day time

Changed

No data

+ Add Row [ {ij Delete Row

Absence Type Absence Start Date Absence End Date Description of Illness Part Day LT;S;
v Self certified Sickness v 16/03/2026 =] 16/03/2026 B8 v @ 2.00 Hours





image11.png
+ Add Row || {i/ Delete Row

D Emp. Name/Per No/Job Title Absence Type Absence Start Date Absence End Date Description of Illness Part Day

time

() ariffiths Marie 00170595 Teaching Assistant v Self certified Sickness v 16/03/2026 =] 16/03/2026 B8 v 2.00 Hours





image12.png
A Lo

Search Q @ L4 ac

te, you cannot change a previous Unpaid Leave (Notional) or Industrial n absence. Please call Cor s on (option 1, then 2) if a change Is required.

Absence Start Absence End Description of Lost

Emp. Name/Per NolJob Title Absence Type Pl Dot iness PartDay o

Changed

No data

+ Add Row il @ Delete Roy

] Emp. Name/Per NolJob Title Absence Type Absence StartDate  Absence End Date Description of lness ~ PartDay  po%
() Griffiths Marie 00170595 Teaching Assistant v Self certified Sickness v 16/03/2026 =] 16/03/2026 =) v 2.00 Hours
) =

Your Comments:

Add Comment

("] Please tick this box if you require an email to be generated to your approver notifying this form is awaiting approval

Data Protection Act 2018 and General Data Protection Regulation(GDPR) - The information you supply
purpose of providing statistical data used to assist with monitoring provision and/or determining areas of el
has to be disclosed by law to relevant statuory bodies and in circumstances specific to the employment relati

in order to target future provision. The information will be treated as confidential except where such information
hip. If you would like more information please contact the Business Service Centre.





image13.png
Absence Form v

+ AddRow [ f@l Delete Row

Absence Start Date Absence End Date Description of lliness

O Emp. Name/Per NolJob Title
v 10/02/2025 =] 14/02/2025 =] Infections Cold Flu v

ing Assistant (GRD D)

Your Comments:

Add Comment

Please tick this box if you require an email to be generated to your approver notifying this form is awaiting appnmll

@ Data Protection Act 2018 and General Data Protection Regulation(GDPR) - The information you supply on this form will be used to manage and maintain your employment relationship. It may also be used for the wider purpose of providing statistical data used to assist with
monitoring provision and/or determining areas of need in order to target future provision. The information will be treated as confidential except where such information has to be disclosed by law to relevant statuory bodies and in circumstances specific to the employment

relationship. If you would like more information please contact the Business Service Centre.

rint ancel elete ave to Draf ubmit
P Cancel Dele s: Draft |[ v Sub





image14.png
Absence Form v

+ AddRow [ f@ Delete Row

Absence Type Absence Start Date Absence End Date Description of lliness

VHS\alfcevﬁﬁedSldmss vamlzm aHmmzrzm ngrmﬁxscﬂmFm v‘

Submit Form

‘Your Comments: Are you sure you want to Submit the form?

Add Comment

Please tick this box if you require an email to be generated to your approver notifying this form is awaiting approval

@ Data Protection Act 2018 and General Data Protection Regulation(GDPR) - The information you supply on this form will be used to manage and maintain your employment relationship. It may also be used for the wider purpose of providing statistical data used to assist with
‘monitoring provision and/or determining areas of need in order to target future provision. The information wil be treated as confidential except where such information has to be disclosed by law to relevant statuory bodies and in circumstances specific to the employment
relationship. If you would lie more information please contact the Business Service Centre.

rint ancel elete ave to Draf ubmit
P Cancel Dele s: Draft || v Sub





image15.png
Absence Form v

+ AddRow [ f@ Delete Row

Absence Type Absence Start Date Absence End Date Description of lliness

VHS\alfcevﬁﬁedSldmss vamlzm aHmmzrzm ngrmﬁxscﬂmFm v‘

Your Comments: Form: 0000014151 is submitted successfully

Please call ContactUs on 01452 425888 should you have any queries regarding this e-Form.

Add Comment

Please tick this box if you require an email to be generated to your approver notifying this form is awaiting approval

@ Data Protection Act 2018 and General Data Protection Regulation(GDPR) - The information you supply on this form will be used to manage and maintain your employment relationship. It may also be used for the wider purpose of providing statistical data used to assist with
‘monitoring provision and/or determining areas of need in order to target future provision. The information wil be treated as confidential except where such information has to be disclosed by law to relevant statuory bodies and in circumstances specific to the employment
relationship. If you would lie more information please contact the Business Service Centre.

rint ancel elete ave to Draf ubmit
P Cancel Dele s: Draft || v Sub





image16.png
Home v

EformReporting  EForms  Initiator Reporting  Services

E-Forms

Absence Form Contract Change Claims Form Expenses Form Leavers Form New Starter Form Personal Details

(] ] 8

al

=} I~




image17.jpeg
Gloucestershire

100N .
COUNTY COUNCIL





