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Introduction 

 

The document explains how to report absence on ActivAbsence.  

ActivAbsence is our third party software for managing absence and holidays, and it is fully 
data compliant. 

 

Reporting Absence 

Absence should be reported in line with ASLGN128 Absence Reporting Procedure v3.0, which 
is available on the Policies & Certs page of the Staff Intranet. 

Absence should be reported to your line manager, and your line manager will report your 
absence on ActivAbsence. 

Line Manager will log into ActivAbsence and report an absence as follows: 

Click on Report absence: 

 

Complete all required data fields: 

Start typing the employee name and select the correct employee.  

 

Select the reason for absence from the drop down menu 

 

Enter the start time of the absence. This should be the start of a work day assuming that the 
employee has complied with the guidance in ASLGN128 Absence Reporting Procedure v3.0 
i.e. they have reported their absence at least 30 minutes before the start of their work day. 



 

Activ Absence Guide 
 

 

ABCA SYSTEMS LTD 201119 Page | 2 

Select the start date and expected return date.  

Select the method of notification of absence. This should be by phone assuming that the 
employee has complied with the guidance in ASLGN128 Absence Reporting Procedure v3.0 
i.e. they have called in to their line manager to report their absence. 

 

Add any comments which explain the reason for their absence. 

 

Notification details should be pre-populated and don’t need amending. 

 

You can now click submit and an absence will have been reported. 

After submission, line manager will receive a confirmation email of the reported absence, as 
will the employee who has been reported absent. 

 

Returning to work: Self-Certification 

When an employee who has been reported absent, returns to work, the employee needs to 
complete a self-certification and the line manager needs to complete a return to work 
interview. Self-certification and Return to Work interviews are both completed on 
ActivAbsence. 

Self-Certification 

Log into ActivAbsence and you will see a notification bar at the top of the screen which says 
that you are currently absent.  
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Field staff who have a PDA will need to click on ‘full site’ to be able to see this message 

 

Clicking on the link brings up the self-certification form. Complete all data fields and Submit 

 

Date returned to work is the date on which you have returned to work. 
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You can select whether you returned to work part way through the working day 

Enter the number of days for which you have been absent. 

Select whether your absence was work-related. 

Select whether your absence was caused by an accident at work 

Select the cause of your absence 

 

 

Select whether you consulted a doctor 

If you consulted a doctor, select the date on whether you consulted a doctor. 

Select whether you feel whether you have fully recovered from the absence 

Select whether there is anything the company can do to support you, and add comments in 

the next data field on how you feel we can support you. 

Click Acknowledge and your name will be auto populated in the acknowledgment data fields. 

Click Submit. 

You will receive a notification email to say that you have completed your self-certification. 

Your line manager will also receive an email notification to say that you have submitted a self-

certification, and they now need to complete a return to work interview with you. 
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Returning to work: Return to Work Interview 

Return to work interviews should be completed as soon as notification has been received that 

an employee has returned to work. Notification can be verbally over the phone, in person, or 

via automated emails through ActivAbsence, once an employee has completed a self-

certification. 

Locate the employee’s absence record within ActivAbsence. The easiest way for line 

managers to do this is to click on the link within the self-certification notification email. 

The Return to Work form will display a summary of the employee’s absence: 

 

The Return to Work form will display a summary of the employee’s self-certification: 

 

You need to read the content of the self-certification before completing the return to work 

interview. 

The first part of the form is to confirm the return to work date, whether the employee 

returned part through the day, and complete the relevant data fields on how and when the 

return to work interview is being carried out. 
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The next part of the form is to details about the absence and if there is anything we can do to 

assist them moving forward. 

 

 

If an absence is work related or was caused due to an accident at work, the HR and the Operations 

Director need notified immediately following submission of the return to work form. 

The later part of the form will give a summary of th employees absence histiry, to assist you in your 

return to work interview. 
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After completing the return to work interview and reviewing all information on the form, you 

now need to save the form. 

 

You will be returned to the employee’s summary info page, which you can close. 

 

Remember that if an absence is work related or was caused due to an accident at work, the HR and 

the Operations Director need notified immediately following submission of the return to work form. 

 

 


