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Step 3 Instructions
Absence Details
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Example of email to MA Consultant when requesting advice
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	Hover for details: 
	Pop-up 1: This step will help you keep track of absence details if applicable to the employee’s medical accommodation.

BLUE ARROW - First, enter the absence start date.

GREEN ARROW - If the expected return to work date is unknown, enter the next scheduled medical appointment as communicated by the employee, or a reasonable future date in which to follow up with the employee. This will vary depending on the reason for the absence. By completing this field, you will be automatically notified to visit the Be At Work Application and review this employee’s case five days prior to the date you entered.
	Hover for details 2: 
	Pop-up 2: If the absence is expected to extended longer than 6-8 weeks, contact your MA Consultant for further advice, by going to the actions icon on the right and selecting

Follow the instructions as outlined in the grey box, which will generate the email to the MA Consultant, and will also change the status of this step to “Waiting on MA Consultant Advice”.

Once the email is received, the MA Consultant will contact you and complete the advice section.
	Hover for details 3: 
	Pop-up 3: BLUE ARROW – If the absence is not expected to go beyond 6 to 8 weeks, but there are other reasons you wish to contact the MA Consultant, the application will prompt you to do so if you select YES to the question; “Are there concerns regarding the validity of the duration the Licensed Healthcare Provider has indicated for the leave?”

GREEN ARROW – From the Employee’s Timecard, enter the number of remaining hours of SL the employee had at the time of absence. If the employee does not have sufficient sick leave to cover the expected absence, you will need to complete a DLOA form. The HRSC can assist you in completing the form.


