Ing sick-leave

reminder regarding routine

If you are sick, you shall inform your manager by reporting sick-leave in HaileyHR.
You shall report that you are sick latest on the same day of your first day of sick-
leave.

How to report sick-leave:

1. Log in to your HaileyHR profile

2. Click on the “+”-sign to your profile picture in the up-right corner of the webpage
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3. Choose which dates the absence concerns

4. Choose sick-leave as the chosen type of absence (the reason)

5. Add the scope of the absence (this is reported in hours - 1 full working day is 8 hours)
6. Click "Add"

7. Click "Save"
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What happens if | do not report my sick-day on time?
If you report your sickness too late (later than the first day of your sick-leave), the absence is

unauthorised and you will loose your rights to paid sick-leave for the days that were not reported
on time.

*Note that the sickness shall also be reported in you time-report in Fortnox.



