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Before You Start:

Why Do | Need to Report the Absence

Reporting absences is very important, especially if your absence is justified
(e.g. you have supporting documentdtions)ond you are entitled to paid days
in that category. If you were expected to be at work on a given day but were

absent, make sure to report your absence in the system.

If you do not report it, the day will be treated as an unpaid absence.

Reporting an absence does not guarantee that it will be paid. This depends
on several factors, including: the number of paid days available in the
selected category, whether you have valid supporting documentation for the
absence, whether the document has been submitted to the college office.
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Sick leave with sick note (need provide details in ()
the next step)
(Available paid days: 0)

Sick leave without sick note (not pald) O

Holiday leave Q
(Available paid days: 0.79)

Maternity leave (not paid) OF
Paternity leave (not paid) O

Family responsibility leave O l
(Available paid days: 3)

Back to study O

N

Scroll down and select the

absence reason that matches
your situation. For some

categories, available paid

days are shown in brackets.
Then click “Next". -/
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fcticioner's Regi-:

Practicioner's name and surname:
Practicioner's phone number:
Reason for sick leave:

Please confirm that you understand that, in addition to
reporting your absence via the Learner Profiler, you are
required to submit documents confirming your
entitlement to paid leave, to the department responsible
for Workplace matters at your college within 14 days.
Otherwise, the absence will be treated as unauthorised

O | understand

Some absence categories require )
additional information, such as doctor
details. Complete the required fields,
confirm that documents will be

provided via email or to the office, and
click “Next”. )

Thank you. Your Absence is
reported.

Remember that documents
required for paid leave must
be submitted to the college
either by email or in person.
Otherwise, the absence may
not be approved.

Finish

Absence Reported.
Click Finish to back to Main
View



Well done,
you have successfully

reported an absence

If you have any questions contact us on:
ryancharles@learnerprofiler.com or +27616802706
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