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Are you managing employee leave 
properly ? 

Intro duction  
By its very nature, absence is unproductive time  and applying company resources to 

manage it effectively is a considerable drain on effort and money.  

OfficeControlÊ has been 

designed specifically to 

manage and monitor all types 

of absence from your 

workplace. 

OfficeControlÊ makes it simple 

to effectively manage all types 

of absence, from holiday leave, 

training to sickness or absence 

due to injury.  

OfficeControlÊ is the online application that allows all your employees to access and 

manage their absences with ease. It gives managers all the tools they need to quickly an d 

efficiently authorise suitable  leave and monitor absences.  It also provides powerful tools 

to automatically assist with the management and monitoring of all absences . 

Headline features  

Á Fully implement your companyõs absence policies and guidelines 

Á Empower employees to request leave and manage their entitlement  

Á Ensures procedures are met e.g. self -certification and return to work interviews  

Á Follow Health & Safety plan e.g.  record injuries  

Á Monitor trends and examine st atistics  
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Screenshot: Navigation Page  
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The Absence Issue 

ôWithout effective absence policies and controls in place, both planned and unplanned 

absence could be a significant drain on your companyõs personnel and financial  resources.õ 

Unplanned leave  
 

High Cost 

On average, unplanned absence amounts to 8 days and costs £598 per employee/year .  

This cost to your business is made up of: 

Á Occupational and statutory sick pay 

Á Overtime costs 

Á Temporary staff cover  

Á Administration  

However additional  indirect costs  can at least double this figure  and include:  

Á Lowered moral e 

Á Lost production  

Á Missed deadlines 

Complex and time consuming 

Traditional methods to manage this type of absence are often hard to consistently 

implement across the entire workforce and over time disintegrate completely.  

Unplanned leave (such as sickness and parental leave) tends to highlight itself after the 

problem has occurred and a resolution of the problem is then harder to find.  Monitoring 

absence against your companyõs preferred levels for each period of leave, is often the 

best policy but for traditional processes this tends to be too time consuming to carry out.  

The result of this enables absences to be abused before being managed appropriately.  

Planned leave  
 

Staffing levels  

Every Company knows that each area of business (or department) has a critical point ,  

where there are not sufficient numbers of employees to handle the volume of work. In 

large organisation of 1000+ there is usually a 3 -5% adjustment in the staffing levels of 

critical departments to allow for this decrease but SMEõs just donõt have the resources to 

over-staff. So under-staffed departments, such as customer services or manufacturing 

lines, can have a huge impact on their effectiveness to deliver their targets.  Customers 

get disappointed and you r business losses out ð if only in reputation.  
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Entitlement  

10% of the work days available in the year are given to each employee to take off.  As an 

employee this doesnõt seem to be many ð and more is always preferable. This is why so 

many take every opportunity to take more when possible.  Not the best situation for an 

employer. 20 days is more than enough. Unfortunately with leave not being recorded, lost, 

oversights or misdirection an employee can have a number of chances to increase their 

leave ent itlement.  

Key workers/ knowledge base 

Do you have linchpins, job sharers or cleverclogs?  Do you have a group of employees that 

you feel help to make your company tick? Itõs complicated to ensure that certain 

situations do not occur, such as all sales area managers are on leave at the same time, or 

the receptionist and receptionists cover are away together, or the Director and their 

second in command. This punches strategic holes in your business and a successful 

business needs to be effective the whole year  around. 

Time dependant 

You have just spent thousands on a nation wide marketing campaign and are expecting an 

up-turn in potential customer interest, so in turn you want to ensure a good level of sales 

support in the following weeks or months. How would y ou guarantee that with sales 

managers currently signing off leave in between signing off important orders, that the 

staff levels are kept up in any one week?  What is more important to them and you? The 

orders of course.  

Similarly you would expect the accounts team to be focused at year end, m anagement 

around for the monthly management meetings, key personnel to be office based for a big 

customer or investors visit  and product teams around for the launch . 

Paper chase 

With every request for leave co mes a piece of paper, then it bounces across the company 

and eventually lands on a desk to get recorded against entitlement and stuck on the wall 

planner that resides behind someoneõs office door or recorded on a spreadsheet which is 

equally restricted.  

Paper has a habit of getting ripped, crumpled, spilt upon, lost or worse still, filed away.   

All of this makes reviewing leave against other leave v ery difficult. Similarly collating the 

information retrospectively becomes almost impossible. 

Time consuming 

Your employee is just about to go on holiday for 2 weeks, so why would you want them to 

spend any more time than is absolutely necessary to request it, have it approved (or 

otherwise) and appropriately record ed. You know that any time focused on another tas k 

takes them away from their desk and their productive work.  

How much leave do they have left? Quick phone call to confirm, find the request form, 

check what the holiday dates are with their partner, fill out the form, walk it over to their 

manager to get the fairly autonomous signature, run it up to personnel and get back to 

work via a stop in the corridor . And thatõs just one request 
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What is Office Control  

Summary 
OfficeControlÊ is an online application developed with one aim in mind; to streamline  

your companyõs absences.  This involves improving the management of planned leave (e.g. 

holiday and training etc ) and carefully recording and monitoring all unplanned leave (e.g. 

sickness and parental leave etc ).  

Access and controls  
OfficeControlÊ is designed to be accessible by all your employees  via a login page, so 

OfficeControlÊ will take  up the process of absence management from the very start  for all 

of your staff .  There is no need to manage the process with paper forms and wall planners 

any longer.  Employees and managers can 

perform all their current absence 

management functions through 

OfficeControlÊ ð leading to better 

management and improved collation of 

information.  

Detailed relationship and permissions 

within OfficeControlÊ make sure 

employees, managers, Directors, HR and 

any other type of user get the access 

that they specifically require , and can 

get to the information that they need 

quickly.  

Users are able to use the system from any location, giving employees  the opportunity to 

request, manage, review leave and sickness absences from anywhere in the world.  High 

level, time dependant tasks and important team/employee relevant information are 

brought to the userõs attention by clearly presented emailed alerts. 

Online application  
Being web based, it empowers us to keep all our customers on up -to-date software.  We 

can release new versions with newly requested functionality  within a few weeks or days in 

some circumstances and this is instantly available to our users.  We also handle all the 

mundane activities that go with a traditional installation such as backing up, security, new 

account set ups, and much more.  

It  also enables quick and convenient roll out across the whole company ð whether across 

multi sited office s, home workers, remote workers or international offices.  The only 

requirement to use OfficeControlÊ is a computer with internet access.  

Screenshot: Request Leave  
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Speed of delivery  
New customers to OfficeControlÊ can expect rapid improvements in managing their 

absences. Within just a few days, you can expect to be up and running and by adding a 

few months of historical sickness records, you can start to monitor employee sick levels 

immediately.  

 

 

  

Screenshot: Absence Calendar  
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Office Control Features 

Planned Leave  

Employee requested absence and manager approval/denial  system 

A powerful procedural system to relay all 

types of leave requests to the 

appropriate line manager.  

The request will always be up -to-date, 

include accurate information and not 

take up any desk space!  

Review previously requested leave with 

status 

All employees have access to detailed 

records of previous requests, including 

up-to-the-minute approval status  

Consideration of work patterns , days 

previously  requested and bank/standard  

holidays  

OfficeControlÊ will  compare requests against the employees work pattern (e.g. Monday to 

Friday) and bank/standard holidays to find how many days are countable against the 

employeeõs annual entitlement.  It will also check previously requested leave and not 

allow leave requests to overlap to automatic ally  ensure accurate calculation of their 

entitlement.  

Multiple absence types e.g.  annual leave, compassionate, maternity, study and Jury duty 

etc 

Employees can book all types of planned leave through OfficeControlÊ.  These include 

annual leave (which will effect annual entitlement), training, maternity, jury duty and 

many others. 

All these leave types can be reported on together or independently in the absence 

calendar. 

Automatic control of annual leave entitlement  

OfficeControlÊ will  allow each employee to take leave up to their leave entitlement.  No 

more need to find out remaining entitlement for each request as this is visible to each 

employee when they log in.  

Managers can also view a report showing all available entitlement for the previous, 

current and next year.  Facilities to carry -over and entitlement alterations are also 

available.  

Screenshot: Review L eave (Manager) 
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OfficeControlÊ will  also manage the implementation of servi ce days to be added 

depending on length of service  and position.  The specifics of this are configurable for 

each employee. 

Consistent application of company absence  policies 

Absence policies might include :  

¶ ensuring adequate lead time from leave request to the start of the leave  period 

¶ limit ing the number of employees away from each department  

¶ restrict ing leave request over a particular period for a department  

¶ ensuring a group of employees are not away at the same time  

These policies are extremely diffic ult to enforce with traditional methods of managing 

leave but with OfficeControlÊ this is a straightforward task. OfficeControlÊ will  allow you 

to add as many policies as you require.  

Each request is compared to all 

applicable policies and conflicts are 

highlighted.  

Policies can be set to alert the manager 

when they come to approve the request 

or simply deny the leave immediately at 

the point of request making leave 

management much simpler.  

Detailed configurable reports  

All the company leave and absence information is reportable in clear configurable reports.  

Available report formats include calendar style and data list.  

 

 

 

 

  

Screenshot: Absence Policies  



  

For a free 28-day trial of OfficeControlÊ just go to www.office -control.co.uk  
 or call us on 0845 225 3006  to discuss your companyõs needs. 
 

Unplanned leave  

Collection of initial notification  

The notification of someone being unwell and unable to come to work c an be added by 

any of the relevant  points of contact.  For instance the line manager, assistant , HR 

department, receptionist, office m anager or the employee themselves can record the 

notification of sickness.   This notification will automatically notify the employees õ line 

manager with the information , such as expected return date and the reason for absence - 

needed to make an informed decision on the type of cover for the period.  

The notification can  then be accessed 

and edited as additional information is 

available or circumstances change. 

Self certification form to confirm 
absence details 
On returning to work the employee can 
confirm the absence details  already 
collected  and add further information  to 
support the absence for instance, if a 
doctor was visited and the category for 
which the absence refers, such as 
influenza, stress, back -ache etc.  

Collection of statistics and trends  

Detailed reports are available showing the number of periods  of absence, lost time 

calculation, Bradford factor, comparisons to other employees and any pattern to the 

distribution of absences.  

Comparison of employeeõs absence rates to companyõs preferred limits 

OfficeControlÊ allows you the powerful ability to set your companyõs preferred levels of 

sickness over a period of time by number of sick days and sick periods. For instance, you 

might choose to configure OfficeControlÊ to alert you when an employee has more than 3 

sick periods or 10 sick days within 6 months.  Each time an absence is recorded 

OfficeControlÊ automatically  increments an alert count for that employee and highlights 

them on a report.  This gives you a clear ov erview of any problem areas that may need 

attention.  

Tasks required are triggered by number of days absence  

On returning to work the self certification is always a required task for the employee to 

complete in order to confirm the details of the absence, however other tasks may be 

required depending on your companyõs own preferences.  

These additional tasks are triggered depending on the number of da ys that the employee 

has been absent.  

After a set number of days absent (usually 5) the line manager would i nitiate a return to 

work interview to discuss any issues that might be effecting  productivity, the employees 

own absence level and frequency, the employees state of health and likelihood of future 

Screenshot: Absence list (sickness)  
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absences.  OfficeControlÊ offers all the tools 

needed to conduct and record a return to work 

interview and schedule a review of the solutions  

found.  

Similarly a doctorõs note can be automatically 

requested after a set number of days absent 

(usually 7) which involves transcribing the note 

into OfficeControlÊ for t he recent absence 

period.  

Associate absence with work related injury  

OfficeControlÊ will  allow a full record to be 

taken of any injury that led to the period of 

absence and clearly associated to the absence 

record.  

Detailed configurable reporting  

All the company leave and absence information is reportable in clear configurable reports.  

Available report formats inclu de calendar style, data list and alert report . 

 

 

 

 

 

 

 

 

 

 

 

 

  

Screenshot: Self Certification  
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Injury  

Record all injuries at work  

OfficeControlÊ allows all  injur ies to be recorded whether or not they resulted in an 

absence from work.  This allows for a more accurate and complete understanding of the 

adverse injuries occurring at your workplace and the measures needed to be 

implement ed, to reduce the likelihood of an absence happening due to an injury . 

Risk assessment to help reduce probability of future injury  

Appoint key personnel to assess the dangers, likelihoods and solutions involved in the 

injuries that occur at your workplace and ensure the full implementation of any solution 

to reduce the risk of another injury occurring in the future.  

Detail Health and safety plan to formalise safety in the workplace  

Recording all injuries at work is key to managing your health and safety res ponsibilities.   

OfficeControlÊ gives you the facility to ensure all injuries across all locations of your 

company get recorded properly and efficiently and ensures that all the pertinent 

information is collected.  

Record involved/ injured/witness informatio n 

Collect the opinions of all those that were involved or witnessed the events that led to the 

injury.  This ensures that a historical review of the injury will represent a more honest 

appraisal of the reasons the injury occurred.  

OfficeControlÊ will also allow multiple employees to be recorded as injured in the 

incident but not necessarily absent.  Those that are injured and absent as a consequence 

will automatically activate the sickness absence process. 

Collate other information such as police involvement , items involved and 

equipment  loss 

Categorized areas within the collection of each injury allows more diverse information to 

be recorded to include insurance details and police incident numbe rs. 
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Return of investment  

Planned leave  

By improving the management of annual leave entitlement, OfficeControlÊ will ensure all 

employees will only be able to take holidays totalling their entitlement quota.  

Installed absence policies will ensure annual leave is only taken when it does not confl ict 

with your companyõs absence policies.  These policies can be set to alert the line manager 

or enforce on request , depending on the specifics o f the policy and will help pre -manage 

leave and give better information to the line manager.  

Unplanned Leave   

OfficeControl Ê overtly monitors the sickness absences from each employee and provides 

clear statistics to line managers about staff absence levels.  By implementing 

OfficeControl Ê, as much as a reduction of 20% in unplanned leave can be achieved.  In 

some circumstance up to 40% reduction in unplanned leave is achievable.  

Although these direct costs are accountable they only show half the story.  The indirect 

costs can double or treble this figure as they reflect the impact this type of leave has on 

the companyõs activities.  Significant absence rates of over 3% will in turn, diminish 

productivity, impact on targets, reduce moral e and ultimately affect the companyõs 

effectiveness.  

Based on   

Employees 50  

Absences/year 8 days*  

   

Absence Rate  3.5% 
Also known as lost time percentage  

Absence cost per year  £29,900.00  
The direct annual cost of absence to your business  

Direct absence cost per year per employee  £     598.00  
Direct costs include salaries paid as sick pay, temporary cover  

Indirect absence cost per year per employee  £     598.00  
Indirect costs are estimated to be 2 to 4 times that of direct costs*.  Here we have adopted a 1:1 relationship. Indirect 

costs include lost revenue opportunity, decreased customer satisfaction and lower employee morale. 

Total absence cost per year per employee  £  1,196.00  

   

Potential cost saving per employee (20%)  £     239.20  
Past experience tells us that a 20 - 40% reduction in your absences is achievable. A conservative 20% is shown here. 

Annual subscription to Office Control  £     500.00  
Cost of Office Control Subscription @ £10 per employee per year 

Potential yearly cost saving  £11,460.00  
Total expected annual Return on Investment £239.2 * 50 - £500 

   

Assumptions: Ave weekly wage £374, total work days/yr 228 

*CIPD Annual Survey Report 2006  




