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Campus office staff are currently working on a Rota basis, meaning there are different staff members on site each day. Not all staff are as familiar with the newly adopted Absence Management system as others which has raised a need to develop an instruction resource. This document will be accessible via the college Intranet, to be viewed online or downloaded for later use, as well as each campus office having a copy to refer to. To suit the needs of others, the resource will be available in Welsh and a hyperlink has been added to the document which will take the reader to a screen recording on how to find and use the system (Coffield, 2020).

[bookmark: _GoBack]Each month, the absence system is reviewed by HR for payroll purposes, and any errors that may have been recorded are identified and addressed. The resource can be evaluated effectively by monitoring the accuracy of the data and the number of queries HR supports (CIPD, 2020a).

This style of resource is cost effective as free internal resources were used to implement.


Link to resource and screen recording:
https://uowtsd-my.sharepoint.com/:f:/g/personal/1811083_student_uwtsd_ac_uk/ErOZp7YSrVFMqihkJdFEHm4B4S5hkiLnnd9sgORCOKMnpQ?e=MsvgOP 
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