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Absence & Leave 
 

HR System Information 

Our HR Information System Every HR contains all of our staff records.  

You are able to access the every ‘My Portal’ which holds all of your employee details, you can manage 
your requests for leave and sickness absence processes all online.  The automated system will keep 
you updated each step of the way, with an intuitive dashboard, and my tasks section and handy email 
prompts   

Please watch a 5 minute video: 

Showing how to navigate My Portal and how to request special leave, manage your absence and view 
your current contract information.  
 
Every video       

Please log into the system here: 

Every Log In  

You will need to enter your email address 
(firstname.lastname@wbs.318education.co.uk) 
and follow the forgotten password link for your first 
time registration.  
  
 
Check your personal details are correct: 
 
Check your personal details are correct and up to 
date within the My Portal section. Please let us 
know as soon as possible if you need any amendments.  
 
Help with Every HR 
 
There is a useful help section at the top right of the screen which will provide information and short 
videos on many of the EveryHR system features and a live chat on the lower right of the screen which is 
a live team of advisors able to support you with any queries you may have.  
 
 
 

 

https://vimeo.com/577215994/b360c7d070
https://hr.every.education/Home/Error
https://auth.every.education/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%3Fclient_id%3Devery_hr_live%26redirect_uri%3Dhttps%253A%252F%252Fhr.every.education%252Fsignin-oidc%26response_type%3Did_token%26scope%3Dopenid%2520profile%26response_mode%3Dform_post%26nonce%3D638418625509105508.YWY2YTI5MzEtNDhkOS00MWY1LTk4MDMtYmZhNWJhMTE2MWE5OTA2M2U4ZmUtMWQ5OS00OTUwLWI1MjctMzljYjdmNzUwZDQ3%26return_url%3D%252F%26state%3DCfDJ8OtAyzYWb8dAvxj0gIJs-cTz2w4QR6tjPBK4m1-Cgd88MqIrnMswyaQ5Q0HBDQ-644uaE02WFvLN9NIvHKIJKYQX5VK0EfTxfB5oQV0bFcVV_EB-6DRh8KjtiaOVtru-x5CztLFCdUkrgbvIxtCiIv9viAWQA0i8HETbSOpPDop-RnZAH9djXtZq2AUyuVZtFWRsDYAjstizITG3C_amkljEgLn-IslSN_RRn5FkZFMD4R0qCXVA5HYpwH9j2_sUbdqIEDyKKATVp8AjYTLpHBQEDC_viM_T3swzfW9Qg8B0
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Sickness / Absence Policy 

Please read our absence policy here: 

https://www.3-18education.co.uk/wp-content/uploads/2024/06/Sickness-Absence-Policy.pdf 

 

Who to report Sickness Leave absence to, how and by when? 

Teachers should report sickness absence at the earliest opportunity by email to Senior Cover 
Supervisor Haris Akhlaq at haris.akhlaq@wbs.318education.co.uk by 7am on the day of 
absence.  You may have an indication of your absence the night before, in which case please 
let Haris know but always ensure you follow this up with an early morning email the next day.   

Support Staff should report sickness absence by email to Headteacher’s PA Toni Ferrans at 
toni.ferrans@wbs.318education.co.uk by 8am on the day of absence. 

You should complete your sickness self-certification on Every or upload any fit notes to here.  
Your Line Manager will meet with you on your return to work and record this on Every.  

 

Special Leave Policy 

Please read our special leave policy here: 

https://www.3-18education.co.uk/wp-
content/uploads/2024/06/Special-Leave-
Policy.pdf 

Who to report Special Leave absence to, 
how and by when? 

Special Leave should be requested in 
advance on Every and will be authorised by 

the Headteacher and shared with your Line Manager.  Please include the detail and any 
appointment letter evidence to your request.  Every notifications will keep you updated at each 
stage of the authorisation process. 

You should report any emergency special leave to the Headteacher via email and 
retrospectively request this on your return to work via Every in a prompt manner so that it is 
recorded for payroll purposes. 
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