Appendix 3
    

ABSENCE RETURN FOR WEEK/FORTNIGHT/MONTH ENDING: 



Unit Reference:
















Return Number:

This form notifies Payroll of periods of absence and you must make a return for each pay period (weekly/fortnightly/monthly) if an employee goes off, returns or is still absent.  (Last day of absence remains blank until the employee returns to work).  Complete for the 24th of each month.  The completed return is e-mailed to “Absence Returns Payroll” once authorised, with the covering e-mail clearly marked for the appropriate payroll, eg “32 Absence Return” or “25 Absence Return ”.  Keep a copy of the return on file and keep securely all certificates.
DO NOT PUT ANNUAL HOLIDAYS, PUBLIC HOLIDAYS, MATERNITY, ADOPTION, PATERNITY, PARENTAL OR SPECIAL LEAVE ON HERE 


	Service: 


	Area and Place              

of work


	Contact Name 

Phone Number      
	3 Week Rota if Not M-F Working 

(( Pattern)

	Payroll No (Use a separate return for each payroll)
	Name 
	Total Days Absent in month (if ( day put 0.5) including  Saturday and Sunday
	Type – see below
	Reason
	Paid Y/N
	Exclusion/

Suspension (a) – (i)
	1st day of absence
	Last day of absence (blank if absent beyond the month ending date
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	I certify that the above statement is true to the best of my knowledge.

Manager’s signature:
	Date:
	
	

	TYPE:  Sickness Doctor’s Fit Note (FN)

             Sickness Self Cert (SC)

             Industrial Injury (II)

             Unpaid Absence (authorised) (U)

             Parental Leave (PL)

             Special Leave (S)

             Other (O)

             Unpaid Absence (unauthorised) (UA) 

	POSSIBLE EXCLUSIONS/SUSPENSIONS:

Employee    (a)       has less than 26 weeks continuous service;

(b) goes sick during a stoppage of work at the place of employment due to a trade dispute, unless the employee has not taken part in the trade dispute and has no direct      interest in it;                                         

(c) on the first day of sickness is in legal custody or is subsequently taken into legal custody

(d) fails to satisfy or continues to fail  to satisfy the notification or certification requirements;

(e) terminates or has their contract of employment terminated

(f) has sickness due or attributable to deliberate conduct prejudicial to recovery;

(g) has sickness due to the employee’s own misconduct or neglect;

(h) has sickness due to active participation in professional sport

                      (i)      has sickness due to injury while working in the employee’s own time on their own account for private gain or for another employer.


