The University of Bolton – Staff Attendance – Weekly Return

(*if applicable – please indicate)

	School / Service:
	Location:

	Week-Ending:
	Academic (inc. research fellows) /

Professional / Manual / Caretakers

	THIS FORM IS INTENDED FOR THE RECORDING OF ALL ABSENCES FROM DUTY FOR WHATEVER REASON.  THE FORM MUST BE COMPLETED AND FORWARDED TO THE PERSONNEL DEPT. EACH WEEK.  ALL TEMPORARY STAFF SHOULD BE INCLUDED.  A FORM IS STILL REQUIRED TO INDICATE A NIL RETURN WHERE APPLLICABLE

	Please submit a separate return for Academic Staff and Professional Staff

	Reason for Absence:
The following categories should be included:
Sickness – S / Annual Leave – AL / Hospital Appointment – HA / Dental Appointment – DA / Compassionate Leave – CL / Time in Lieu – TL / External Training – ET / Jury Service – JS / Maternity Leave – ML / Paternity Leave – PL / Unpaid Leave – UL / Study Leave – SL / Industrial Injury – IL / Other - Specify

	Name
	First date of absence
	Date of return to work
	Number of days absent (* or hours)
	Reason for Absence
	* No pay (of manual staff)
	For use by Personnel for coding / documentation

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	It is important that a continuing absence must be recorded each week until the date of return to work is entered


Signed: _____________________________________________________

Date: ______________
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