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EMPLOYEE ABSENCE RECORD FORM
	Employee absence record form

	Employee name:
	Department:

	Absent from
	Absent to
	No of workingdays or hours off
	Reason for absence (use codes specified below)
	RTW* interview completed 
	Manager’s signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Notes to managers: 
· RTW = return to work
· Ensure RTW interview date is recorded for sickness absence
· When completing dates of absence, also include the exact days of the week the employee was away from work, e.g. Monday dd/mm/yr - Wednesday dd/mm/yr
· Use the following codes:
Uncertified sickness absence





US
Self-certified sickness absence 




SS
Medically certified sickness absence




MS
Unauthorised absence






UA
Maternity/paternity/adoption leave/shared parental leave

MPAS
Parental leave







PL
Time off for family emergencies




FE
Medical or dental appointment




MDA
Adoption appointment





AA
Antenatal appointment





ANA
Funeral attendance






FA
Other compassionate leave





CL
Jury service







JS
Time off for public duties (please specify)



PD
Reserve forces duty






RF
Trade union duties






TU
Employee representative duties 




ER
Other authorised absence (please specify)



OAA
· Make sure full details of reason(s) for sickness absence are recorded (in addition to using the codes); not vague descriptions


Every effort has been made by Indicator - FL Memo Limited to ensure that the information given is accurate and not misleading, but Indicator Limited cannot accept responsibility for any loss or liability perceived to have arisen from the use of any such information. Only Acts of Parliament and Statutory Instruments have the force of law and only the courts can authoritatively interpret the law.

