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	Absence Declaration Form
(Print this form onto the reverse of all timesheets)


Client Name: ___________________ W/C Date: __________ Programme: _____________
	Holiday (Maximum days allowed ​​_____) 

	Date From
	Date To
	Number of days taken
	Tutor Initials
	Date Authorised

	
	
	
	
	

	
	
	
	
	


Note: Holiday must be booked in advance and recorded on the timesheet
Other Permitted Absences * (Maximum days allowed ______ (this includes S & NE codes only))
	*Sickness e.g. illness, accident on provision, other accident

	Date 
	All day, AM or PM
	Please give details
	Evidence

Supplied Y/N or N/A
	Tutor Initials
	Date Authorised

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	*Explained Absence (including lateness) e.g. interviews, JCP app, family issues, other etc.

	Date 
	All day, AM or PM
	Reason for Absence
	State whether 
‘E’ or ‘NE’
	Tutor Initials
	Date Authorised

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Unexplained Absence (unauthorised) 

	Date From
	Date To
	Give details of action taken 

(including dismissal if applicable)
	Tutor Initials

	
	
	
	


	Declaration:

	Total of Holidays carried forward:

	Total of Absences carried forward (*S & NE codes only): 

	I declare that:

· I have not worked during the period of sickness or absence above

· The information given on this form is correct to the best of my knowledge

· I understand that further enquiries may be made



	Client Signature:


	
	Date:
	

	CDG Signature:


	
	Date:
	


Note:  When this form has been completed, please attach all supporting evidence to the timesheet.
	
	CDG is an Equal Opportunities 
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