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Absence Report for Payroll
This form is to be used by departments to record details of employee sickness absences to the Payroll Office.  Please complete weekly 
Please ensure that staff undertaking a phased return to work are recorded having hours of sickness absence on the days when they work part of a day, and the rest of their normal working day is on sickness absence.
For more information on recording and reporting sickness absence, go to http://www.york.ac.uk/admin/hr/sickness-absence 
	Department/section:
	Week commencing (dd/mm/yyyy):


	Employee Name
	Employee number

(if known)
	Period absent: (for whole days please indicate with an ‘X’, for part-days show the hours absent )
	Reason (if known)
	Comments
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	Authorised by:
	Date:


What to do next:  Email the completed form to the Payroll Office at sickness-absence@york.ac.uk
