@CoaChSCI’ipt Absence & Lateness Log

Store / location: [Enter store]
Year: lyyyyl
Kept by: [Manager name]

Reported . » | Return-to-work
Employee “ Days tost m Fit note held? “

How to use

Record every absence and instance of lateness as it happens — accurate records support fair, consistent decisions.
Type keys: S = sickness ¢ AL = annual leave ¢ L = late ¢ U = unauthorised ¢ C = compassionate * O = other
Hold a return-to-work meeting after each sickness absence and watch for patterns against your absence trigger points.

Keep this log confidential and secure — it contains personal data and must be handled in line with UK GDPR.

Free template provided by CoachScript « coachscript.co.uk ¢ Confident coaching conversations, scripted in seconds.
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