WENTWORTH RIDGE
Absence record
A simple dated record of absence and lateness, kept per person. Consistent records protect both sides.
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Notes
Type examples: sickness, holiday, no-show, late start, emergency. Record what was agreed at the time, not from memory later. If patterns emerge, raise them early and in person; the record supports the conversation, it does not replace it.
Operational template provided by Wentworth Ridge Ltd (wentworthridge.co.uk) as a working aid. It is not legal, tax or professional advice; adapt it to your own operation and take advice where the situation requires it.
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