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Absence and Lateness Record

Record days missed and time lost the same way for everybody, factually, without the sheet reaching any conclusion

about it.

Upkeep Papers

A factual record of days missed and time lost, kept the same way for everybody.

A RECORD, NOT A PROCEDURE

This records what happened and nothing else. It sets no trigger point, applies no policy and reaches no conclusion — those
belong to your own procedures and, in most countries, to rules about how health information may be held. Entitlements,
rates, records you must keep and how long you must keep them differ by country and often by sector. This sheet states none
of them and is not employment advice — check what applies where you are.

Name

Date

Type

sick / late

Full or part
day

Hours
lost

Team or site

Notified by, and when | Reason given

Period

Return-to-work

conversation held on Recorded by

Total days lost in this period

upkeeppapers.com

Free to print, copy and use — including at work. Not for resale.

Total hours

Reviewed on

SR-05 -

2026 edition - pagel



	Name_1: 
	Team_or_site_2: 
	Period_3: 
	Date_1_4: 
	Type_1_5: 
	Full_or_part_day_1_6: 
	Hours_lost_1_7: 
	Notified_by__and_when_1_8: 
	Reason_given_1_9: 
	Return_to_work_conversation_held_on_1_10: 
	Recorded_by_1_11: 
	Date_2_12: 
	Type_2_13: 
	Full_or_part_day_2_14: 
	Hours_lost_2_15: 
	Notified_by__and_when_2_16: 
	Reason_given_2_17: 
	Return_to_work_conversation_held_on_2_18: 
	Recorded_by_2_19: 
	Date_3_20: 
	Type_3_21: 
	Full_or_part_day_3_22: 
	Hours_lost_3_23: 
	Notified_by__and_when_3_24: 
	Reason_given_3_25: 
	Return_to_work_conversation_held_on_3_26: 
	Recorded_by_3_27: 
	Date_4_28: 
	Type_4_29: 
	Full_or_part_day_4_30: 
	Hours_lost_4_31: 
	Notified_by__and_when_4_32: 
	Reason_given_4_33: 
	Return_to_work_conversation_held_on_4_34: 
	Recorded_by_4_35: 
	Date_5_36: 
	Type_5_37: 
	Full_or_part_day_5_38: 
	Hours_lost_5_39: 
	Notified_by__and_when_5_40: 
	Reason_given_5_41: 
	Return_to_work_conversation_held_on_5_42: 
	Recorded_by_5_43: 
	Date_6_44: 
	Type_6_45: 
	Full_or_part_day_6_46: 
	Hours_lost_6_47: 
	Notified_by__and_when_6_48: 
	Reason_given_6_49: 
	Return_to_work_conversation_held_on_6_50: 
	Recorded_by_6_51: 
	Date_7_52: 
	Type_7_53: 
	Full_or_part_day_7_54: 
	Hours_lost_7_55: 
	Notified_by__and_when_7_56: 
	Reason_given_7_57: 
	Return_to_work_conversation_held_on_7_58: 
	Recorded_by_7_59: 
	Date_8_60: 
	Type_8_61: 
	Full_or_part_day_8_62: 
	Hours_lost_8_63: 
	Notified_by__and_when_8_64: 
	Reason_given_8_65: 
	Return_to_work_conversation_held_on_8_66: 
	Recorded_by_8_67: 
	Date_9_68: 
	Type_9_69: 
	Full_or_part_day_9_70: 
	Hours_lost_9_71: 
	Notified_by__and_when_9_72: 
	Reason_given_9_73: 
	Return_to_work_conversation_held_on_9_74: 
	Recorded_by_9_75: 
	Date_10_76: 
	Type_10_77: 
	Full_or_part_day_10_78: 
	Hours_lost_10_79: 
	Notified_by__and_when_10_80: 
	Reason_given_10_81: 
	Return_to_work_conversation_held_on_10_82: 
	Recorded_by_10_83: 
	Date_11_84: 
	Type_11_85: 
	Full_or_part_day_11_86: 
	Hours_lost_11_87: 
	Notified_by__and_when_11_88: 
	Reason_given_11_89: 
	Return_to_work_conversation_held_on_11_90: 
	Recorded_by_11_91: 
	Total_days_lost_in_this_period_92: 
	Total_hours_93: 
	Reviewed_on_94: 


