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     Absence due to holidays, days off for childcare etc.
  (Version 9 - May 2008)


	Name:
            
	     

	Civ. reg. no.:
	     


	Dept./unit:
(Stamp, if any)
	     

	Month/year:
	


	Fill in this box if absent for full working days 
	No. of days remaining 
(Optional field)

	Paid holiday
	From [date] 
	     
	Up to and incl. [date]
	     
	     

	
	From [date]
	     
	Up to and incl. [date]
	     
	     

	Unpaid holiday
	From [date]
	     
	Up to and incl. [date]
	     
	     

	
	From [date]
	     
	Up to and incl. [date]
	     
	     

	Special holidays 
	From [date]
	     
	Up to and incl. [date]
	     
	     

	
	From [date]
	     
	Up to and incl. [date]
	     
	     

	Days off for childcare – full days
	From [date]
	     
	Up to and incl. [date]
	     
	     

	
	From [date]
	     
	Up to and incl. [date]
	     
	     


	Fill in this box if absent for less than one full working day
	No. of days remaining 
(Optional field)

	Days off for childcare (half days)
	[Date]
	     
	Total 
	     
	Hours/min.
	     

	
	[Date]
	     
	Total
	     
	Hours/min.
	     

	Special holidays (hours, min.)
	[Date]
	     
	Total 
	     
	Hours/min.
	     

	
	[Date]
	     
	Total 
	     
	Hours/min.
	     


Absence period(s) hereby confirmed:
	Date:
	Signature of employee
	
	Date:
	Authorisation of the department/unit:

	     

	     

	
	     

	     



The department is responsible for the correctness of the above information. 
Registered in ScanPas
NOTE! For project employees taking holidays covering days before and after the turn of the month, the holidays must be entered for each month to ensure correct periods and timely reimbursement of cost-based holiday pay.
	Date:
	Initials

	     
	     


The form must be filled in and signed on the conclusion of the agreement and then immediately registered in ScanPas.
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The department/office will keep the form for five years.

