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Notification of Unscheduled Absence
To be submitted by the line manager as soon as possible for cases of sick leave absence, unauthorised absence, or special leave for Covid-19. This form will only be accepted if the manager and/or absentee does not have access to HR self-service.

Personal & work details: 
Full name: ________________________________
Grade: ________________________________	
Department/Office: ________________________________
Business unit: ________________________________
Business email address: ________________________________

Absence details:
Date of notification: ________________________________
Absence start date: ________________________________
Estimated absence end date: ________________________________
Reason for absence: ________________________________
Type of absence: ________________________________
Type of illness: ________________________________
Other reasons for absence: ________________________________

Absence registered by:
Name of manager: ________________________________
Business email address: ________________________________	
Date: ________________________________
Any other comments: __________________________________________________
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Data Protection
The data requested in this form will be used to process sick leave and will be retained as part of the personnel record for the appropriate period of time. The NSSO will treat all information and personal data you give as confidential. We will only disclose it to other people or bodies (e.g. your HR Division, Department of Social Protection) according to the law.
Website: www.nsso.gov.ie		Phone: 0818 107 100
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