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SOUTHAMPTON
CITY COUNCIL &





Form to be returned to HR/Payroll at hr.pay@southampton.gov.uk at the end of each employee pay period. One form per pay period.

	*Employee Name:
	

	*Employee pay number:
	

	*Phased return start date:
	
	*Normal weekly hours:
	

	*Return for pay period commencing:
	

	*Form completed by:
	
	Telephone/ext number:
	


	Please list the actual hours the employee worked during each week of phased return.
	Hours worked am
	Hours worked pm
	Total Hours for week

	Week 1

Week Commencing:

                                 
	Monday
	
	
	

	
	Tuesday
	
	
	

	
	Wednesday
	
	
	

	
	Thursday
	
	
	

	
	Friday
	
	
	

	
	Saturday
	
	
	

	
	Sunday
	
	
	

	Week 2

Week Commencing:

                                 
	Monday
	
	
	

	
	Tuesday
	
	
	

	
	Wednesday
	
	
	

	
	Thursday
	
	
	

	
	Friday
	
	
	

	
	Saturday
	
	
	

	
	Sunday
	
	
	

	Week 3

Week Commencing:

                                 
	Monday
	
	
	

	
	Tuesday
	
	
	

	
	Wednesday
	
	
	

	
	Thursday
	
	
	

	
	Friday
	
	
	

	
	Saturday
	
	
	

	
	Sunday
	
	
	

	Week 4

Week Commencing:

                                 
	Monday
	
	
	

	
	Tuesday
	
	
	

	
	Wednesday
	
	
	

	
	Thursday
	
	
	

	
	Friday
	
	
	

	
	Saturday
	
	
	

	
	Sunday
	
	
	

	Week 5

Week Commencing:

                                 
	Monday
	
	
	

	
	Tuesday
	
	
	

	
	Wednesday
	
	
	

	
	Thursday
	
	
	

	
	Friday
	
	
	

	
	Saturday
	
	
	

	
	Sunday
	
	
	


* Mandatory Field 
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