
Name of service/department workplace attendance register
	Service or department name:
	Name of service

	Site location:
	Location of service

	Contact person:
	Contact person name

	Contact person phone:
	Contact person phone




	Workplace attendance register

	Date
	First name
	Phone number 
	Check-in time 
	Check-out time
	Relationship with service

	e.g. DD/MM/YY 
	e.g. John 
	e.g. 1234 5678
	e.g. 10am
	e.g. 11am
	e.g. employee, contractor, customer, client, inspector, visitor, etc.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Workplace attendance register 

	Date
	First name
	Phone number 
	Check-in time 
	Check-out time
	Relationship with service 

	e.g. DD/MM/YYYY 
	e.g. John 
	e.g. 1234 5678
	e.g. 10am
	e.g. 11am
	e.g. employee, contractor, customer, client, inspector, visitor, etc.
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