
Payroll & HR – Guidance for Inputting & Reporting February 2024 

SCHOOLS PHASED RETURN FORM 
Please submit one form for each post and one form for each calendar month, detailing each day, then email to: 

traded@derbyshire.gov.uk

SCHOOL NAME: 
EMPLOYEE NAME: 
EMPLOYEE NO: 
JOB TITLE: 
CONTRACTED HOURS PER WEEK ON SAP: 
PHASED RETURN START DATE: 
PHASED RETURN END DATE OR CONTINUING: 

DATE 
(DD) 

DATE 
(MM) 

DATE 
(YY) 

Is this their normal 
working day? Yes/No 

What would be the 
normal working hours? 

How many of those 
hours were worked? 

How many of those hours 
were sickness absence? 

01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
26 
27 
28 
29 
30 
31 

COMPLETED BY NAME: SIGNATURE: 

For assistance email Traded@derbyshire.gov.uk
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