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Annual leave handover 
Service:
Name of Manager: 

Leave period:

	Area   
	Annual leave contingency / notes 

	Competing daily covid-19 forms
	

	Completing weekly agency forms 
	

	Completing weekly highlight report 
	

	Completing monthly pack 
	

	Papers for meetings due 
	

	Covering you at meetings
	

	Staff sickness absence which needs flagging
	Returns to work or anticipated extended sickness

	People and culture issues which need flagging 
	

	Any situations which may need dealing with in my absence 
	

	Any issues with clinical or other cover and what steps have been taken to rectify before leave 
	

	Complaints underway 
	

	Oracle – set to vacation confirmed 
	

	Anything you are leaving that is outstanding?
	

	Anything concerning you leaving?
	

	Manager in charge in my absence and escalation process 
(email and phone number)
	


	Signed: 

	
	Date 
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