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CHECKLIST ITEM

	
	
Overtime or time off has been approved


	


	
Back-up / support arranged in my absence for medical appointment or childcare


	


	
Communicated change of work hours to manager

	


	
Communicated change of work hours to colleagues

	


	
Communicated appointment absences to manager

	


	
Communicated appointment absences to colleagues

	


	
Taking scheduled breaks
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