
SOP Template: Steps for Reporting and Documenting
Absences and Reasons
This SOP details the steps for reporting and documenting absences and reasons, outlining the procedures
employees must follow to notify supervisors of absences promptly, the required documentation to support absence claims,
proper recording methods in attendance systems, verification processes, and confidentiality considerations. The goal is
to maintain accurate attendance records, ensure transparent communication, and support workforce management and
compliance with organizational policies.

1. Scope
This procedure applies to all employees required to report work attendance, including full-time, part-time, and contract
staff.

2. Responsibilities
Employees: Promptly report absences, provide required documentation, and follow notification procedures.
Supervisors/Managers: Receive notifications, verify documentation, record absences in attendance systems,
and ensure confidentiality.
HR Department: Monitor absence trends, manage records, and support compliance with policies.

3. Procedures
1. Notification of Absence

Notify your immediate supervisor as soon as possible, preferably before the start of your scheduled
shift/time.
Use designated communication channels (e.g., phone, email, attendance portal).
Provide the reason for absence (e.g., illness, personal emergency, family obligation).

2. Submission of Documentation
Submit required supporting documents (e.g., medical certificate, court summons) within the specified
timeline per organizational policy.
Attach documentation in the attendance system or deliver directly to HR/confidential dropbox.

3. Recording Absence in Attendance System
Supervisors/managers or designated personnel must record the reported absence promptly in the
attendance management system.
Ensure correct absence code/reason is selected.

4. Verification Process
Supervisors verify the authenticity of documentation and confirm details with the employee if necessary.
If absence is prolonged or recurring, notify HR for further review.

5. Follow-Up Actions
Employees should update the supervisor regarding expected return date as soon as it is known.
Upon return, complete any required return-to-work interviews or debriefings.

4. Confidentiality and Record Keeping
All information and documentation related to absences and reasons must be handled confidentially.
Access to absence records is limited to authorized personnel only.
Retention and disposal of records must comply with organizational data protection and privacy policies.

5. References
Attendance Policy
Employee Handbook
Data Protection Policy
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