SOP Template: Procedures for Identifying and
Reporting Absences

This SOP details the procedures for identifying and reporting absences within an organization. It includes steps for
promptly recognizing employee absences, methods for notifying supervisors or HR, guidelines for documenting reasons
and durations of absences, and protocols for maintaining accurate attendance records. The procedure aims to ensure
consistent communication, minimize disruptions, and support workforce management efficiency.

1. Purpose

To provide clear and consistent procedures for identifying and reporting employee absences, ensuring accurate
recordkeeping and effective communication throughout the organization.

2. Scope

This procedure applies to all employees, supervisors, and HR personnel responsible for managing attendance and
absence reporting.

3. Definitions

¢ Absence: Any instance when an employee is not present at work during scheduled hours, including sick leave,
personal leave, emergency leave, or unauthorized absence.
¢ Notification: The process by which an employee informs their supervisor or HR about their absence.

4. Procedure

1. Ildentifying Absence
o Supervisors monitor daily attendance records (e.g., time clock, sign-in sheets, electronic systems).
o Unreported absences or discrepancies are identified during attendance review.
2. Reporting Absence
a. Employee must notify their direct supervisor (or designated HR contact) as soon as possible, preferably
before the start of the scheduled shift.
b. Notification methods include:
= Phone call (preferred method)
s Official company email
s HR portal or attendance system
c. Employee must provide:
s Fullname and employee ID
s Expected duration of absence
s Reason for absence (if comfortable sharing, or as required by policy)
3. Documentation
o Supervisors/HR update absence records in the attendance management system immediately upon
receiving notification.
o Ifrequired, employees must submit supporting documents (e.g., medical certificate) within the stipulated
timeframe.
4. Follow-Up
o Supervisors/HR follow up with the employee if absence extends beyond expected duration.
o Upon return, employees may be required to complete a return-to-work form or participate in a debrief
session if needed.
5. Attendance Record Maintenance
o HRis responsible for maintaining accurate and up-to-date absence records.
o Monthly absence reports are reviewed for trends and shared with management as appropriate.

5. Roles and Responsibilities

Role Responsibility

Employee Notify supervisor/HR of absence and provide necessary documentation.

Supervisor Monitor attendance, receive and document absence reports, and communicate with HR.

HR Maintain records, audit attendance, and report trends to management.




6. References

¢ Company Attendance Policy
¢ Employee Handbook
¢ Relevant Local Labor Laws

7. Revision History

Version Date Description Approved by

1.0 2024-06-01 Initial release HR Manager
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