SOP Template: Guidelines for Sick Leave and Emergency
Absences

This SOP provides guidelines for sick leave and emergency absences, detailing the procedures for reporting illness,
notification timelines, documentation requirements, and approval processes. It aims to ensure consistent management of
employee absences, support workforce planning, and maintain operational efficiency while respecting employee health and
emergencies.

1. Purpose

To outline the standard process for employees to request and report sick leave or emergency absences, ensuring clear
communication and minimal disruption to operations.

2. Scope

This guideline applies to all employees, regardless of position or employment status.

3. Procedures

3.1. Reporting lliness or Emergency Absence
¢ Employees must notify their direct supervisor/manager as soon as possible, preferably before the start of their scheduled

shift.
¢ Notification can be made via phone call, SMS, or company-approved communication channels.

3.2. Notification Timelines

¢ Notification should occur at least one hour prior to shift start, unless prevented by emergency circumstances.
¢ [fabsence extends beyond one day, daily updates are required unless otherwise agreed with management.

3.3. Documentation Requirements
e For absences of more than two consecutive days, a medical certificate or relevant documentation must be submitted upon
return or as soon as practicable.

e For emergency absences (e.g., family emergencies), supporting documentation may be requested at management's
discretion.

3.4. Approval Process

e Supervisors will review attendance records and provided documentation before approving paid sick leave or emergency
absence.
¢ Unapproved absences may result in disciplinary action as per the company policy.

4. Responsibilities

¢ Employees: Ensure timely communication and submission of required documents.
¢ Supervisors/Managers: Record absences, request documentation, and process approvals or escalations.
¢ HR Department: Maintain accurate records and provide support in policy interpretation and compliance.

5. Policy References

¢ [Insert relevant company policies or handbook references]

6. Review & Amendments

This SOP will be reviewed annually or as needed to reflect legislative or organizational changes. Revisions must be authorized
by the HR department.
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