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NOTE: Divisions and/or departments should partner with their HR Generalist in

the development of division and/or department specific procedures. Division
and/or department time off procedures should not be in conflict with institution
polices and/or the Leave Guide.

(Division and/or Department Name)
Absence and Call-in Procedure

Effective Date: mm/dd/yyyy

Purpose: To report an unscheduled absence or tardy in conjunction with the institutional Attendance Policy.

Scope: This policy applies all employees in the (Department Name)
Definition(s):
e Absence - Time off from work. An absence may be scheduled or unschedul

e Tardy - When an employee reports for duty after the scheduled startin cheduled meal

or break period.

Applicable Policies: Attendance Policy #ADM0289

Procedure

1. Employees must report an unscheduled.ai e (1) hour e their shift is to begin.

3:30 a.m., must call the Supervisor or Manager on site
k after 8:30 a.m. you will need to speak with your immediate
ors report their absences to their one up or their one up’s

3. Employees, who report to w
(See contact list below). If yo
Supervisor or Manager. Mana
delegate.

personally in order to report an unscheduled absence or
you must indicate whether or not the absence is related to your
de, the absence will be noted as unscheduled.

tardy. If you

directly.

8. Requests for time off received less than one (1) week prior to date of requested time off will be approved
or denied on a case by case basis.

9. Requests for time off received one day prior to requested day off would be approved at the discretion
of the Manager/Supervisor.


http://edmpids1.mdanderson.edu/apps/ipp/published/ipp/ADM0289.pdf
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