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For use with Contingent Employees
Summary Record of Absence/Tardiness 

Employee Name: _______________________________
Date: ______________________

Department: ____________________________________
Empl ID: ___________________

The following is a summary record of absence and/or tardiness:
· Unexcused or Unplanned Absence
Date(s) of Occurrence: ___________
· Unexcused or Unplanned Tardy

Date(s) of Occurrence: ___________
· Excused or Planned Absence

Date(s) of Occurrence: ___________
· Excused or Planned Tardy


Date(s) of Occurrence: ___________
_______ Number of unexcused/unplanned Occurrences in the past __________ month(s).

Details (attach and relevant documentation): ___________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Employee Statement: _____________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Please be advised that future incidents of unexcused absence and/or tardiness could invoke further steps that could result in more severe disciplinary action, up to and including termination.

_______________________

______________________

 Supervisor’s Signature/Date

Employee’s Signature/Date

NOTE: Employee’s signature does not constitute agreement with supervisor’s statement, only that the employee has been notified.

cc: Personnel file
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