


Sample Call-Off Procedures

The following information is being provided as call-off procedure examples. If your organization already has an existing call off policy you would continue to follow it. Timeframes may vary depending on the nature of your operation and the need to replace employees calling off with overtime staff.


Routine setting:

1. You must call off 30 minutes prior to the start of your shift. 
2. You must first call me. If I’m not available, please contact [insert another supervisor’s name]. If that supervisor is not available, please speak with the receptionist and ask to speak with [alternate supervisor or the supervisor on duty].
3. You may not leave a voicemail message; you must speak with a supervisor in person.


Other options, based on need: 

Option 1: Have employees contact their supervisor using the procedures above using cell phone numbers.

Option 2: Employees may utilize voicemail.

1. You must call off 30 minutes prior to the start of your shift. If I am not available, you may leave a voicemail requesting your time off. 
2. You must leave a contact number where you may be reached. 
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