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These are “triggers” for a Supervisor, Human Resource staff, or SPF Absence Coordinator to notify an employee of their rights and responsibilities for the use of SPF Absence. A notification of a need for SPF Absence may be conveyed (or not conveyed, but noticed) in several different ways. Following are examples of how notification may be received.

Employee Initiated: 
An employee had an absence or may need an absence in the future due to an SPF, Military Exigency, or Military Caregiver reason and notifies the supervisor. The employee may or may not know how to properly request the absence. The employee may first contact the supervisor for assistance, if unfamiliar with SPF procedures.

Supervisor/Human Resource Office Initiated: 
A supervisor may recognize a potential need for SPF Absence, but the employee may not know that a formal request must be made for absence, especially if paid absences are requested. 
Following are examples:
1. The supervisor is aware of or hears about an illness/injury or pregnancy of the employee or family member which may qualify as SPF Absence.
2. An employee calls off of work (and does not physically come to work) for a reason that may qualify as SPF Absence.
3. An employee is off for five consecutive work days of absence due to the illness of the employee or family member.
4. An employee has had an increasing number of absences for medical appointments or has an increasing number of unscheduled absences. In this case, the supervisor should have a discussion with the employee to determine if the absences may qualify as SPF Absence.
5. The supervisor becomes aware that an employee’s family member is being rapidly deployed for military duty in another country. 

Other Event Initiated: 
Absences related to SEAP, denied Workers’ Compensation claims and ADA are also triggers. The Human Resource Office or SPF Absence Coordinator can provide more guidance on these types of triggers.
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