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Proc. #4840-G-404

TITLE:  Reporting an Absence
PRINCIPLE

To assure that the necessary arrangements are made to adequately staff the department.

If a team member is scheduled, but unable to work, he/she must call the laboratory as soon as possible.  

PERSONNEL

All Laboratory Personnel

STEPWISE PROCEDURE

1. The team member reporting an absence will call directly to the laboratory at least TWO hours prior to their shift starting time.  Calls will be placed to 1-630-978-4890.  Text messages, emails or phone messages are not acceptable. 
2. The team member accepting the call will fill out an Absence Call in Form.
3.  The team member reporting an absence will state if their absence is due to reportable symptoms.  Check the appropriate space on the “Notified Dept. of Absence” form.  If the absence is reportable and occurs Monday – Friday the lab manager will notify EHS of the absence.   If the call off occurs on the weekend or holiday the person taking the call notifies EHS at ext. 4358 of the reportable symptoms.  
4. The lab manager, senior tech or lead phlebotomist will evaluate the schedule to determine if additional staff needs to be called. 

5. If the lab manager, senior techs or lead phlebotomist are not available, the staff present in that area will review the posted schedule to determine if additional staff is required for adequate coverage.  If it is determined additional staffing is required, the current lab staff in the affected area will call co-workers in order to find coverage.   Calls made and responses are documented on the Notified Dept. of Absence form.  
6. The completed Notified Dept. of Absence form will be left by the schedule.
7. If the laboratory staff present cannot make this determination or cannot find coverage a call to the appropriate senior tech, lead phlebotomist or laboratory manager/director should be placed.

8. Starting times must be assessed to assure 24 hour coverage.

9. A department cannot be left unstaffed for any amount of time.  If necessary, staff from the previous shift must stay until coverage is provided.
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