2016 Attendance Calendar

Absence Codes No. Reason No. Reason
A-Absent V-Vacation 1 Lack of Work 11 Bereavement N SS#
2 Sick (Employee) 12 Jury duty ame
T-Tardy  H-Holiday 3 Family sick 13 Birthday
4 Family leave 14 Military Title Emp. #
L-Layoff P -Partial Hrs. 5 Job injury 15 Weather
6 Personal 16 Doctor Appt.
Red number denotes 7 Discipline 17 Holiday Department Hire Date
An unexcused absence. 8 LOA 18 Comp time
9 Transportation 19
Black number denotes 10 Unknown Address
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SUMMARY OF COMMUNICATION: Both formal and informal. Be sure to
indicate date and all pertinent quotations and facts. This form should contain a
record of ongoing communications as required by current law.
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This calendar is to be filed in the employee’s personnel folder after the year’s end.
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