
Sample Employee Absence Notice Form
This employee absence notice form sample is designed to efficiently communicate unexpected absences due to
family emergencies. It ensures clear documentation and helps maintain workplace organization during unforeseen
circumstances. Using this form streamlines the notification process, allowing both employees and employers to
manage time away responsibly.

Employee Absence Notice - Family Emergency
Employee Name:

Department/Team:

Supervisor/Manager:

Date of Absence (Start):

Date of Absence (End):

Reason for Absence:

-- Select --

Brief Description (optional):

Please provide any details you feel are necessary.

Contact Information during Absence:

Phone number or email

Date Submitted:

Submit Notice


