A M-204-17

SECTION
Administrative Personnel
Manual SUBJECT
POLICY ATTENDANCE RECORD

Scope

All agencies are required to keep a detailed record of each
employee's attendance on an ATTENDANCE RECORD (28-1408-5151) [AM-204-
17-1].

Purpose

The purpose of this record is to: (1) serve as a document for
the recording of each employee's attendance during a calendar year;
and (2) supply supervisors with the necessary information regarding

their employees' attendance.

Employees Involved
An ATTENDANCE RECORD must be prepared and retained for each City

employee.

Other Attendance Report

An agency's PAYROLL ATTENDANCE REPORT (147-019) [AM=-204-16~1] must
be prepared in addition to an ATTENDANCE RECORD.




SECTION

Administrative pPersonnel

A M-204-17-1

Manual SUBJECT

DETAIL PROCEDURE ATYENDANCE RECORD

ﬂ

The form shown below contains all necessary instructions for com-

pletion:

CITY OF BALTIMOREJ A
TTENDANCE RECORD 19__ | . .ncnns msrructions
EMPLOYEE NAME SOCIAL SECURITY NUMBER 1 Using the CODES shown below, compiete both sides of the “ATTENDANCE
RECORD" on a reguiar basis.
AGENCY ENTRY DATE 2. Retain in empioyee’s personnet file kept by the agency.
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CODES FOR "ATTENDANCE RECORD"™ ONLY I PREVIOUS YEARS' TOTALS I
Emter ihe apgpe i iale 8tiendance COUS I the prOPeT date DIOCK [ the COde apPhes 10 less than a full day. NICHIS the number ABSENT
Of s kwolver (v eaample. V-4) YEAR Lo o om ] LATE
vV vecation C - Compensatory lsave J - Jury duty Of court ieeve -
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S - Sick isave P - Absent with permission with pay T - Travel jon City busmess)
ES -Extended sick inave (@xpiam in “remarns”} /- Lsleness fenter amouni) W
{CSC or BE appeoved oniv) XP  -Absent with permiasion without pay O - Raguisr dey oft
A - Accident with pay {explam i “remarks”)
{100-reiated mypry oniy) X - Absent without permission without pay
AS with % day 'Ped 10 sCk losve M - Miltary loave
{Local 44 anly) (@nnual ganeng for reservists only)
20-1400-5131 REV I1-81)
. Form Number: 28-1408-5151 . Order Unit :  Specify “Each"
. Type : Single Sheet . Quantity of Forms
. Size s 1" x 8/ per Order Unit : 1 Sheet

To order, prepare a WAREHOUSE REQUISITION (28-1458-5129) [AM-302-1-1] speci-
fying Warehouse Division 02, and citing the above information.
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