ABSENCE REPORT (DEVAMSIZLIK TUTANAĞI)
	Employer name and address
	

	Employee full name
	

	Staff no
	

	Position / department
	

	Day of absence (date)
	

	Date and time this report was made
	



The employee named above did not come to work on the stated date. Up to the time this report was made, there is no record that the employee obtained leave from the employer or reported a reason for not coming to work.
Attempts to reach the employee
	Called / wrote by
	Date and time
	Channel (phone, message, e-mail)
	Outcome

	
	
	
	

	
	
	
	



Attendance record: there is no clock-in record for the employee on this day. Source (time & attendance system, roll call, etc.): ..............................................................
This report was drawn up on the matters we jointly witnessed, read and signed.
	
	Full name
	Position
	Signature

	Prepared by
	
	
	

	Witness
	
	
	

	Witness
	
	
	



Employee’s explanation / defence on return (with date and signature)
	



Note: under art. 25/II-g of Turkish Labour Act No. 4857, an employee’s failure to come to work without permission or a justified reason for two consecutive working days, twice in a month on the working day following a holiday, or three working days in a month is a ground for termination without notice. A justified reason such as illness prevents this outcome. A separate report for each day of absence is recommended. The right to terminate must be used within six working days of learning of the absence (art. 26). This template is for information only and is not legal advice. Details: medyajans.com.tr/en/guides/absenteeism-records-turkiye/
