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Q280 OUT of OFFICE POLICY 

Policy Statement 
 
Enhanced Lifestyles and Lifestyle Assistance and Accommodation Service is committed 
to the provision of exemplary customer service supported by effective business protocols. 
It is an imperative for every Operations Team member to ensure employees and 
customers are informed when they are out of the office for business or personal reasons. 
 
Enhanced Lifestyles and Lifestyle Assistance and Accommodation Service has a duty of 
care to ensure the safety of Operations Team members when attending to work 
commitments whether in the office or not.  
 

Policy context: This policy relates to 

Legislation or other requirements • Work Health and Safety Act 2012 (SA)  
Work Health and Safety Regulation 2012 (SA) 

Contractual obligations Employee Contracts 

 
Prior to Absence from Head Office 
 
Prior to any absence from head office all Operations team members must appropriately 
inform fellow work employees of the details of any absence. Where required, approval 
and/or endorsement for the absence must be secured as soon as the intended absence 
becomes known. 
 
The immediate manager and/or fellow work employees must be verbally advised of the 
purpose and intended period of any absence prior to departure.  
 
As soon as practical prior to an absence the employee must use the Microsoft Outlook 
'Out of Office Assistant' function to generate a reply to the sender of any emails received 
during the absence. The following details must always be included in any out of office 
automated response: 
 

• Acknowledgement of receipt of email 

• Beginning and end date/time of absence from office 

• An alternative contact in the office and their details 

• A positive and professional tone (i.e. do not use a statement such as "If you have a 
problem with… etc.") 
 

http://www.legislation.sa.gov.au/LZ/C/A/WORK%20HEALTH%20AND%20SAFETY%20ACT%202012.aspx
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An employee may leave their contact number or an alternative number in case the matter 
is urgent. 
 
When leaving the office, the Administration/Reception Officer must be verbally advised of 
the departure. 
 
Delays 
 
Where an employee is delayed for any reason from returning at the proposed time they 
must contact head office immediately to inform of the delay and new return time. Contact 
may be a phone call or email to the immediate manager and/or fellow work employee as 
required.  
 
Where visitors are expected at head office, the employee must make arrangements either 
for another fellow work employee to meet the visitor(s) in their absence or by contacting 
the intended visitor to make alternate arrangements. At a minimum, the 
Administration/Reception Officer must be advised of any delay and revised time of return.  
 
Lunch Breaks 
 
When leaving the office during a lunch break the immediate manager and/or fellow work 
employees must be verbally advised of the absence. The Administration/Reception Officer 
must also be advised. 
 
It is only necessary to use the Out of Office function during a lunch break where an 
employee is expecting contact related to a current or urgent business matter. However, 
every employee must ensure they have their mobile phones switched on during lunch 
breaks in case they need to be contacted urgently.  
 
Return to the Office 
 
Upon return to the office the employee must reset (turn off) the Outlook tool immediately 
and where necessary, verbally advise those who need to know of the return to work. 
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Extended Absence  
 
Where an employee will be absent for a whole day or more for training or formal business 
reasons fellow work employees must be advised and the Out of Office function enabled. 
 
All leave absences must be pre-approved by the Chief Executive Officer or the employee’s 
Manager wherever practical. During a leave absence, the Out of Office function must be 
enabled. 
 
Unscheduled Absence 
 
Where an Operations Team member has an unscheduled personal absence and for an 
extended period (i.e. more than one day) the relevant manager must determine how or 
whether their work commitments and responsibilities must be addressed during the 
absence. 
 
Arrangements can be made through the organisation’s IT service provider to enable a 
manager to login to the absent employee’s email account and establish an Out of Office 
message covering the period of absence. 
 
TeleClock Requirements 
 
Once a leave application is submitted the Payroll and People and Culture records absence 
details in TeleClock. 
 
Under certain conditions, such as attending a training course at an alternate location, the 
employee shall be clocked in and clocked out manually by the Payroll and People and 
Culture.  All employees leaving for personal reasons during the workday must clock in and 
clock out when leaving and back in upon returning. 
 
  



 
 

 

4 
Owner, Chief Executive Officer  Issue Date: 08.04.2019 
Version 3.1  Review Date: 08.04.2022 

Q280 OUT of OFFICE POLICY 

Out of Office Response Examples 
 
It is advised that the following automatic response is copied into the employee’s out of 
office tool and retained as a standard response that can be switched on when necessary. 
 
Each time an employee is absent from the office they only need change the relevant dates. 
 
Thank you for your email, your message is important to me. I am out of the office from 
[date] to [date] and unable to respond to your email during this time. If your enquiry is 
urgent, please call me on my mobile [mobile number] or alternatively call [contact name 
and title] on [contact telephone number].  
 
Regards, 
 
The following example may also be suitable for short absences: 
 
Hello, 
 
Please be aware I am out of office at this time. Should you require an immediate 
response, please phone the office on (08) 8363 4477. 
 
I will endeavour to respond to your email upon my return on the XX of XXXX. 
 

Kind regards, 
 


