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Updated October 22, 2025
SCC out-of-office email greeting guidance 

Background
The intention of this guidance document is to help standardize out-of-office greetings from staff, ensure there is a clear point of accountability for someone reaching out with an urgent request, and to provide good customer service to people reaching out to SCC.

Best practices
· Dates: Your out-of-office greeting should have the dates of your absence or unavailability clearly outlined. In the case of an extended leave, you can simply state you are currently on leave.
· Identify a backup: Ideally, you have selected someone to be your back-up during your absence. In most cases, this will be your supervisor or someone who has the authority to answer questions or make decisions while you are on leave. 
· If you are a supervisor, this may be someone on your staff that can answer basic questions in your absence.
· Determine coverage: You will be working with your supervisor to determine if you need coverage during your leave. For example, you may plan to be gone only a few days and therefore do not need to secure someone to cover your body of work in your absence. However, if you are gone for a week or more, you should anticipate being able to hand off responsibility. 
· Quick absences: If you will be gone for only a short period of time, you can simply state that your response to emails and phone calls may be delayed.
· You can also offer a phone number for urgent calls if you are still working (not on PTO) but away from your desk.
· Delayed response: Some questions may not be able to be answered in your absence, and that’s okay. The person who is covering for you can simply let the person who needs assistance know that this question will be answered when you return from leave.



Template response suggestion – out of office for work
Thank you for your email. I am traveling for work from [DATE RANGE], and my response may be delayed. If you need immediate assistance, you can reach out to my cell phone at [NUMBER]. I appreciate your patience.

Template response suggestion – short duration
Thank you for your email. I am out of the office from [DATE RANGE], and my response may be delayed. I appreciate your patience and will respond when I return.

Template response suggestion – medium duration
Thank you for your email. I am out of the office from [DATE RANGE]. If you require immediate assistance, you may reach out to [NAME, EMAIL, PHONE] in my absence. Otherwise, I will respond to your email when I return.

Template response suggestion – extended leave
Thank you for your email. I am currently on leave. Please reach out to [NAME, EMAIL, PHONE] in my absence. 
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