
Attendance Polic\ 

GXidelines 

* ​Proper Notification​ ​PXVW EH JLYHQ DW OHDVW 30 PLQXWHV SULRU WR D THDP MHPEHU'V VFKHGXOHG 
VWDUWLQJ WLPH IRU DQ\ DEVHQFH RU WDUG\ ZLWK D ​bona-fide/appropriate reason​. 

* THDP MHPEHUV PXVW SURYLGH DSSURSULDWH GRFXPHQWDWLRQ IRU H[FXVHG DEVHQFHV. 

* AEVHQFHV WKDW ​ZeUe noW pUeaUUanged​ EXW FRXOG KDYH EHHQ ​Zill not​ EH H[FXVHG. 

* AWWHQGDQFH SRLQWV ZLOO "]HUR RXW" XSRQ FRPSOHWLRQ RI WKH SUREDWLRQDU\ SHULRG. 

* FDOVLILFDWLRQ RI UHDVRQV IRU DEVHQFH, YHUEDO RU ZULWWHQ, ZLOO EH FRQVLGHUHG GURVV MLVFRQGXFW 
DQG WKH THDP MHPEHU GLVFKDUJHG. 

* ASSURYDO RI SUHDUUDQJHG DEVHQFHV LV EDVHG XSRQ WKH EXVLQHVV QHHGV RI WKH CRPSDQ\. 

E[cXsed Absences 

* AXWKRUL]HG LHDYH RI AEVHQFH 

* HROLGD\, JXU\ DXW\, BHUHDYHPHQW, VDFDWLRQ 

* DLVFLSOLQDU\ SXVSHQVLRQV 

* :RUN RHODWHG IQMXU\/IOOQHVV SXSSRUWHG E\ HCP 

* PUHDUUDQJHG AEVHQFHV 

* RHOHDVHG IURP VFKHGXOHG ZRUN GXH WR HPHUJHQF\, RU ODFN RI ZRUN 

* AEVHQFHV FRYHUHG E\ WKH FMLA 

Attendance Points 

* AEVHQW WKH IXOO VKLIW ​ZithoXt​ SURSHU QRWLILFDWLRQ 3 SRLQWV 

* LDWH 2 KUV RU PRUH ​ZithoXt​ SURSHU QRWLILFDWLRQ 2 SRLQWV 

* LDWH OHVV WKDQ 2 KRXUV ​ZithoXt​ SURSHU QRWLILFDWLRQ 1 SRLQW 

* AEVHQW WKH IXOO VKLIW ​Zith​ SURSHU QRWLILFDWLRQ 1 SRLQW 

* LDWH 2 KUV RU PRUH ​Zith​ SURSHU QRWLILFDWLRQ 1 SRLQW 

* LDWH OHVV WKDQ 2 KUV ​Zith​ SURSHU QRWLILFDWLRQ 1/2 SRLQW 



* LHDYH ZRUN HDUO\ ​Zith​ SXSHUYLVRU'V UHOHDVH 1/2 SRLQW 

* LHDYH ZRUN HDUO\ 1/2 SRLQW 

* PUHDUUDQJHG OHDYH ZRUN HDUO\ 0 SRLQWV 

* PUHDUUDQJHG DQG E[FXVHG AEVHQFHV 0 SRLQWV 

LeaYing Zork ZithoXt management approYal is considered Zalking off the job and can 
resXlt in disciplinar\ action Xp to and inclXding discharge. 

Attendance Notification of Points 

* 3 SRLQWV EXW OHVV WKDQ 6 AWWHQGDQFH NRWLILFDWLRQ 

* 6 SRLQWV EXW OHVV WKDQ 10 AWWHQGDQFH NRWLILFDWLRQ 

* 10 SRLQWV EXW OHVV WKDQ 14 FLQDO AWWHQGDQFH NRWLILFDWLRQ 

* 14 SRLQWV RU PRUH DLVFKDUJH 

Team Member Responsibilit\ 

* GLYH SURSHU QRWLILFDWLRQ WR WKH CRPSDQ\ RI DQ\ DEVHQFH RU WDUG\ DQG SURYLGH D ERQD-ILGH 
UHDVRQ. 

* PURYLGH GRFXPHQWDWLRQ IRU HDFK H[FXVHG DEVHQFH. 

* PUHDUUDQJH DEVHQFHV ZLWK SXSHUYLVRU. 

* AELGH E\ WKH DWWHQGDQFH SROLF\. 

 


