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Overview

[BUSINESSNAME] valuesemployees’ commitment to theirwork, and thebelow
outlines andaffirms that via timemanagement andemployeeattendance.
Attendance is crucial to ensure theday-to-dayoperationsofour business run
effectively andefficiently.

This attendancepolicy is for employees and supervisory staff, clarifying
expectations and/or any issues andconcerns raisedaroundattendance.

This policywill include the following:

● Attendanceandnon-attendancedefinitions
● What todo for unforeseencircumstances andabsences
● Clockandclockout rules
● Disciplinary actions
● Employer and supervisor accountability
● Employee sign-off

The scopeof this attendancepolicy applies to all exempt andnon-exempt
employees.

It’s important to note this policydoesn’t take intoconsideration anyexceptions
under federal laws, includingbut not limited to theFamily LeaveMedical Act (FMLA)
and theAmericanswithDisabilities Act (ADA).We take suchcases very seriously, so
please speakwith a supervisoryormanagerial staff to seewhat applies to youand
howwecanaccommodate.
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Definitions

● Tardiness:Whenanemployeearrives late to their shift or remainsonbreak
longer thanmandated.

● Absenteeism:Consistently absent fromshiftswithout cause. Thismay
include showingup toa shift hours after scheduled timewithout notice, not
showingup for a shift at all, and/or being sick frequentlywithout adoctor’s
note tocorroborate.

● Early departure: Leaving yourwork locationbefore your shift’s end.
● Plannedabsence: A scheduledabsence (sometimes referred toapersonal

timeoff) noted to yourmanager in advance. Subject to approval.
● Unplannedabsence:Canvarybetweenanunexpectedemergency that is

later approved, or an unexcusedandunapprovedabsence.
● Job abandonment:Whenanemployeehasn’t contactedyourmanageror

shownup for a shift formultipledays in a row. At this point, theperson in
question is no longer consideredemployees.

Attendanceexpectations
It is the responsibility of theemployee tobeon timeandprepared for their shift
whenever scheduled. Anychanges in attendanceor availabilitymustbebroached
with yourmanagerwell before schedules are set.

General attendanceexpectations for employees include the following:

● Showingupat least 5minutesbefore the start of the scheduled shift to
prepare forwork.

● Remaininguntil theendof your scheduled shift.
● Clocking in andouton time.
● Clocking in andout for breaks scheduled longer than30minutes.
● There is a 5minutegraceperiod for shifts if anemployeearrives early or late,

e.g. anemployeecanbegin their shift at five-to thehour to five-after the
hour.
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Reporting absences andpaid timeoff

This sectionexplains toemployeeswhatpaid timeoff is, how to request timeoff,
and sickdayconsiderations.

It is imperative togetmanager approval of anyplannedor unplannedabsences,
inclusiveofpersonal timeoff, religious-adjacent holidays, leavinga shift early
becauseof illnessor anemergency.

What is personal timeoff (PTO)?

Employees aregiven a set amountof PTOdays. Thesearepaiddaysoff for
employees tousehow they seefit. It’s imperative that employees takingPTOnotify
yourmanager andwait for approval before taking timeoff.

What are sickdays?

Employeeswhoare sick andunable toworkmay take timeoff from their allotted
sickdays. Employeeswill give asmuchnotice aspossible to supervisory staff
about their sickday absence inorder to secure additional help fromother
employees. Sickdays that goon longer than [XDAYS] require adoctor’s note upon
your return towork.

Howto report an absence:

● Forpaid andunpaidPTO, employeesmust notify supervisory staffvia a
written notificationat least twoweeksbefore the intended timeoff
date—howevermore time is ideal—andmustwait for approval.

● For sickdays, employeesmust call or email supervisory staffas soonas they
can, at least several hoursbefore their scheduled shift if possible, toensure
someoneelsecan take their place.

● For unplanned timeoff, suchas anyemergency situation, pleasenotify
supervisory staffas soonaspossible toensure shifts are covered.
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Clock in andclockout
Employees are required toclock in at the start of their shift, during any scheduled
meal breaks, andclockout at theendof shift.

Failure todoso is in violationof this policy andmay result in disciplinary action.
Failure toclock inor clockout correctly (e.g. during theallottedgraceperiodor not
at all)may result in disciplinary action, includingdismissal or job termination if there
is found tobeabehavior or pattern.

Disciplinary actions
This attendancepolicy is an agreementbetweenemployeeandemployer, andany
violationof this policymay result in disciplinary action. Eachdisciplinary action
builds upon theother, givingemployees achance tochange their behavior before
anypermanent action is taken.

However, therewill beconsequences if excessive absencesor apatternof this
behavior doemerge.

Thedisciplinaryprocedure is as follows:

● Verbalwarning:Aconversationbetweenemployeeand supervisory staff
about thefirst violation.

● Writtenwarning:Awrittenwarning to theemployeeby supervisory staff for
the secondand/or third violation.

● Disciplinarymeeting:When theemployeeand supervisory staffand/or
employer attendameeting todiscussdisciplinary next stepsbecauseof a
patternof attendancemisuse.May includea suspension timeline.

● Secondary, finalwrittenwarning: The last stepbefore apermanent
consequence, notingall of the steps takenbefore this one, andagreedupon
with theemployee.

● Job termination: If an excessive abuseof theattendancepolicy is found, and
after all of the above steps are taken, anemployeewill beexcused from their
role andno longerwork at this placeofbusiness.
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Employer and supervisor accountability
Supervisoryormanagerial staffare responsible for readingandactingupon this
attendancepolicy. Employees are responsible for lettingmanagerial or supervisory
staffknowaboutplannedor unplannedabsences, and suchmanagerial staffare
required to keepa recordof it. If employees are showinganexcessive amountof
absences, particularlywithoutmuchnotice, or seenas abusing the timeclock
system,managers and supervisors are required to set upmeetings,work through
the issuewith employees, andcontinuouslymonitor suchbehavior.

Managers and supervisorsmust acknowledgeemployeeswhomayhavea specific
setof requirements, asoutlined in advance to yourmanager andkept confidential
as required. It is the responsibility of themanager andemployer toensure that
appropriatemodifications are created for employeeswho require them toperform
at their best.

Employee sign-off
By signingbelow, I, _______________, understandandacknowledge the [BUSINESSNAME]
attendancepolicy.

_____________________________________
Employee

_____________________________________
Date signed

_____________________________________
Employer

_____________________________________
Date signed
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