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	Dates Revised:
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	Purpose:
	To clearly state (ORGANIZATION NAME) guidelines with regards to acceptable and unacceptable absences from the workplace. 

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION NAME) employees and staffing agency employees.

	Definitions:
	· “(ORGANIZATION NAME) employees” are defined as all part-time, full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.


	For more information:
	


Text of Policy:

(ORGANIZATION NAME) expects all employees to conduct themselves in a professional manner during their employment. This includes practicing good attendance habits. All employees should regard coming to work on time, working as scheduled, and leaving at the scheduled time as essential functions of their jobs.  Good attendance habits are an integral part of every employee’s job description.
Under some circumstances, an employee’s absence or tardiness may be excused, but only if that employee gives proper notice of such a problem before or within 30 minutes after their scheduled time of arrival. (ORGANIZATION NAME) needs advance notice of attendance problems so that other arrangements can be made to cover an employee’s absence if necessary. “Proper notice” means that the employee will call the (ORGANIZATION NAME) office telephone number and personally notify (not leave a message for) their supervisor or another member of management about the problem, unless a verifiable emergency makes it impossible to do so.  If the employee is unable to make such a call, a family member may do so.

If an employee is absent without notice for two days in a row, that employee will be considered to have abandoned her/his job and (ORGANIZATION NAME) will process the work separation as a voluntary resignation on the part of the employee.

Employees using authorized leave are exempt from the absence or tardiness rules above.  













