 Attendance Policy

[Modify or Delete any shaded sections]
Regular attendance and punctuality are essential for the smooth operation of this company. We want to establish uniform guidelines that will ensure a consistent and fair approach to solving attendance problems. Therefore, we have developed the following attendance policy.

A. Definitions [delete any that do not apply to you]
1) Incident:  An incident is a deviation from scheduled attendance. 
2) Absence: An absence is defined as “a state of being away or not present”. For attendance purposes, it can be seen as the failure to report to work as scheduled. An absence will be counted as [1] incident.
3) No Call/No Show: No Call/No Show describes an absence in which the employee does not give any notice that they will not be present at work.  After an employee accumulates [XX] No Call/No Shows [consecutively / in a month / in a calendar year / in a rolling calendar year] it will result in [a written warning / a suspension / termination]. A No Call/No Show will count as [1 / 1 ½ / 2] incident(s).]
4) Tardy: Tardy is defined as “a late arrival”. An employee has [XX minutes] after their scheduled start time, after a meal break, or after a rest break before they are considered tardy. If an employee is late [XX minutes / hours] after the start of their shift, an employee will be considered absent. A tardy will be counted as [½ / 1] incident.
5) Paid Sick Leave: The state of California requires employers to provide their employees a minimum of 40 hours or five days of paid sick leave (note – local ordinances may require more) to be used for:

a. Diagnosis, care or treatment of an existing health condition of, or preventive care for/ an employee or an employee’s family member.

b. If the employee is the victim of a crime.
6) Early Departure: An early departure indicates an employee has left their assigned work area, assignment or the work premises before the scheduled end of their assigned shift. Leaving without notifying your supervisor will be counted [as an absence / as job abandonment.]
7) Job Abandonment: Job Abandonment describes a situation when an employee is absent from work without prior notice and without any indication or notification that they will return. Any employee who fails to call in and/or report to work for [XX] consecutive workdays (when unexcused) will be considered as having voluntarily terminated their employment unless the reason for the absence is accepted by management.
Exceptions: Paid Sick Leave, Approved Scheduled Vacation, paid holidays, furloughs, or any other leave of absence protected by state, federal, or local law will not count as incidents. Pre-approved time off request and pre-approved leaves of absence will not count as incidents

B.  Reporting Requirements
If you must be late or absent from work for a good reason, a previous arrangement with [your Supervisor, HR] is required. If this is not possible, you must contact [your Supervisor, HR]. Always state the reason for your late arrival or absence and your expected date of return or when you expect to return to work.
C.  Guidelines for Attendance Control 
Based on the number of incidents in a [twelve-month rolling] period, an employee will be subject to disciplinary action under the following guidelines:
1) [XX] incidents in any [XX-day calendar] period results in a documented [Friendly Reminder / Counseling / Verbal Warning.]
2) [XX] incidents in any [XX-day] calendar period results in a documented [Verbal Warning / Written warning.] 

3) [XX additional incidents] within the next [XX-day calendar period], following the [verbal / written] warning, will result in a [Written Warning]. 

4) Any additional (full) incidents within the next [XX months] after the written warning will result in [suspension pending investigation and review by management and/or termination]. 

