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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Attendance & Punctuality Policy

Regular attendance is of primary importance for every position at the Company.  You are expected to arrive for work on time and be ready to start work at the beginning of your scheduled shift.  You are also expected to complete your shift as scheduled.

If you are going to be late or absent, you are required to call or text your supervisor prior to the beginning of your scheduled shift to provide notice.  If you text your supervisor and do not receive a response within 10 minutes, you are required to call them directly. If your supervisor does not respond, leave a message explaining your absence, including a number where you can be reached. If you do not report as scheduled, and if you have not contacted your supervisor in advance to explain your absence, disciplinary action may result.

If you are not on an approved leave, you are required to call and notify your supervisor each day prior to your scheduled shift. 

Absences protected under state and federal law are considered approved leave of absences. 

If you are away from work because of an approved leave of absence you are required to call in at least weekly on the day designated by your supervisor or manager to report your status, any changes in your ability to return to work, and to receive any necessary information associated with your job.  Failure to call in may be grounds for discharge. 

Failure to report and call in as required for two consecutive days will be considered a voluntary resignation.

You are required to receive supervisory approval to leave prior to the end of your scheduled shift. Attendance requirements specific to your position are outlined in your job description.  If you are having difficulties meeting the requirements of your schedule, please contact your supervisor.

Excessive tardiness and/or absenteeism may result in corrective action, up to and including termination.
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