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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 Restrictive Attendance Policy

Introduction – The following explanation defines the Company’s policy regarding attendance.  Specifically, the definition of absence and what constitutes excessive absenteeism.  Our objective is to have a policy that can be administered in a fair and equitable manner.

Authorized Absences 

The following is a list of authorized absences and will not count as an incident of absence under any circumstance:

1. Military Leave
2. Jury Duty
3. Family Medical Leaves
4. Company-approved holidays, including Veterans Day for eligible veterans
5. 40 hours of Sick Leave or PTO used each year
6. Domestic Violence & Crime Victim Leave
7. Bereavement Leave 
8. Workplace Injury
9. Pre-Approved Personal Leave of Absence and Vacations
10. Leave granted as a reasonable accommodation under state and federal law

An authorized absence will not count as an incident of absence, but all other time missed will accumulate on an employee’s absentee record.  

Incidents of Absence

Absences, tardiness and leaving work early will be treated alike - each will be an incident of absence.  Each individual day you are absent is regarded as an incident. To accommodate times when an absence is clearly necessary, you will be allowed a certain number of incidents of absence within a 12-month rolling period without penalty.  Except the authorized absences listed above, there are no excused absences and supervisors will not extend special treatment to any employee.  

More than three (3) consecutive days absent may require a written doctor’s note.

How Incidents of Absence Accumulate

Tardiness or leaving work early (less than or equal to 15 minutes)  	= 1/2 incident
Tardiness or leaving work early (more than 15 minutes)			= 1 incident
Absence of one day								= 1 incident
Absence from scheduled overtime						= 1 incident

Incidents and Corrective Discipline

An employee may accumulate up to five (5) incidents of absence within a 12-month rolling period before exceeding the allowed limit.  This policy does not mean an employee may simply take off up to five (5) days for any reason.  Absences should be for reasons which are clearly necessary or unavoidable. Written warnings will apply on the fourth (4th) and fifth (5th) incidents.  

If an employee’s incidents of absence exceed five (5) within a 12-month rolling period, corrective discipline will apply.  If, after corrective discipline, an employee does not bring their absenteeism under control, the employee may face discharge.  

Gross Misconduct and Absenteeism

Disciplinary action outlined as a part of this policy is intended to apply to the correction of normal patterns of absenteeism.  It does not apply to an employee who fails to report for work or to call in for two (2) consecutive workdays.  Failure to report and call in as required for two (2) consecutive days will be considered a voluntary resignation.

Attendance Credit

Employees will be given an attendance credit to remove an incident from their record for improving their absentee record.  When an incident of absence is 12 months old it is dropped altogether.

How to Properly Report an Absence

Authorized absences should be reported as far in advance as possible.  Normally this would be as soon as the employee knows they will be requesting time off, though there may be cases where authorized absences are unforeseen (see Family Medical Leave policy for more information).   All other absences should be reported prior to the start of the employee’s shift, preferably at least one hour prior.

The employee is required to call each and every day they are absent from work with the above information.  


CALL-IN POLICY FOR EMPLOYEES ON LEAVES OF ABSENCE

[bookmark: _GoBack]If you are on an approved leave of absence, you must call in at least weekly on the day designated by your supervisor or manager to report your status, any changes in your condition, and, to receive any necessary information associated with your job.  Failure to call in may be grounds for discharge. 
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