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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 Call-In Policy for Employees on 
Leaves of Absence

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. 
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