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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.

Business Hours

The normal office business hours are 8:00 a.m. to 5:00 p.m., Monday through Friday, with one hour for lunch.  Our workweek begins on Sunday at 12:01 a.m. and concludes at midnight the following Saturday.

Full-time employees are expected to be available and accessible during normal business hours; part-time employees, during their normally scheduled work hours.  Employees working away from the office should be accessible by either cell phone or soft phone and email.
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