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The first sample policy is appropriate for businesses in which employee timeliness and
attendance are critical. The policy is designed to impress upon employees that the
needs of the business require them to get to work on time and that they need to let you
know when they will be unable to make it in to work.

Sample Absence Policy #1

Your timely attendance at work is crucial to making the busine
meet production requirements to satisfy our customer's dema
part in achieving this goal, and one way is to maintain a go
absence or tardiness becomes a part of your employme

smoothly. We must
need to do your
dance record. Any

Punctuality requirements. Employees are expected to\bé& attheir work stations on
time. Tardiness is defined as being at your work stati % t [insert a number]
minutes past your scheduled starting time. You should\alse-notify the appropriate person
when you know you may be late for work. Being i akes it easier for all of us

occurrence.

e An absence for one or more consegutive workdays will be considered one
occurrence. For exampleif you're out two consecutive days, that will count as
one occurrence.

e If an employee retu absence (due to an illness) and goes out again
due to the same illne r being at work for no more than one day, then the

(%0 as one occurrence.

Repeated occurren esult in verbal counseling, written counseling, and/or
suspension or terminati employment.

Procedure. Int
the appropriatepe

that you are unable to come to work, be sure to call in and let
know, in advance where possible, but no later than your regular

starting time/ 8o rrangements for other help can be made.

Vacati a be scheduled at least 24 hours in advance except in cases of
emerde

Employe y be granted excused absences for sickness/illness when the appropriate

person is notified prior to the start of work. Pre-scheduled medical/professional
appointments (lawyers, clergy, counselors, etc.) or other compelling reasons, with prior
supervisory approval, may also be considered as excused absences.

Absence of three or more consecutive scheduled working days without notifying the
appropriate person will be considered as a voluntary termination, and you will be
removed from the payroll.

Authorized absence documentation. We may require documentation of authorized
reasons for absence, such as sick leave or jury duty, and may also verify the



documentation where appropriate.

Inclement weather. The facility must continue to operate during periods of bad
weather. Thus, the need for employees to be on the job during such emergencies is of
paramount importance. You are expected to make every effort to report for work. If you
do not report for work when scheduled during a weather emergency, you will be
considered absent.

The second sample policy is more appropriate for businesses in which strict conformity
to scheduled working hours is not as important. A less stringent policy may be a good

idea when your employees are professionals, artists, and oth e performance is
measured by timely delivery of results rather than by time s rming a particular
task.

Sample Absence Pleicy

As an employee, you will be treated as a profession M means that you will be
expected to complete your work on time and at the expected level of quality. If extra
hours are needed to complete your work, you wil cted to put in those extra
hours. If, on the other hand, you are able to c te your work in less than a standard
workweek, you are free to use those extra ho s you see fit. In return for being
treated as a professional, we expect you to(be s one and not to abuse these
privileges.
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