
Time and Attendance Policy

SCOPE
This Employee Attendance Policy (hereinafter referred to as "this Policy”) applies to
all non-exempt employees regardless of their role or employment type of (company
name________________________) (hereinafter referred to as "the Company"). 

OVERVIEW 
The purpose of this Policy is to describe the Company's guidelines regarding
attendance, tardiness, and absence. 

The employees of the Company are expected to be present for work every day they
are scheduled, on time. Arriving late, tardiness, and absence can cause disruptions in
work and act as a burden to your co-workers. That's why regular attendance and
punctuality are important to adopt. 

Our Policy will clearly and in more detail outline our expectations regarding the
employees' coming to work.

DEFINITIONS
Absenteeism is defined as frequent absence from work and job responsibilities. The
term includes not showing up at the place of employment to scheduled work time.
Taking excessive sick leave can also count as absenteeism when an employee isn't
able to submit a doctor's note. 

Presenteeism is a term that describes situations when an employee is present at
work after their scheduled shift ends, even though the Company doesn't request
overtime. Presenteeism can affect employees' productivity, job satisfaction, and well-
being since it can cause them to overwork. Therefore, employees need to keep their
schedule when coming to work and leaving.  

Tardiness refers to all the situations when a worker comes in late, takes breaks
longer than what they are entitled to, and keeps leaving work early without reason.
We expect our workers to follow the schedule so there is no work disruption and
pressure on the rest of the team. 

If an employee fails to report to work for three consecutive days without notifying
their manager such behavior will be considered job abandonment and a voluntarily
terminated employment relationship. 
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Failing to wake up on time.
Stopping somewhere on the way to work to run errands or for personal reasons.
Traffic or public transportation delays (unless this is due to the closing of roads).
Bad weather (note that extreme weather conditions like blizzards, hurricanes,
and floods are excluded).
Holidays that haven't been approved by the Company.

REPORTING TARDINESS, ABSENCES, AND EARLY DEPARTURES
If an employee is unable to come to work on time (or at all), they are required to
inform their manager at least 30 minutes before their scheduled work day starts. If
the manager is unavailable, contact Human Resources or another member of
management instead. 

If an employee isn't physically able to contact their manager, they should ask another
person to make contact on their behalf. 

Employees are required to provide their expected time or date of return when they
call in absent. The Company reserves the right to require proof of the need for
absence, such as a doctor's note, if allowed by law. In these cases, we will record your
absence as "excused."

However, note that the following reasons aren't considered excused absences (the
list isn't exhaustive):

Employees who are absent for three days in a row or more without providing proper
notification will be considered to have voluntarily quit their positions. Therefore, the
Company will carry out the termination process. 

If an employee must leave work before the end of their shift, they have to inform
their supervisor immediately.

EXCEPTIONS FOR WORK ABSENCES
Employees may request exceptions for work absences. Please submit your request
to human resources and the management, and note that these are approved on a
case-by-case basis. Please arrange your scheduled absences as far in advance as
possible.

Employees who become ill during their scheduled work day and aren't able to
perform their job responsibilities at n acceptable level should notify their manager
without delay. In such cases, employees may be sent home until they get better and
able to work.
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Reporting to work consistently
Coming to work at the time your shift is scheduled.
Leaving work at the time your shift is scheduled to end.
Taking breaks that are within the set time limit.
Remaining at work during work hours (breaks excluded)
Following procedures when there is a need to be absent or late.
Being late or absent with approved reasons only.

METHOD OF TRACKING ATTENDANCE
Employees are responsible for monitoring their working hours through [time
tracking system/software]. They are required to clock in and clock out for each shift.
Please be diligent in recording your hours, and record unforeseen absences in the
[timekeeping system/software] as quickly as possible. 

Note that unforeseen absences may require that employees draw upon remaining
paid/personal time off or sick leave to cover the absence. 

UNFORESEEN CIRCUMSTANCES FOR ABSENCE
Please note that there are circumstances where we will understand the absence of
our employees, even if they are unreported. Serious accidents or a family medical
emergency are some of these situations. In such instances, the employee's absence
will be excused. However, if necessary, the Company reserves the right to ask for
some kind of verification.

FAILURE TO CLOCK IN OR CLOCK OUT
Employees must clock in and clock out for each shift. If any issue arises and an
employee can't record a clock in or clock out time, they are required to notify their
manager without a delay. Employees who fail to clock in or clock out consistently are
subject to receive disciplinary action, including termination.

EXCUSED UNPAID ABSENCE
Excused, unpaid absences can be granted for childbirth, medical appointments,
funerals, jury duty, bereavement, a car accident, and unavoidable emergencies.
Please note that employees are required to prove a reason for the absence and
provide relevant documentation in these cases within [preferred number of
hours/days] of the absence. 

GOOD ATTENDANCE
Employees with less than [your preferred number of incidents] of tardiness or
absenteeism in a year will get [your preferred method of an incentive; for example
an additional paid day off].

What is considered a good attendance record:
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Unforeseen absence, with calls.
Unforeseen absence, without calls.
No call-no show for three or more consecutive days is considered a job
abandonment or termination without notice.
Excessive absences.
Excessive tardiness.
Early departure, no notification.
Late return from lunch or break (over 30 minutes).
Failure to clock in or clock out.

Corrective counseling doesn't work.
The Company determines that you are willfully tardy.
Your tardiness or absenteeism impacts your work.

Verbal warning.
Written warning.
Meeting with manager/supervisor, possible suspension.
The employee is subject to termination.

DISCIPLINARY ACTIONS
Absences that are unreported and/or unexcused don't count as hours worked and
therefore aren't compensated by the Company. 

The following situations are considered attendance infractions (the list is not
exhaustive):

Please note that If your supervisor suspects you abuse your sick leave, you may
need to submit a doctor's note to avoid our progressive discipline process. 

In case of unintentional tardiness, you will be subject to corrective counseling. This
is the first attempt to resolve it. However, the Company may take disciplinary action,
including termination if:  

Attendance issues lead to progressive disciplinary action up to and including
termination based on the following:
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Attendance infractions are reset every six months. [length time or dates on which
employee attendance infractions reset is typically set to 6 months or 1 year].

POLICY CHANGES

(company name _____________________) retains the right to amend or terminate this
policy at any time.

Employee’s name: _________________

Drivers license number: ____________________

Signature: _____________________

Date: _________________

Reviewer’s signature: __________________

Date: ______________

*Retain signed original in employee's file.
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