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1. PURPOSE AND SCOPE

1.1 Purpose: This policy establishes the standards, expectations, and procedures governing employee attendance and punctuality at [COMPANY NAME].

1.2 Scope: This policy applies to all employees of [COMPANY NAME], including full-time, part-time, temporary, and probationary employees, except where superseded by an applicable collective bargaining agreement or written employment contract.

1.3 Exclusions: Employees covered by [COLLECTIVE BARGAINING AGREEMENT OR CONTRACT REFERENCE] are subject to the attendance provisions contained therein to the extent of any conflict.

2. DEFINITIONS

2.1 Attendance: The act of an employee being present at the assigned work location or available for work at the scheduled time.

2.2 Punctuality: The act of an employee arriving at the assigned work location and beginning work at the scheduled start time.

2.3 Scheduled Work Hours: The hours designated by [COMPANY NAME] for the employee to perform work, as set forth in the employee's schedule or [EMPLOYEE HANDBOOK REFERENCE].

2.4 Absence: Any failure of an employee to report to work during scheduled work hours.

2.5 Tardy: Arrival after the scheduled start time by more than [GRACE PERIOD] minutes.

2.6 Excused Absence: An absence approved in advance or subsequently approved in accordance with this policy, including approved leave under [LEAVE POLICY REFERENCE].

2.7 Unexcused Absence: Any absence not approved in accordance with this policy.

2.8 No-Call/No-Show: Failure to report to work and failure to notify [SUPERVISOR TITLE OR DESIGNEE] within [NOTIFICATION WINDOW] of the scheduled start time.

2.9 Occurrence: A single instance of absence, tardiness, or early departure, as further defined in Section 6.

3. POLICY STATEMENT

3.1 General Standard: [COMPANY NAME] expects all employees to maintain regular and reliable attendance and to be punctual for all scheduled work hours.

3.2 Employee Responsibility: Each employee is responsible for knowing and adhering to their assigned schedule and for notifying [SUPERVISOR TITLE OR DESIGNEE] of any absence or delay in accordance with this policy.

3.3 Business Necessity: Regular attendance and punctuality are essential functions of every position at [COMPANY NAME] and are conditions of continued employment.

4. STANDARD WORK SCHEDULE AND REPORTING

4.1 Work Schedule: Employees are expected to work their assigned schedule as established by [SUPERVISOR TITLE OR DESIGNEE].

4.2 Standard Business Hours: The standard business hours of [COMPANY NAME] are [START TIME] to [END TIME], [DAYS OF WEEK].

4.3 Meal and Rest Breaks: Meal and rest breaks shall be taken in accordance with [BREAK POLICY REFERENCE] and applicable law.

4.4 Shift Changes: Any request to change a scheduled shift must be submitted to [SUPERVISOR TITLE OR DESIGNEE] at least [NOTICE PERIOD] in advance and approved in writing.

4.5 Overtime: Attendance for scheduled overtime is subject to the same standards as regular scheduled hours.

5. NOTIFICATION PROCEDURES FOR ABSENCE OR LATENESS

5.1 Advance Notice: Employees must notify [SUPERVISOR TITLE OR DESIGNEE] of any planned absence at least [ADVANCE NOTICE PERIOD] in advance, except in emergencies.

5.2 Same-Day Notification: For unplanned absences or lateness, employees must notify [SUPERVISOR TITLE OR DESIGNEE] no later than [NOTIFICATION DEADLINE] before the scheduled start time.

5.3 Method of Notification: Notification must be made by [APPROVED NOTIFICATION METHODS, E.G., PHONE, EMAIL, TIMEKEEPING SYSTEM].

5.4 Content of Notification: The notification must include the reason for the absence or delay and the expected duration.

5.5 Failure to Notify: Failure to provide timely notification may result in the absence being treated as a No-Call/No-Show under Section 2.8.

5.6 Medical Documentation: Absences exceeding [CONSECUTIVE DAYS] consecutive workdays may require medical documentation in accordance with [LEAVE POLICY REFERENCE] and applicable law.

6. ATTENDANCE AND PUNCTUALITY STANDARDS

6.1 Tardiness: Employees are permitted a grace period of [GRACE PERIOD] minutes after the scheduled start time. Arrival beyond the grace period constitutes an occurrence of tardiness.

6.2 Early Departure: Leaving before the scheduled end time without approval constitutes an occurrence of early departure.

6.3 Unexcused Absences: Each unexcused absence constitutes one occurrence.

6.4 No-Call/No-Show: Each No-Call/No-Show constitutes [NUMBER] occurrences.

6.5 Occurrence Thresholds: The following thresholds apply within a rolling [ROLLING PERIOD] period:

6.5.1 Verbal Warning: [NUMBER] occurrences.

6.5.2 Written Warning: [NUMBER] occurrences.

6.5.3 Final Written Warning: [NUMBER] occurrences.

6.5.4 Termination: [NUMBER] occurrences.

6.6 Perfect Attendance Recognition: Employees with no occurrences during [RECOGNITION PERIOD] may be eligible for [RECOGNITION PROGRAM DESCRIPTION].

7. EXCUSED ABSENCES AND PROTECTED LEAVE

7.1 Approved Leave: Absences approved under [LEAVE POLICY REFERENCE], including vacation, sick leave, bereavement, jury duty, military leave, and family and medical leave, shall not be counted as occurrences.

7.2 Protected Absences: Absences protected by applicable federal, state, or local law shall not be counted as occurrences.

7.3 Documentation: [COMPANY NAME] may require reasonable documentation for excused absences in accordance with applicable law.

7.4 Return to Work: Employees returning from an extended absence may be required to provide a return-to-work authorization in accordance with [RETURN TO WORK POLICY REFERENCE].

8. CORRECTIVE ACTION PROCEDURE

8.1 Progressive Discipline: Violations of this policy shall be addressed through progressive corrective action, up to and including termination of employment.

8.2 Discretion: [COMPANY NAME] reserves the right to determine the appropriate level of corrective action based on the circumstances, including the nature, frequency, and impact of the violation.

8.3 Documentation: All corrective action shall be documented in writing and placed in the employee's personnel file.

8.4 Immediate Termination: Certain violations, including repeated No-Call/No-Shows or job abandonment, may result in immediate termination without prior progressive discipline.

8.5 Job Abandonment: Failure to report to work and failure to notify [SUPERVISOR TITLE OR DESIGNEE] for [NUMBER] consecutive scheduled workdays shall be deemed job abandonment and may result in termination.

9. EMPLOYEE ACKNOWLEDGMENT AND AGREEMENT

9.1 Acknowledgment: By signing below, the employee acknowledges receipt of this policy, confirms having read and understood its contents, and agrees to comply with its terms.

9.2 At-Will Employment: Nothing in this policy alters the at-will nature of employment, where applicable, or creates a contract of employment.

9.3 Questions: Employees with questions regarding this policy should contact [HR CONTACT NAME AND TITLE] at [HR CONTACT INFORMATION].

10. SIGNATURES

10.1 Employee Name: [EMPLOYEE NAME]

10.2 Employee ID Number: [EMPLOYEE ID NUMBER]

10.3 Job Title: [JOB TITLE]

10.4 Department: [DEPARTMENT NAME]

10.5 Employee Signature: [EMPLOYEE SIGNATURE]

10.6 Date Signed: [DATE SIGNED]

10.7 Supervisor Name: [SUPERVISOR NAME]

10.8 Supervisor Signature: [SUPERVISOR SIGNATURE]

10.9 Date Signed: [DATE SIGNED]

10.10 HR Representative Name: [HR REPRESENTATIVE NAME]

10.11 HR Representative Signature: [HR REPRESENTATIVE SIGNATURE]

10.12 Date Signed: [DATE SIGNED]

11. POLICY ADMINISTRATION

11.1 Policy Owner: [POLICY OWNER NAME AND TITLE]

11.2 Review Frequency: This policy shall be reviewed at least annually or as required by changes in law or business needs.

11.3 Revision History: [REVISION NUMBER AND DATE]

11.4 Distribution: This policy shall be distributed to all employees and made available in [POLICY LOCATION].
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