Sample Corp – Attendance Guidelines

Purpose:

To establish an attendance policy that balances the need for regular and reliable attendance and our employees’ need for periodic time off.

Definition:

Scheduled Absence: Scheduled absence pre-approved at least (2) weeks in advance.

Unscheduled Absence: Any time absent from regular work schedule not pre-approved by team supervisor at least 24 hours before start of shift.

Tardiness: Tardiness occurs when an employee is not available for work at the beginning of any scheduled shift or is late returning from breaks or lunch.

Voluntary Time Off: Voluntary unpaid time off is given when the current call volume (workload) does not require a full staff. Employees allotted voluntary time off will not be required to use accrued PTO.

Policy:

Sample Corp will consider all requests for time off in accordance to established PTO guidelines.  However, one of the requirements of continued employment is that all employees must be consistently available to work. When tardiness or absenteeism by an employee becomes excessive, corrective action may be necessary.

· Paid time off is required to be requested and scheduled in advance whenever possible. If time out of work is unplanned due to sudden sickness or an emergency, your supervisor should be notified prior to the beginning of your shift.

· Except for VTO (Voluntary Time Off) accrued paid time off must be used for all absences from work whether scheduled or unscheduled. (Please refer to the Paid Time Off Policy for additional information.)

· If an employee is unable to report to work for any reason, they must notify the appropriate sick line at least two hours prior to their scheduled shift. (In the event of an emergency the employee should notify the appropriate sick line as soon as possible). If an employee fails to notify the appropriate sick line two hours prior and the employee’s supervisor finds no unusual circumstances that justify a failure to give notice; it will be considered non-adherence to this policy and will result in a final written warning.

· An absence of more than 2 consecutive days without notification (No Call No Show) will be considered a voluntary termination of employment by the employee.

· Employees are responsible for their attendance and accountable for knowing their attendance status in accordance with the site attendance policy. 

Attendance Guidelines in relationship to Short Term Disability:

· If an employee is absent due to injury or illness for more than seven consecutive calendar days they must be eligible and approved for short-term disability. The employee must complete and return the STD form to Human Resources within ten calendar days of the first absence. If STD is not approved, each day without approval will be administered in accordance with the attendance policy. The employee will be required to work on the next scheduled shift and the attendance guidelines will be applied to the maximum of a final written warning. Failure to comply with STD requirements or to return to work on the next scheduled shift following doctor’s release, will result in further disciplinary action up to and including termination.

Attendance Procedures:

Sample Corp. reserves the right to deviate from this policy, as it deems appropriate in its sole and absolute discretion. For example, there may be occasions when Sample Corp. does not give a warning (verbal or written) prior to any form of disciplinary action, including suspension and/or termination.

Unauthorized Absences

An employee is expected to maintain a 100% attendance rate based upon scheduled work hours, taking into account authorized time off.  If an employee obtains less than 95% in a given month, the following action will be taken, generally in the order as follows:

· If current warning status is none, Verbal warning will be administered.

· If current warning status is Verbal, Written warning will be administered.

· If current warning status is Written, Final warning will be administered.

· If current warning status is Final, Termination. 

Any additional occurrences (including tardies) received within the next 30 days following the initial warning will escalate to the next level as described above.

Warnings will remain active for a 90-day period and will either escalate or roll back, with the exception of Final Warnings, which will remain active in employees file for a (1) year period. 

Transfer requests will not be granted for employees on Written or Final warning status.
Multiple Day Absence:

A multiple day absence may be counted as one occurrence if all of the following criteria are met; (A) If an employee is absent because of illness for more than one day, the absences will be counted as a single occurrence. The employee must provide Sample Corp with appropriate documentation from their physician. The absence must be consecutively scheduled days to count as one occurrence. (B) If an employee is absent due to the illness of a child for more than one day, the absences will be counted as a single occurrence. The employee must provide Sample Corp with appropriate documentation from their child’s physician. The absence must be consecutively scheduled days to count as one occurrence. (C) If the employee is absent for more than seven consecutive calendar days; they must meet all the requirements and receive approval for short-term disability. 
Tardiness:

Sample Corp. reserves the right to deviate from this policy, as it deems appropriate in its sole and absolute discretion. For example, there may be occasions when Sample Corp. does not give a warning (verbal or written) prior to any form of disciplinary action, including suspension and/or termination.

Call Center employees must have no more than (4) tardies in a 30-day period. This includes, but is not limited to absence, tardy, or leaving early, which could occur at the beginning of the shift, lunch, breaks or end of shift, etc. If an employee accumulates (5) tardies in a 30-day period, the following disciplinary steps will begin.

· If current warning status is none, Verbal warning will be administered.

· If current warning status is Verbal, Written warning will be administered.

· If current warning status is Written, Final warning will be administered.

· If current warning status is Final, Termination 

Any additional occurrences (including unauthorized absences) received within the next 30 days following the initial warning will escalate to the next level as described above.

Warnings will remain active for a 90-day period and will either escalate or roll back, with the exception of Final Warnings, which will remain active in employees file for a (1) year period. 

Transfer requests will not be granted for employees on Written or Final warning status.

New Hires:

Employees must attend the entire 15-day New-Hire Training class. Any unapproved absence will result in immediate termination without exception.

Late Arrival:

The following rules apply for any new hire reporting late to training class. 

First Late Occurrence:

Employees who are late for training class will receive a verbal warning from the Manager of the Training department.

Second Late Occurrence:

A second late occurrence will result in a Written Warning.

Third Late Occurrence:

A third late occurrence will result in a Final Written Warning.

Fourth Late Occurrence:

A fourth late occurrence will result in Immediate Termination.

