Late and Absent Policy

01/03/2017

*Ammended: 4/1/17

Effective immediately we will be enforcing a new late and absenteeism policy.

Our office policy states that employees should arrive at least 10 minutes prior to their shift starting. If you are
scheduled to work in the morning you should be clocked in no later than 6:50. Clocking in at 6:51 or later
means that you are late for your shift. If you are scheduled to work an afternoon shift or come in for the
Tuesday meeting the same applies. You should be clocked in by 11:50, 12:50, or 1:50 whichever applies.

Employees who have clocked in late more than 3 times in any given 30 day period will be considered to have
an unexcused absence.

*If you request to leave early for any reason other than to cut back hours to stay out of overtime it will be
unexcused. Less than 2 hours missed will be considered late and over 2 hours will be an absence.

An unexcused absence includes any day that you are scheduled to work and have not asked to use PTO over 2
weeks prior to the said date. If you do not have PTO to cover a requested day/time period off it is also
considered unexcused. The only exception to not having PTO to cover a requested day off is maternity leave or
if you have had emergency surgery or an accident that requires you to have an extended amount of time off of
work per your doctors request.

*Schedules will be posted 2 weeks in advance. Any requested made after the schedule is posted, it will be up
to the employee requesting time off to get coverage for their shift. Shifts must be swapped to avoid overtime.
It is also up to the employees to call their fellow employees to try to get their shift covered before calling into
the clinic sick. You must also call the clinic by 7am to inform management of the switch.

3 absences within a rolling 90 day period is terms for a verbal warning.
4 absences within a rolling 90 day period is terms for a write up.

5 absences within a rolling 90 day period is terms for 1 day suspension.
6 absences within a rolling 90 day period is terms for termination.

If you have had points fall off but are having continued lates/absents it is at the discretion of
management/owners upon whether you advance to the next disciplinary action or whether you receive the
action concurrent with your current number of points.



