
ATTENDANCE, LATENESS AND EARLY DEPARTURE
Working Hours

[COMPANY]’s normal working hours are [TIME] AM to [TIME] PM, Monday through Friday. Some employees may have different working hours, depending on their particular job.  If you have different working hours, you will be notified by your supervisor.  You are expected to be at your work station or authorized location during working hours.  
Attendance

Your attendance is critical to our success.  Poor attendance, excessive tardiness and excessive early departures will not be tolerated.  Employees who, in the Company’s judgment, violate this Policy may be subject to discipline, up to and including termination.  
If you are going to be absent, you must notify your supervisor, in person or by telephone or, if your supervisor is not available, another member of the management team, and provide as much advance notice as possible (but no less than two hours advance notice except in the event of an emergency).  Notification by email, text or other means is not acceptable.  

If you cannot avoid being late to work, or are unable to work as scheduled, or must leave early, you must immediately notify your supervisor either in person or by telephone or, if your supervisor is not available, another member of the management team, and obtain permission for your late arrival, change in schedule or early departure, except in the event of an emergency.  Notification by email, text or other means is not acceptable.  
Employees should, whenever possible, schedule personal appointments outside of their scheduled work hours.  

The Company has the right to require that you provide medical or other documentation which clearly provides all pertinent facts explaining the reason and necessity for any absence, late arrival, early departure or change in schedule.  Failure to promptly provide such documentation may result in discipline, up to and including termination.  

Your failure to notify your supervisor (or, if your supervisor is not available, another member of the management team) respecting an absence that lasts three or more days will be considered voluntary job abandonment (meaning that we will assume that you have resigned), at the Company’s option.   
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