Absence and Lateness Policy Sample

To maintain a safe and productive work environment, the Company expects you to be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on the Company.

You are considered late when you arrive after you’re agreed upon start time, leave work early, or extend your lunch period without obtaining agreement from your manager/supervisor.

Written Warning for Lateness

If you are late more than twice in one- (1) month or more than three- (3) times in ninety- (90) days, you will receive a written warning from the manager/supervisor. This warning will indicate that improvement is expected during the next three- (3) months. Satisfactory punctuality for ninety- (90) days will return you to normal status. However, if problems continue, probation will be considered.

Lateness Probation

If lateness probation is warranted, you will receive a probation letter that the manager/supervisor will ask you to sign. Probation for lateness is ninety- (90) days. During the probation period, you will not be eligible to post for open positions and salary increases and promotion recommendations will be delayed. If you are late while on probation, you may be terminated.

Chronic Lateness
If you are on written warning and/or probation due to lateness twice during a rolling twelve- (12) month period, your employment may be terminated.

Written Warning for Absence
If you are consistently absent, you will receive a written warning from your manager/supervisor. Unused accrued Vacation and/or All Purpose days may not be used unless approved by your manager/supervisor. This warning will indicate that improvement in your attendance habits is expected during the next three- (3) months. You will also be advised that any additional days of absence within this period will be unpaid. Satisfactory attendance for ninety- (90) days will return you to normal status. However, if problems continue, probation will be considered.

Chronically ill employees (whose absences are not causing performance issues to arise) and employees with short-term medical problems who have no previous attendance concerns may be granted an exception to the disciplinary guidelines if first approved by the manager/supervisor and the Human Resources Department.  At management’s discretion, a physician’s note may be requested.

Absence Probation

If absence probation is warranted, you will receive a probation letter that your manager/supervisor will ask you to sign. Probation for absence is ninety- (90) days. During the probation period, you will not be eligible to post for open positions and salary increase and promotion recommendations will be delayed. If you are absent while on probation, you may be terminated. 

Chronic Absence

If your attendance record requires that steps of the disciplinary action process be repeated during a rolling twelve- (12) month period, your manager/supervisor is not required to take all of the steps in the process.

If you are on written warning and/or probation due to absence twice during a rolling twelve- (12) month period, your employment may be terminated.

Absence from work for a period of three- (3) consecutive work days, without prior notification, will be construed as an abandonment of your position and as a voluntary quit.

