
Attendance

The Company expects you to be ready for work promptly at your scheduled time and to work continuously to the end of your scheduled workday.  Please get approval from your manager if you must be away from your workstation for an extended period during workdays and when you expect to return.

Absence or Lateness

The Company is aware that certain emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work hours may require you to be absent from work.  Accrued Paid Time Off days have been provided for this purpose.  We request that you provide your supervisor with as much advance notice as possible when this occurs.  Please refer to the policy Paid Time Off days.

If you are unable to report for work or if you expect to be late, please contact your manager or Human Resources at least two (2) hours before your scheduled shift.  If you expect to be late, please let us know at what time you expect to arrive.  If you are unable to call in yourself because of illness, emergency, or some other reason, be sure to have someone call for you.  If you know in advance that you will be absent, please fill out the reason in BambooHR (Vacation, Sick/Personal, Work from home). You will then receive an email response stating it has been denied or approved.  Absence from work for three (3) consecutive days without notifying the Company will be considered a voluntary resignation.  If you are absent because of an illness for three (3) or more consecutive days, your Human Resources may request that you submit written documentation from your doctor stating you are able to resume normal work duties before you will be allowed to return to work.

A consistent pattern of questionable absences can be considered excessive and may be cause for concern.  In addition, excessive lateness or leaving early will be considered an unacceptable “lateness pattern”.  Factors, including the degree and reason for the lateness, will be taken into consideration.  Absences and lateness, including the explanation, will be noted in your Personnel File.  Be aware that excessive absences, lateness or leaving early may lead to disciplinary action, up to and including a deduction of PTO days, or  possible dismissal.


	Absence Due to Inclement Weather

Absence due to inclement weather requires that each employee make a personal judgment pertaining to his or her safety in traveling to and from work.  Loss of work time for this reason is charged against the employee’s accrued Paid Time Off days.  Employees who have not completed their probationary period will incur absence without pay.  Employees who make the effort to report on time and who report within a reasonable period should not be required to use PTO leave for that absence.
Working from home due to inclement weather needs to be approved by your supervisor or as requested by management.

	Bereavement Leave

Full time employees are given up to three (3) days of paid leave in the event of the death of the employee’s spouse, child, stepchild, parent, stepparent, sibling, foster parent, parent-in-law, grandparent, or grandchild without charge to the employee’s leave time.


