
Absenteeism/Attendance Policy
Purpose
The purpose of this policy is to establish, for each employee, the requirement that they work all scheduled hours as deemed necessary by his or her position. [Company name] places a high value on attendance and punctuality, and expects all employees to arrive at work at the scheduled time of day on each work day. Regular attendance and consistent punctuality are critical to the goals, objectives, effectiveness, and standards of [company name] and its business operations.

Employees who are chronically absent or tardy adversely affect [company name] productivity and staff morale, thus diminishing the quality and level of normal business operations. This policy’s goal is to address and/or correct absenteeism and attendance issues before they become counterproductive and/or disruptive to [company name].

Guidelines
[Company name] considers an employee absent if he or she does not attend work as scheduled, regardless of cause. The primary objectives of this policy are to:
i. Reduce instances of unscheduled and/or disruptive absenteeism/attendance, as well as foster responsible leave usage by employees.

ii. Improve employee morale by reducing the negative effects of absenteeism on employees who perform the duties of their absent colleagues.

iii. Enhance service to clients, customers, and business partners by promoting excellence in employee attendance.

Policy
Departments of [company name] are advised to adapt and communicate the following policy statements (under the approval of the Human Resources department) to indicate the specific attendance needs of each business unit. 

1. Each employee is responsible for notifying his or her supervisor/manager of absence for each day that the absence occurs, regardless of cause. Each employee is also responsible for reporting when he or she is likely to return to work. Absences without excuse will not be tolerated and are subject to progressive corrective action. [Company name] reserves the right to terminate any employee who is absent for two (2) or more consecutive working days without notification.

· An employee who does not intend to report to work because of illness (or any other reason) must notify his or her immediate supervisor/manager – either by telephone or e-mail message – within 30 minutes of the employee’s regularly scheduled starting time. Failure to provide required notification of any absence whatsoever may result in disciplinary action. 
2. Employees who are absent for five (5) or more consecutive working days are required to submit a note from a licensed physician or medical practitioner stating the nature of the illness and/or medical condition that led to the absence. Employee absenteeism due to a work-related illness or injury could be required to submit to a physical examination before returning to work in order to minimize liability to [company name].

· Employees are entitled to 10 sick days per calendar year. These sick days may not be accumulated from year to year.


· Any employee who remains absent for more than five (5) consecutive business days, without excuse or authorization, shall be considered as having abandoned and resigned his or her position.


· Any employee who remains absent for more than five (5) consecutive business days after an authorized leave of absence shall be considered as having abandoned and resigned his or her position.


· Any employee who has been absent due to illness or injury for more than 15 days per calendar year shall have their attendance record reviewed; he or she may be required to submit a physician’s note or other medical evidence in order to obtain additional sick days for that year. 
3. Unacceptable attendance includes (but is not limited to) unexcused or persistent early departure during scheduled working hours, abuse of established sick leave benefits, or tardiness.
· Early departures during scheduled working hours are considered excessive if they exceed 10 per calendar year, regardless of cause.

· Employees are considered tardy if they arrive to work fifteen (15) minutes or more later than their scheduled start time.

4. Abuse of sick days will not be tolerated. Supervisors and managers have been instructed to remain vigilant of the following sick leave patterns, particularly if the patterns are chronic and persistent:


· Absence on weekends, Saturdays, or Sundays where the employee is scheduled to work.

· Absences during the day before and/or the day after scheduled vacation day(s) or statutory holiday(s). 


· Absences during the day immediately following a pay day.

· Absences where an employee calls in sick immediately after another sick day has accrued. 
· Situations where the absence(s) coincides with desirable days off. 
5. Unexcused and/or unauthorized absences will result in the employee forfeiting his or her pay for the duration of the absence, nor will employees be allowed to apply for paid illness benefits following the unexcused absences.
6. Exceptions to this policy include absence due to jury duty, military leave, and pre-approved attendance of professional development activities. For absence due to family or spousal death, please refer to [company name]’s Compassionate Leave Policy.
7. Absences approved under the provision of federal and provincial law, and absences approved for the purpose of complying with military requirements, will not be considered as an unscheduled, unapproved, or unexcused absence.
Disciplinary Action
Each department/business unit is required to maintain its own set of accurate attendance/absenteeism records.  Human Resources will periodically examine these records to ensure that attendance issues do not continue unabated. 
Disciplinary action for excessive absenteeism, poor attendance, or other violations of this policy shall be administered, in progression, according to the following procedures:
a. Documented verbal warning, to be signed by the offending employee.

b. Warning letter, to be dated and signed by the offending employee.

c. Suspension of employee’s duties and pay, up to five (5) days. 

d. Termination of the offending employee from [company name]’s employ.

Acknowledgement & Agreement

I, [employee name], acknowledge that I have read and understand the Absenteeism/Attendance Policy of [company name]. I agree to adhere to this policy and will ensure that employees working under my direction adhere to this Policy. I understand that if I violate the rules set forth in this Policy, I may face punitive or corrective action, up to and including termination of employment.

Name:  
____________________________________

Signature:
____________________________________

Date: 

____________________________________

Witness: 
____________________________________

