ATTENDANCE POLICY
[bookmark: _Hlk140479514]The Company requires regular and punctual attendance from all employees. Employees who are going to be absent for a full or partial workday or late for work must notify their supervisor as far in advance as possible but at least [NUMBER (#)] hours before the start of the workday. Employees who must miss work because of emergencies or other unexpected circumstances must notify their supervisor as soon as possible. Absenteeism and tardiness place a burden on other employees and on the Company, and may reflect negatively on employee performance evaluations. 
Absences and late arrivals will be considered excused if the employee requested the time off in accordance with the Company’s policies, received the required approval for the absence, and has sufficient accrued, but unused, time to cover the absence. Absences also will be considered excused if the employee requested the time off in accordance with the Company’s policy permitting a leave of absence, received the required approval for the leave, in compliance with the leave policy.
An employee will be considered to have taken an unexcused absence if the employee is absent from work during scheduled work hours without permission, including full- or partial-day absences, late arrivals, and early departures. 
An employee who is absent for [NUMBER (#)] or more consecutive days due to illness must provide a note from their physician/health care provider to verify the employee's need for sick leave and fitness to return to work.
The Company reserves the right to discipline employees for unexcused absences, regular requests to arrive late or leave early, or spotty attendance. Discipline may include counseling, verbal or written warnings, suspensions, or termination of employment, in the Company’s sole discretion. An employee who is absent from work for [NUMBER (#)] days without notifying the Company will be deemed to have voluntarily abandoned his or her job and the employee's employment will be terminated.


