ATTENDANCE POLICY – PLEASE READ CAREFULLY!
Regular and predictable attendance is critical to our mission.  The work schedule is constructed around company-provided vacation time, sick time, and paid time off, taking into account the maximum working hours and capabilities of the small clinic staff.  It is extremely important that you be punctual in your arrival for work at the beginning of the workday or shift to which you are assigned.
If you know that you will be absent, notify your Manager as soon as possible but at least 1 hour prior to your work shift each day of your absence (unless you are on an approved leave of absence).  Notify your manager as soon as you know you will be tardy. In the event of a sickness or accident while performing your duties, notify your Manager immediately.
You will be considered tardy if you clock in after your scheduled shift.  You may clock in up to 15 minutes early.  Excessive unexcused absenteeism or tardiness is grounds for disciplinary action, up to and including termination.  We use a points system to set basic standards for excessive absenteeism and tardiness.
You must clock in and out only when you are physically on site.  If you leave the premises for lunch or a personal errand, you must clock out.  Employees misrepresenting their hours worked will be considered for immediate termination.
Calling Out
EMPLOYEES MUST ACTUALLY SPEAK to a member of management.  Text messaging is not acceptable as a form of notification.  You may follow up with a confirmation text, but you must call and speak with someone.  No exceptions.  Failure to speak with a supervisor/manager at least 1 hour prior to your scheduled shift will be considered a no-call/no-show and is grounds for immediate termination.
Requesting Time Off
TLC uses ADP to track PTO, attendance, timecard corrections and requests for time off.  All time off requests must be made through ADP.  This includes arriving late, leaving early or taking a full day off.  Verbal, written, or text requests will not be accepted for any reason.  Submitting a request does not mean it is automatically approved.  Requests are approved on a first come first served basis.
Days off should be requested as far in advance as possible in order to cover shifts.  This is especially important for veterinarians.  If we cannot cover a shift, it may result in TLC cutting hours for other employees.  Please be considerate of your fellow coworkers.
Excused Tardies/Absences
A doctor’s note or equivalent is generally required for a tardy or absence to be excused (except for single-day absences or as otherwise determined at the discretion of a manager or the Executive Director).  Absences associated with paid time off (PTO), vacation, or sick time are considered excused.  Other situations are evaluated at the discretion of management, taking into account the reason for the absence, the nature of the employee’s job, and whether proper notice was given.
Unexcused Tardies/Absences
All other tardies/absences are considered unexcused.
Attendance Points System
	Violation
	Points
	
	Warning Type
	Points

	Excused Tardy
	0
	
	Verbal Warning
	3 Points

	Excused Absence
	0
	
	Written Warning
	6 Points

	Unexcused Minor Tardy (Less than 15 minutes)
	.5
	
	Potential Termination
	9 Points

	Unexcused Major Tardy (15 Minutes or more)
	1
	
	
	

	Unexcused Absence
	2
	
	
	



Returning to Work
If you are absent for three (3) or more consecutive workdays due to personal illness, a statement from your healthcare provider may be required before you are permitted to return to work.
At Work Injuries Covered by Worker’s Comp
If an employee is injured at work, TLC requires a doctor’s note explaining exactly what duties the employee can and cannot do.  Reasonable accommodations will be made if possible.
Other Injuries
TLC will not allow an employee to return to work unless he/she is released for full duty with no restrictions.  A doctor’s note is required.
FMLA
If an employee is unable to work for more than 2 weeks for any reason, the employee must apply for FMLA.  Please refer to the Texas Litter Control Employee Handbook for the full policy concerning FMLA and how to request it.
I have fully read and understand the attendance policies as described.  I understand that if I do not call and speak with a member of management when calling out, is considered grounds for immediate termination of my employment.
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