
ATTENDANCE POLICY – SAMPLE 

All employees are expected to arrive on time, ready to work, every day they are scheduled to 
work. You are hired to perform an important function at      . As with 
any group effort, it takes cooperation and commitment from everyone to operate effectively. 

Therefore, your attendance and punctuality are very important. Absences cause a slowdown in 
the work and added burdens for your fellow employees. Good attendance is something that is 
expected from all employees. You should be at your work station by the start of each workday 
at the time designated by the department. Excessive absenteeism or tardiness will not be 
tolerated and will be cause for disciplinary action up to and including discharge. 

Regardless of the reason for your absence, you are expected to properly notify your supervisor 
on duty at least one hour in advance of your scheduled work time. Leaving a message does not 
qualify as notifying your supervisor. You must personally contact your supervisor. Lack of a 
telephone or absence from town is not an excuse for failing to notify your supervisor of absence or 
tardiness. You should call every day that you are absent unless you are on an approved leave of 
absence. Unreported and unexcused absences of two consecutive work days will be considered a 
voluntary resignation of employment with the company. 
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