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The purpose of this policy is to establish expectations for Department staff (DYS and individually contracted (03) employees) regarding tardiness and failure to report to work.

The goal of this policy is proper work coverage at all Department locations.
Policy
All Department employees shall assume their assigned duties at the start of their assigned shift.

Repeated incidents of tardiness and/or failure to report to work shall result in negative job performance evaluation.

Employees shall notify their work location as soon as possible if they anticipate being late for their assigned shift.

Direct care staff shall notify their work location at least one (1) hour prior to the start of their assigned shift.

Tardiness and/or failure to report to work may result in a loss of pay or the mandatory use of leave credit.

Tardiness and failure to report to work are viewed as extremely serious violations of job performance and employees may be subject to disciplinary action up to and including termination from the Department.

Employees shall be considered on unauthorized leave without pay for the day if they fail to report for their assigned shift and/or fail to notify the work location of their absence.

Procedures
A.     Notification
         1.
All employees who anticipate that they will arrive after the start of their assigned shift shall notify their work location as soon as possible. 

         2. 
Direct care staff shall notify their work location at least one (1) hour prior to the start of their assigned shift.

         3.
Employees shall speak directly with their supervisor or the supervisor in charge and advise them of the following:

                 a.     their expected time of arrival

                 b.     the reason they will be late

B.     Incidents of Tardiness
         1. 
Employees exhibiting a pattern of repeated tardiness shall receive a verbal warning.

         2. 
Employees may receive a formal written warning if they are tardy more than one (1) hour.

         3. 
Subsequent incidents of tardiness after verbal or written warnings may result in further disciplinary action up to and including suspension or discharge from the Department.

         4. 
Depending on severity and circumstances, tardiness may result in a loss of pay.

         5. 
Incidents of tardiness shall be considered when rating the employee during his/her job performance evaluation.

C.     Failure to Report to Work
         1.
Employees shall be considered on unauthorized leave without pay for the day if they fail to report for their assigned shift and/or fail to notify the work location of their absence.

         2. 
All employees who fail to report to work may receive disciplinary action up to and including a five (5) day suspension.

         3.
All subsequent incidents of failure to report to work may result in further disciplinary action and may lead to an employee’s discharge from the Department.

OUTCOME MEASURES/PERFORMANCE INDICATORS
( 
All employees inform their supervisors if they anticipate arriving late for their assigned shift.

( 
Employees who are tardy or fail to report to work are not compensated for their absence.

( 
Supervisors use both verbal and written warnings to discipline employees who are tardy to their assigned shift.

( 
Incidents of tardiness or failure to report to work subsequent to initial discipline result in further discipline up to and including suspension or discharge from the Department.

(
Incidents of tardiness and/or failure to report to work are reflected in employees’ performance reviews. 
