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Employee Attendance Policy

	Attendance is the act or fact of attending (being present at) work. Also, attendance is used to define the number of persons present on a particular day at work. An attendance policy provides the guidelines and expectations for employee attendance at work as defined, written, disseminated, and implemented by an organization.
	Attendance policies exist most frequently for hourly or nonexempt employees for whom an organization must generally track hours. Time at work record keeping is required by the Fair Labour Standards Act (FLSA) that governs the payment of overtime.

Attendance: 

	Excellent attendance is an expectation of all employees of WWGC.  Daily attendance is especially important for hourly employees.  Emergency personal time is made available to employees for such unscheduled events as personal illness, immediate family member illness, and doctor appointments.

	Employees who are using emergency personal time must call and talk with their supervisor as soon as possible, but no later than two hours prior to the start of their shift. If the supervisor is unavailable, employees may leave a message for the supervisor with a phone number where they can be reached. The supervisor will then return their call. Failure to call in on consecutive days is considered to be a voluntary resignation from employment at WWGC

	The number of minutes and / or hours an employee misses or is tardy for work, from lunch, or from breaks, will be subtracted from personal time accrued. A tardy occurs when an employee is not at his or her work station, working, on time as scheduled.

	Whenever possible, and as long as the time missed does not affect fellow employees or customers adversely, hourly employees may schedule time off in advance for such needs as to attend a doctor’s appointment, classes, household repair appointments, parent-teacher meetings, and religious events and services.

	Disciplinary action, up to and including employment termination, will commence, for the overuse of emergency personal time.  The disciplinary action will consist of a written warning for the time missed, then a three-day suspension without pay for the next time missed, followed by employment termination when an employee has missed more than 3 times.  



Consequences of Overuse of Emergency Personal Time:
	The accumulation of twelve tardies in a “rolling” year (any consecutive twelve months) is grounds for employment termination. Disciplinary action, that may lead up to and include employment termination, may start when the sixth tardy in a three month time period is recorded.
Bonus: 

	Life events can interfere with work attendance. However, we need employees to use as few emergency personal hours as are necessary and to avoid tardies so that we can operate the business in an orderly and efficient manner. Thus, we have established an attendance bonus system at WWGC to encourage employees to be at work and on time.

	Each employee who uses no emergency personal time and has no tardies in a calendar week will have his or her name entered into the monthly attendance drawing. The drawing is held at the monthly all-company staff meeting. For each week the employee had perfect attendance, he/she has an entry in the drawing. Three employees a month, whose names are drawn, will receive a Twenty-five dollar gift card.  

	Each employee who uses no emergency personal time and has no tardies in a calendar quarter (Each session) will receive a pay increase from WWGC, in appreciation of his or her attendance and commitment.

· Increases will be based on hours worked.  

Process for the Attendance Policy:
	I have read and been informed about the content, requirements, and expectations of the attendance policy for hourly employees at WWGC.  I have received a copy of the policy and agree to abide by the policy guidelines as a condition of my employment and my continuing employment at WWGC.   I understand that if I have questions, at any time, regarding the attendance policy, I will consult with my immediate supervisor, my Human Resources staff members, the General Manager or the President of West Wind Gymnastics Club.  
	Please read the policy carefully to ensure that you understand the policy before signing this document.
Employee Signature: _______________________________________

Employee Printed Name: ____________________________________

Date: _________________________
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