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Policy: 

1) The following policies and procedures are established, regarding punctuality and subsequent corrective action. 

Procedures:

1) An employee late to work, or in violation of the Call-In Policy, will be issued a documented time violation. It should be emphasized that calling the Supervisor prior to being late is preferred but does not dismiss the tardiness.   

2) An employee late to work, or in violation of the Call-In Policy for a second time in a 90 day period, will be subject to the changing of days off and/or shift. 

3) An employee late to work, or in violation of the Call-In Policy for a third time in a 90 day period, will be subject to a written reprimand. 

4) An employee late to work, or in violation of the Call-In Policy for a fourth time in a 90 day period, will be subject to termination. 
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