Attendance & Fair Scheduling Policy
[bookmark: _8btt5esoeuot]Purpose
This policy provides clear guidelines for attendance, communication, and scheduling practices. It is designed to help maintain reliable coverage, apply scheduling standards consistently, and ensure fair treatment across the team.

[bookmark: _sed5mu22wgjv]Attendance Expectations
Employees are expected to:
· Arrive on time and ready to work for all scheduled shifts
· Work the full duration of scheduled shifts unless otherwise approved
· Communicate promptly if they are unable to attend a scheduled shift
Reliable attendance is a core responsibility of all team members.

[bookmark: _dp12z3arr0u4]Planned Absences
If an employee needs time off that is known in advance:
· Requests must be submitted according to the company’s time-off procedures
· Advance notice should be provided as soon as possible
· Approval must be received before assuming time off is granted
Time-off requests are reviewed based on staffing needs, fairness, and business requirements.

[bookmark: _lpfwufwwsfag]Unplanned Absences
If an employee is unable to attend a scheduled shift due to illness or emergency:
· The employee must notify their supervisor as soon as possible and before the shift begins
· Communication should follow established call-in procedures
· Repeated unplanned absences may result in a performance discussion and further corrective action, up to and including termination.
Employees are encouraged to communicate early and honestly when unexpected situations arise.

[bookmark: _3osak6asyxsj]Tardiness
Employees are expected to arrive at or before their scheduled start time.
· If running late, employees must notify their supervisor as soon as possible
· Repeated tardiness may result in a performance review or corrective action
Consistent punctuality helps ensure team operations run smoothly.

[bookmark: _q2jwm4n4sxlu]No-Show
Failure to report to a scheduled shift without notifying a supervisor is considered a no-show.
· A no-show may result in disciplinary action
· Repeated incidents may lead to further corrective measures, up to and including termination.
Clear communication is always expected when attendance issues arise.

[bookmark: _703dsqlfna2r]Fair Scheduling Guidelines
Work schedules will be created based on:
· Business needs and operational requirements
· Skills and role requirements
· Fair distribution of shifts wherever possible
The company is committed to applying scheduling practices consistently and respectfully.

[bookmark: _lfqt6wa1l8oh]Schedule Posting
· Schedules will be posted in advance 
· Employees are responsible for reviewing their assigned shifts
· Any scheduling concerns should be communicated promptly

[bookmark: _j6egzw2i1nhs]Schedule Changes
Occasionally, schedule adjustments may be required.
· Employees will be notified of changes as early as possible
· Shift swaps or coverage must follow company procedures
· In particular, employees may only exchange shifts with coworkers who are qualified and authorized to perform the role, including any required certifications, training, or role permissions.
· Approved changes must be confirmed by management

[bookmark: _xdyvcud2icle]Equal Opportunity & Fair Treatment
Scheduling decisions are made without regard to personal characteristics protected by applicable law. The company is committed to equitable treatment in attendance management and shift assignments.
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