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Subject:
Calling in Late


Policy:

This policy is to ensure that supervisor or designee is notified in advance that


employee will be late for work

Procedure:  

Employee must notify supervisor or designee in advance if known ahead of time that he will be    late (i.e. ill child, scheduled appointment, etc).

If an emergency arises you must contact your supervisor or designee within two hours following the time of your expected arrival.

With prior discussion and the approval of your supervisor, you may make up late time on that day or week of the occurrence, other wise you should document the absence on your time sheets.

Consistent, excessive lateness will be reviewed with you by your supervisor.
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