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TARDINESS AND UNAUTHORIZED ABSENCES
I.
PURPOSE:

To provide for charging of leave and/or disciplinary action for tardiness and unauthorized absences.

II.
SCOPE:

Department wide.

III.
POLICY:

Employees are expected to observe designated hours of work and to follow established policies and procedures for absences from duty.  It is the responsibility of the supervisor to consistently assure punctuality and attendance of employees or take appropriate disciplinary action.

Employees are to contact their immediate supervisor as far in advance as possible, but within one-half hour (30 minutes) of the beginning of their scheduled workday if they are unable to be at work. The employee should speak directly to his/her supervisor or his/her designee so that leave coding, workload, and an expected return date can be discussed. 
A.
Tardiness:

1.
When an employee reports late for duty, one of the following actions is appropriate depending upon the circumstances:

a.
charge the late arrival to annual leave or compensatory time;

b.
permit the employee to adjust the work schedule and work a comparable length of time within the same day (if tardiness is due to inclement weather, please refer to policy 8.13 (Inclement Weather Policy)); or 

c.
record the late arrival as an unauthorized absence (coded as “AWOL” on the electronic timesheet).  The employee's pay will be reduced accordingly.  

2.
The approval of annual leave, compensatory time, or the adjustment of the work schedule does not mean tardiness is acceptable.  An employee who is habitually tardy shall be subject to progressive discipline regardless of whether leave is charged or work schedule has been adjusted.

B.
Unauthorized Absence:
Absence from duty without notification or authorization may be cause for disciplinary action as well as being considered leave without pay (unless the absence was due to circumstances acceptable to the supervisor).  Such absences should be coded as “AWOL” on the electronic timesheet.  An employee who demonstrates a pattern of unauthorized absences may jeopardize approval of other types of leave.  Supervisors should consult with the Office of Human Resources for management options.  Unauthorized absences include but are not limited to:
1. failure to report to work;

2. leaving work during work hours without supervisory knowledge or approval;

3. arriving late for work; and

4. departing early from work.
IV.
SUPERVISORY RESPONSIBILITY:

Supervisors and managers have an important role in managing employee attendance. To properly manage attendance, supervisors should: 
1. Ensure that employees under their supervision understand what hours they are expected to be at work, including length of meal and rest periods;
2. Ensure that employees under their supervision are on duty and working during their established work hours;
3. Ensure that sufficient staff are scheduled to maintain necessary coverage before granting leave; 
4. Counsel employees who have attendance problems and try to find remedies to gain compliance with policies and procedures; and
5. Discuss with employees the importance of regular attendance and the effect the attendance record will have on performance evaluations, transfers and promotions.
When an employee’s pattern of tardiness rises to the level where AWOL will be used, the employee should be notified in writing.
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