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Reason for Procedure

At The Hotel at Kirkwood Center, our guests depend on us — and that means we depend on each other
to be here on time and ready to work. This guide explains what counts as an attendance issue, what
happens if they occur, and how to avoid them.

The Procedure

Attendance Incidents and Corrective Action:

The following occurrences will be considered attendance incidents:

e (Call-offs (failure to report to work for a scheduled shift).

e Tardiness (over 7 minutes). An employee who is tardy two times within one rolling month (30
days) will receive one attendance incident.

e Unauthorized start time (starting more than 7 minutes before scheduled time). An employee
who clocks in more than 7 minutes before their scheduled time two times within one rolling
month (30 days) will receive one attendance incident.

e Leaving early without supervisor authorization (can be grounds for termination).

e No call/no shows (due to the serious nature of no call/no shows, this Procedure addresses such
incidents separately).

e Unauthorized overtime.

Corrective Action: Each attendance incident will be dealt with on an individual basis by the employee’s
supervisor considering all of the circumstances involved. If documentation, such as doctor’s notes, notes
from faculty/teachers or bills from events such as a flat tire is provided, occurrences can be excused. In
some circumstances, immediate suspension or termination may be appropriate. In other circumstances,
the procedures listed below may be followed:
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e An employee who has two attendance incidents within a rolling calendar year will receive a
Verbal Warning.

e An employee who has an additional attendance incident within a rolling calendar year will
receive a Written Warning.

e An employee who has an additional attendance incident within a rolling calendar year will
receive a final Written Warning and a 3-day suspension without pay.

e An employee who has five attendance incidents within a six-month period will be subject to
termination.

Corrective Action for No Call/No Shows: A no call/no show is the failure to report for a scheduled shift
without notifying The Hotel. As with other attendance incidents, each no call/no show will be dealt with
on an individual basis by the employee’s supervisor considering all of the circumstances involved. In
some circumstances, immediate suspension or termination may be appropriate. Due to the serious
nature of a no call/no show, the procedures listed below may be followed:

e An employee who has one no call/no show will receive a Written Warning.

e An employee who has one no call/no show within six months of the Written Warning will receive
a 3-day suspension without pay.

e An employee who has one no call/no show within six months of the 3-day suspension will be
terminated.

e An employee with no call/no shows for three consecutive shifts will be considered to have
voluntarily resigned employment.

The Hotel reserves the right to discipline or terminate employees who are repeat offenders under the
attendance policy.

Absences:

An employee absent for three consecutive days for a personal medical condition, must present a release
to work from his or her physician before returning to work. The employee should also contact Human
Resources at this time to determine if they are eligible for leave under the Family and Medical Leave Act
(FMLA).

Call-in Procedure:

An employee will call or text the number provided to them by their immediate supervisor no later than 2
hours prior to their scheduled start time to report they will be absent for their shift. Verbal or text
confirmations from immediate supervisors is required. This absence may not be excused.

An employee who does not call in regarding an absence, or report to work, for three consecutive
scheduled shifts will be considered to have voluntarily resigned employment with The Hotel at Kirkwood
Center.
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Overtime:
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Employees are not permitted to work beyond 40 hours in one week without supervisory approval.

Employees are not permitted to punch in early without supervisory approval.
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