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Purpose

To define the respective responsibilities of the employer and employees in regards to attendance and absenteeism.

Policy

The organization shall endeavour to maintain attendance of employees at a maximum and absences at a minimum.  However, the employer recognizes that many absences are unavoidable and legitimate and therefore allows certain absences with or without pay.  (Refer to policies on sick leave and leave of absence.) The employer reserves the right to authorize or refuse to authorize the advance request of an employee to be absent; to investigate absences; and to determine whether or not an absence is necessary or justifiable.

Procedures

1.0

Program Director’s Responsibility
The Program Director or his/her designate is responsible for maintaining an accurate and up-to-date record of time worked by each employee.  When, in the opinion of the Program Director, an employee’s lack of punctuality or attendance is reducing productivity, the Program Director is responsible for taking corrective action.  

2.0

Employee Responsibility
Every employee has obligations and responsibilities concerning absences.

2.1       Each employee is responsible for reporting for work as scheduled, unless time off or leave has been granted by the Program Director.
2.2       In the event of illness:

· Day Care employees must call the Team Leader (whoever is on the 9:30 a.m. shift) as much in advance as possible, at a minimum no later than 6:30 a.m.  

· Respite Program employees must call the cottage and the on-call staff as much in advance as possible, at least two hours prior to the start of their shift.   They must also attempt to fill their shift and relay this information to the cottage.  
· Adult Day Program employees must call the Director at home prior to 8:00 a.m.  If unavailable call the program cell phone. 
If staff have to leave a voicemail message it is the staff’s responsibility to continue to follow-up with phone calls to ensure the message has been received.  

Under no circumstances should email messages be left.


Failure to report as above will be considered an unauthorized absence.  Payment will not be made for time lost due to unauthorized absence.  In addition, disciplinary action may be taken.  Three consecutive days of unauthorized absence will be considered voluntary termination of employment.

2.3 Request for absence from work (paid or unpaid) other than illness must be made to the Program Director as far in advance as possible.

2.4 Appointments for medical, dental, legal or other personal needs (except in an emergency) should not be made for a time when the employee is expected to be on duty.

3.0

Procedure:  Recording Absence
3.1

 Absences will be recorded daily. 

3.2

A record of all unused sick leave will be kept by the employer.  If an employee is going to be away for a lengthy illness, the Program Director should check to ensure that the employee has accrued sufficient sick-leave days.  If the employee has used up all of his or her sick-leave days, any additional time off work for illness will be without pay.  (Refer to policy on sick leave). 
