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Policy

The cost of absenteeism and lateness is difficult to estimate, no one can calculate the
cost of the burden this puts on others who have to do the absent person's work, Most people
will be late or sick at one time or another. But when short-term absences become more

frequent, they might signal personal, medical, or job-related problems.

It is your responsibility to notify your supervisor at least 24 hours prior to your shift of
any anticipated tardiness or absence. All tardiness or absences should be reported to the
Emergency line at 800.236.2276 »2207. You should provide the general reason for yous
absence, and understand that excessive absences and lateness will lead to disciplinary action,

Below is a breakdown of how infractions will be measured. Any émpioyee who

accumulates more than three points in a 90-day period can result in
embloyment.

Tardy — Anybody not signed/ clocked-in by their start time. -

Call Off - N-eedi.ng to be taken off a shift after schedules are sent
out. It is your responsibility to request any desired time off in
advance.

LM Call-Qut — Failing to provide Acrobat with 24-hour notice
before missing a shift.

Mo Call No Show ~ Failing to provide Acrobat with any notice
hefore missing a shift,
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