
Absenteeism and Tardiness 
All employees are normally expected to work the full amount of their scheduled assigned 
daily work shift.  If for any reason you will be late or absent from work, it is your respon-
sibility to notify your immediate supervisor before the workday begins.  Should the absence 
be for more than one day, the employee is expected to continue to apprise his/her supervisor of 
the situation.  
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