**ASHHRA Sample Policy-For Reference Purposes Only**
ATTENDANCE & PUNCTUALITY

Attendance and punctuality have an effect on an employee’s performance. Absenteeism and tardiness place a burden on co-workers and may affect the quality of medical care to our patients. Excessive attendance is defined as (any combination of) three (3) unscheduled absences or tardies in a sixty (60) day period OR six (6) (any combination of) unscheduled absences or tardies in a year. A year is defined as a rolling 12-month period.
xxxx does not allow time off without pay, except as required by law. Any absences after allocated PTO time has been exhausted will result in disciplinary action. 
xxxx is required by law to keep an accurate record of time worked in order to pay wages and benefits correctly. It is the responsibility of each employee (exempt & non-exempt) to ensure his/her time card is accurate at the end of each payroll cycle. All exceptions must be resolved prior to approving timecard. All time cards must be approved in Kronos by each employee (exempt & non-exempt) by the last day of the pay cycle. Failure to ensure time card accuracy could result in disciplinary action and inaccurately being paid.
Non-exempt employees are required to clock in to begin your shift, clock out for lunch, clock in at the end of your lunch break and clock out at the end of your shift. It is important for hourly employees to punch in and out properly. Any employee missing six (6) punches in a sixty (60) day period will be subject to disciplinary action.
Employees are not permitted to clock in more than seven (7) minutes before their shift begins, or to clock out more than seven (7) minutes after their shift ends.  You are expected to be at your workstation, ready to work at your scheduled starting time. For example, if your shift starts at 8:00 am, clock in at 7:53 am, be at your workstation at 7:55 am to 7:59 am. 
Employees are not to clock in or out for any other employee, doing so is considered falsification of payroll records. Any employee determined to have clocked in/out for another employee will be disciplined up to and including termination. Employees are to clock in at the facility to which they are assigned.
Please ensure that your actual hours worked and leave time taken are recorded accurately. Falsification of time records is grounds for disciplinary action, up to and including termination of employment.

