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        Revised: 

 

Title:   Attendance 

 

Purpose: To establish guidelines for employees who will be absent 

from work. 

 

Policy Statement: If known in advance, prior authorization shall be requested 

from the supervisor if absence from work is expected. 

 

An employee who is absent from work without prior 

authorization shall communicate the reason for his/her 

absence to his immediate supervisor within two hours of the 

commencement of the workday. 


