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I.
PURPOSE

To provide a fair, consistent, and effective method of controlling employee attendance to help maintain efficient operations.

II.
SCOPE

This policy applies to all employees of the HFD.

III.
POLICY

It is the policy of HFD to require good attendance and punctuality on the part of its employees in order to ensure the success and efficiency of District operations.

IV.
GUIDELINES

A.
Employees shall report to work as scheduled and be at their work station, properly attired, prepared to begin work at the prescribed starting time, as well as after scheduled breaks.

B.
In the event that an employee is unable to report to work or is going to be late, the employee is to personally notify the on duty officer as soon as possible, and no later than 30 minutes prior to the start of the scheduled work shift.  If prior notification is not possible, (i.e., due to an emergency or sudden illness), the employee must notify the supervisor as soon as is practical.

C.
Notification of absence or lateness shall include reasonable explanation of the circumstances as well as an indication of the expected date and time the employee plans to return to work.

D.
Absences of more than one day shall be reported daily, unless other prior arrangements have been made with the supervisor.

E.
In the event that an employee is more than 30 minutes late reporting to work, the supervisor may use discretion in determining whether or not the employee may work the remainder of the day.  If the employee is not permitted to work for the remainder of the day, the employee’s vacation accrual shall be debited, and the absence shall be documented as unexcused.

F.
An employee who is absent from work for two consecutive workdays without notification shall be considered to have voluntarily resigned from employment with the District.  In the event that mitigating circumstances resulted in an employee’s inability to provide contact with the District, the Fire Chief may determine otherwise appropriate action.
G.
Excessive absenteeism or tardiness places an extra burden on fellow employees, as well as the District as a whole.  Therefore, an employee who demonstrates a problem with absenteeism or tardiness shall be subject to disciplinary action, up to and including dismissal.
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