
© 2000 businessolver.com

Thank you for visiting our site.

We strive to provide solutions for your business needs
and appreciate the opportunity of assisting your

organization.

Note to Consumer:

This Document is furnished with the express understanding that
businessolver.com is not engaged in rendering legal, accounting or other
professional services or advice.  While this Document is designed to
provide accurate information in regard to the subject matter covered, the
accuracy or fitness for a particular situation is not guaranteed.  Laws and
regulations vary among jurisdictions, and may change or be subject to
differing interpretations.  As with any legal matter, common sense should
be used in determining whether you need the assistance of an attorney
or other competent professional for your particular situation.  By using
this Document, you are acting as your own attorney.  It would be
advisable and prudent to examine the laws of your state before using this
Document.  Even if you are completely satisfied with this Document, we
encourage you to have your attorney review it to determine whether there
is something unique about your particular situation, which may suggest
that some modification or different approach be undertaken.  Your
nonexclusive, nontransferable license to use this Document includes the
right for your legal counsel to use and modify this Document solely for
your own use.  Please keep in mind that under the Terms & Conditions
found at the businessolver.com website, which are applicable to this
Document, businessolver.com does not and shall not have liability or
responsibility to any person, including yourself, for any loss or damage
caused or alleged to be caused by the use of this Document in a
particular transaction.
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AABBSSEENNTTEEEEIISSMM  AANNDD  TTAARRDDIINNEESSSS

It is essential for the success of the Company, that we provide quality services to our
customers and meet or exceed our production schedules.  Regular and prompt
attendance at work is required of all employees to accomplish these goals.

Employees are expected to report for work on time, on a regular basis.  Absences and/or
tardiness are disruptive, expensive, and can place an unfair burden on the company, other
employees, and supervisors.

Good attendance is expected of all employees.

EXCUSED ABSENCE:  An excused absence from your scheduled work time is caused by
conditions over which the employee has no control.

UNEXCUSED ABSENCE:  An unexcused absence is an absence from your scheduled
work time caused by conditions over which the employee has control.

Each incident of absenteeism will be evaluated on its own merits.  The supervisor will
determine whether an absence is excused or unexcused and will inform the employee of
the decision.

ADVANCE NOTICE: If an employee knows he/she will be unable to work all or part
of their scheduled shift, the employee’s immediate supervisor must be notified at
least thirty (30) minutes in advance of the scheduled shift, stating the reason for the
absence.

Giving advance notice does not guarantee the absence will be excused.

NOTIFICATION:  An absent employee must notify the employee’s immediate
supervisor each day of the absence status; i.e., his/her availability to return to work,
thirty (30) minutes prior to starting time, or earlier if possible.

The employee MUST PERSONALLY call the employee’s immediate supervisor, unless
they are physically unable to call due to an emergency in which case another person may
notify the employee’s immediate supervisor as soon as possible.

LACK OF NOTIFICATION:  An employee who is absent three consecutive work days
without providing any notification, will be considered to have voluntarily quit, and
will be removed from the payroll.
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AABBSSEENNTTEEEEIISSMM  AANNDD  TTAARRDDIINNEESSSS  ((CCOONNTTIINNUUEEDD))

DISCIPLINE:

Excused Absence:  Absence will be reviewed to determine appropriate personnel action.

Unexcused Absence:  First six month period and any six month period thereafter:

First Time: Warning
Second Time: Dismissal

NEW HIRE status employees will be dismissed on the occurrence of the first
unexcused absence.

TARDINESS:  Tardiness is defined as employees reporting to work after their
scheduled time.  This includes the lunch and/or break periods, regardless of how
much time has passed.

An employee will be assigned "one" tardy for each event of tardiness, regardless of the
reason for lateness.

The number of accumulated tardiness within any six-month period will determine the
disciplinary action to be taken:

Times Tardy Within Any Six-Month Period:

First Tardy: Written Warning
Second Tardy: One Day Suspension
Third Tardy: Termination

Tardiness, coupled with unexcused absence may result in discipline, up to and including
termination.

NEW HIRE status employees are allowed only one (1) tardy during the new hire
period, (         , unless period is extended).  Additional tardiness will result in
immediate termination.


