
Section 4 - Attendance and Occurrence Policies 

Attendance & Time Away from Work 
STAT Informatic Solutions expects each employee to have a strong work ethic that includes 
good attendance.  The expectation is that all employees must be on time for work daily. “On 
time” is defined as being at their designated work station and ready to work at the start time of 
their shift, after breaks and after meals.  It is expected that the team member work through to 
the end time of their scheduled shift each day.  
 

STAT realizes there may be times when emergency situations or serious problems develop that 
may cause a disruption to an employee’s attendance. Attendance occurrences that an 
employee receives, as outlined in the attendance policy, will be addressed through the 
Corrective Action Program (CAP). An employee’s attendance history is a major factor in the 
review, raise and advancement processes at STAT. 

Absence Reporting 
If you are unable to report to work or will be late, you must notify your supervisor 2 hours prior 
to the beginning of your shift. Employees are expected to make every attempt to speak with 
their direct supervisor personally. If your supervisor cannot be reached, you will follow the call 
out procedures as set for the site location where you are working. Texting and emailing are not 
acceptable; and therefore, are not considered valid or timely notice to your supervisor.  The 
employee must be the one calling in to report the absence unless health circumstances prevent 
them from doing so; in which case, the employee’s immediate family or caretaker can contact 
the supervisor directly.  Team members are required to notify their supervisor, in a timely 
manner, of their status on each day in which an absence occurs, unless otherwise notified in 
writing.  
 

When calling to report an absence or tardy, the following information must be provided: 
 

(a) The employee's name, position, and scheduled starting time 
(b) The date of the absence or tardy 
(c) The expected date and time of return to work 
(d) The identity of the caller, if other than the employee 
(e) The phone number at which the employee can be reached;  
(f) The general reason for the absence or tardy (car trouble, sick, etc.).  When 

calling in an absence or tardy for medical reasons, employees generally should 
not divulge any personal medical information. A simple statement that they are 
"sick" is sufficient.  Supervisors will not request additional information regarding 
the employee's medical condition unless authorized by Human Resources, and 
only to the extent permitted by law.  If your reason for absence is related to a 
currently approved Leave, you must let you manager know that the absence 
should be recorded as Leave. (Employees should refer to the Leave policy for 
further information).   



 

No-Call, No-Show 
If an employee fails to properly notify STAT of his/her absence within one hour after the start of 
his/her shift, it is considered a No Call, No Show (NC/NS).  If the employee is a NC/NS for two 
consecutive workdays, he/she will be deemed to have voluntarily resigned and the resignation 
will be noted as Job Abandonment.  If an extenuating circumstance exists that prevented the 
proper notification of his/her absence, he/she should contact Human Resources for further 
options. STAT reserves the right to accept the circumstances as reasonable cause, and waive 
the voluntary resignation. 
  

Return to Work Requirements 
Any employee who is absent 3 or more consecutive work days, or has gone to a medical facility 
for treatment, must provide documentation from a health care provider.  This documentation 
should confirm that the employee has been under their care and are able to return to work 
(with or without restrictions). Employees must provide a Return to Work form (also called a 
Fitness for Duty form) within 48 hours from the incident or prior to returning to work. It is the 
employee’s responsibility to keep in touch with STAT regarding their status.  

Text Message Policy 
Text messaging is not acceptable and will not be considered an effective way of communication 
between employees and management with regards to attendance.  All changes to your 
schedule must be handled by calling your supervisor.  If your supervisor is unavailable, you 
should leave a voicemail message, then follow the call out procedures set for your site/team. 
Text messages are ok to be used as a follow up to your phone call or voicemail message only. 
 

Employees are not allowed to send text messages for the following reasons: 
 

➢ Being absent for your assigned shift 

➢ Leaving your shift early 

➢ Being tardy or arriving late for your shift  

➢ Any other schedule changes 

Attendance Occurrences and the Point System 
 

Attendance occurrences (points) accrue in the instances of absences, tardiness, long breaks and 
leaving work early.  These occurrences are tracked through the Point System.  No points are 
assessed for: pre-approved PTO, jury duty, military leave, approved FMLA, approved personal 
or medical leave of absence, workers comp injury reduction of hours, approved bereavement or 
missing hours due to appointments approved at least 3 days in advance.  Occurrence points for 
attendance related issues will be assessed to all employees according to the policy.  Points 
allocated to employees will be tracked and are part of the Corrective Action Program (CAP).  
The appropriate CAP response will be taken at each of the designated levels.   The attendance 
occurrences with related point values, and the CAP levels are as follows: 



OCCURRENCE POINTS LISTING 
POINTS OCCURRENCE   

0.25 Tardy - 4 to 29 minutes   

0.50 Tardy - More than 29 minutes, but less than half of the shift 

1.00 Tardy - More than half of the shift   

1.00 Absent - Full day (Call Out)   

1.50 Absent - Full day (Call Out) without PTO to cover 

0.25 Call out - Late notice penalty: call out less than 2 hours before the shift * 

0.50 Call out - Late notice penalty: call out during the first hour of the shift * 

3.50 No Call, No Show   

0.00 Break Tardy - 1 minute late   

0.25 Break Tardy - 2 to 4 minutes late   

0.50 Break Tardy - 5 to 7 minutes late**   

0.50 Leaving Early - Missing less than half of the shift 

1.00 Leaving Early - Missing more than half of the shift 

* Late call outs result in one of these additional point values. 

** If a return from break is more than 7 minutes late, an unpaid lunch break will occur. 
   

FULL TIME CORRECTIVE ACTION STEPS 
  TOTAL OCCURRENCE POINTS CORRECTIVE ACTION 

 Total of 0 to 2 Occurrence Points No Action 

 Total of 3 Occurrence Points Verbal Warning 

 Total of 5 Occurrence Points Written Warning 

 Total of 7 Occurrence points Final Warning 

 Total of 8 Occurrence Points Termination 
   

PART TIME CORRECTIVE ACTION STEPS 
  TOTAL OCCURRENCE POINTS CORRECTIVE ACTION 

 Total of 0-2 Occurrence Points No Action 

 Total of 3 Occurrence Points Verbal Warning 

 Total of 4 Occurrence Points Written Warning 

 Total of 5 Occurrence points Final Warning 

 Total of 6 Occurrence Points Termination 
   

CORRECTIVE ACTION STEPS FOR FIRST 90 DAYS  
  TOTAL OCCURRENCE POINTS CORRECTIVE ACTION 

 Total of 1 Occurrence Points Verbal Warning 

 Total of 2 Occurrence Points Written Warning 

 Total of 3 Occurrence Points Final Warning 

 Total of 4 Occurrence Points Termination 



Consecutive Absences.  Consecutive work days missed for the same reason will be counted as a 
single absence (total of 1 point). 
 

Mandatory Use of PTO.  Employees are required to use any accrued, unused PTO for any 
period of time they are absent. Management reserves the right to allow employees to make up 
time if the business need exists.  Employees will still incur points for any call outs, even when 
mandatory PTO is used or the hours are made up.  If the employee has been with STAT for 
more than 90 days, but PTO is not available to be used, an additional .5 point will be added to 
the absence. 
 

Note: In the case of an employee’s separation (either involuntary or voluntary without required 
notice) STAT does not pay out PTO for any absences that occurred during the final two pay 
periods of employment. 
 

Annual Point Reset 
Attendance occurrences and the CAP, as noted in this policy, will be tracked on a calendar year 
basis from January 1 to December 31 and will reset at the beginning of each calendar year.  
 
Should an employee excessively abuse the attendance policy, STAT reserves the right to take 
any disciplinary action it deems appropriate; up to and including termination of employment. 
 


