G-107:  Employee Attendance
Approved by:  Governing Council


Effective Date:  June 13, 2005

Revision Date(s):  



POLICY:
East Mountain High School expects that all employees will report to work at the scheduled reporting time.  The School may take disciplinary actions, up to and including termination and discharge, for employees failing to maintain an attendance pattern within acceptable standards.


PROCEDURES:


1.
Employees are expected to be in the classroom and ready to start work fifteen minutes before the beginning of the school day.  

a. Employees who know they are going to be late to work must notify the office as soon as possible so their classroom can be covered. 

b. When an employee arrives late, s/he must report the tardy, with explanation, to the office at the first available break.  

c. Two (2) or more tardies during a term are considered unsatisfactory and, depending on the circumstances, may result in disciplinary action.

2.  Employees are expected to remain on campus until fifteen minutes after the end of the school day or longer depending on extra-curricular or after-school duties.  

a. For good cause shown and with the permission of the Principal/designee, an employee may occasionally leave campus early.  Any employee who leaves early needs to sign out in the front office.
b. Part-time employees will have duty hours specified by their contracts.

c. Two (2) or more incidents of leaving campus before the designated time will be considered       unsatisfactory and, depending on the circumstances, may result in disciplinary action.

3. Employees are expected to be on campus on those days designated in the calendar attached to their contract. 

a. If an employee will be absent from work, the employee must notify the office as soon as possible, but in any event prior to the scheduled work time.

b. Excused absences include jury duty, bereavement (funeral), vacation time, injury or illness, or pre-approved personal days.

c. Ten (10) or more absences in a school year is a cause for concern.  The Principal will investigate to determine if they are excessive and unsatisfactory.  
d. Any unexcused absence, or failure to properly notify the office of an absence prior to the scheduled work time, may be considered grounds for disciplinary action.
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