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Providence Hospital Laboratory Departmental Guidelines
Effective February 24, 2013
Work Force Central Procedure

Employees are expected to be at their work station and clocked in at the beginning of their shift. Employees are also expected to clock in and clock out for lunches (on or off the premises) and to clock out at the end of their scheduled shift.

If your punch does not take please do the following:

      . Notify your supervisor

      . Enter arrival time in WFC adjustment book
MISSED PUNCHES
Employees who demonstrate a pattern of missed punches may be subject to corrective action. Missed punches will be calculated on a rolling 6 month period.
     .     6 Missed time stamps                                  Coaching Discussion

     .   12 Missed time stamps                                  Summary of Discussion

     .   18 Missed time stamps                                  Documented Discussion
       .   24 Missed time stamps                                  Final  

     .   25 Missed time stamps                                  Recommendation for Termination

TARDINESS

Tardiness is defined as reporting to work late and leaving early without prior scheduling Employees are expected to begin working at their scheduled time and should not attend to personal business immediately after clocking in (i.e., parking vehicles, engaging in personal conversations with co-workers, going to the cafeteria etc.)

These personal activities should be completed prior to clocking in or postponed until scheduled breaks. Employees that demonstrate a pattern of these practices may be subject to attendance policy.

SCHEDULED BREAKS

Staff scheduled to work 8.5 hours are allowed one 15 minute break, if the needs of the department allow. Employees are to take their scheduled break at the scheduled time.

Employees are required to take their scheduled lunch at the scheduled time, unless prior approval and/or rescheduling have been received from the manager or supervisor.

Extended lunches must be approved by the supervisor provided the employee has a positive TOP balance to cover the extended time taken. Extended time taken must be taken in increments of 30 minutes, and the employee will be required to use TOP for the extension. Make up time cannot be used to cover the extended lunch period.

Non adherence to the above procedure will result in occurrences which will count toward the current Attendance Policy rules.
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