[Restaurant name]
Attendance and Call-Out Policy
Why this matters
A restaurant shift is built around everyone being there. When one person is missing without warning, guests wait and coworkers carry the load.
Being on time
1. Be clocked in, in uniform and ready to work at your scheduled start time.
1. If you will be late, call the manager on duty at [phone number] as soon as you know.
1. Do not clock in more than [__] minutes early without a manager's approval.
Calling out
1. Call the manager on duty at least [__] hours before your shift, or as soon as you reasonably can if the reason is sudden. A text or a message through a coworker does not count unless a manager confirms it.
1. Say whether the absence is for a reason covered by earned sick time. You do not have to describe a medical condition.
1. You may offer to swap a shift, and a manager may ask, but you are not required to find your own cover when you are using sick time.
Earned sick time
You earn and may use sick time as described in our earned sick time notice. Absences covered by earned sick time are not counted as occurrences under this policy and will not lead to discipline.
Time-off requests and shift swaps
1. Request time off at least [__] days before the schedule is posted.
1. Shift swaps need a manager's approval before the shift. Until approved, the shift is yours.
Occurrences
	Event
	Counts as

	Late by more than [__] minutes without calling
	[½] occurrence

	Absence without the required notice (not covered by sick time)
	[1] occurrence

	No call, no show
	[2] occurrences and a written warning



In any rolling [__]-day period: [3] occurrences lead to a documented verbal warning, [4] to a written warning, [5] to a final written warning, and [6] may lead to termination.
No call, no show
Missing a shift without contacting a manager before it starts is a no call, no show. We will try to reach you. If you miss [two] consecutive scheduled shifts without contact, we will treat it as a resignation unless there was an emergency that kept you from calling.
I have read this policy and had the chance to ask questions about it.
Employee: ____________________________   Date: ______________
Manager: ____________________________   Date: ______________
Starting draft from Back of House Ops (backhousehr.com). Edit it to fit your restaurant. It is not legal advice.
