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TIME AND ATTENDANCE POLICY 
 
Purpose: To establish standards regarding employee attendance.  
 
Policy:  ONS sets standards for acceptable levels of attendance to ensure the Practice’s 

ability to provide the best patient care services and to avoid placing an unfair 
burden on other employees. Each employee is expected to work his or her 
scheduled days and hours.  

 
Definitions: 

 A scheduled absence is time-off that was requested in advance by the employee and 
approved in advance by the Supervisor or Manager. 

 An unscheduled absence is an absence that was not requested in advance or approved 

in advance. Employees are required to notify their manager or supervisor of an 

unscheduled absence in accordance with their department call-out procedures as soon 

as possible, but at least one hour in advance.  

 The following unscheduled absences will not count as occurrences under this policy.  

o Military leave 

o Jury duty 

o Bereavement 

o Absences approved under FMLA, CTFMLA 

o CT Paid Sick Leave 

o NY Paid Sick Leave 

o Any other Federal or State statute that provides the employee with an 

affirmative right to take an unscheduled absence from work.  

 An unscheduled absence of 3 consecutive days with no contact by the employee to his 

or her manager is considered job abandonment and is grounds for termination. For 

purposes of this policy, unscheduled consecutive days shall be counted as one 

occurrence. 

 
Procedure: 
Employees must document their attendance at work, their use of PTO and use of non-paid time 
off when away from work.  Documentation of time and attendance at work for most employees 
is done through the time clock. Every employee is required to follow a schedule that is 
determined by the needs of the Practice, the requirements of the employee’s direct supervisor 
and staffing requirements to provide the appropriate level and type of service needed by 
patients. ONS will attempt to be as flexible as possible with its employees, but employees must 
recognize that service to our patients is our highest priority. 
 
Non Exempt Hourly Employees 
Hourly employees are responsible for clocking in and clocking out based on their schedule (as 
determined by their supervisor), including the appropriate use of unpaid lunch time. Hourly 
employees will be paid for the time worked between the time they clock in and the time they 
clock out.  If an employee forgets to clock in or clock out, that employee must follow special 
time correction procedures explained further in this policy.  
 
It is the responsibility of every hourly employee to clock in when they arrive for their scheduled 
start time as established by their supervisor and clock out at the end of each day. In addition, 
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hourly employees must clock out and in for lunch breaks and for approved time spent away 
from the work place during work hours when non-paid time is approved. 
 
In the event that an employee forgets to clock in, the employee must notify his or her 
supervisor or manager as soon as they realize they missed a clock in, and fill out a punch 
change request in the Paycom system.   
 
In the event that an employee forgets to clock out, the employee must notify their supervisor or 
manager as soon as they realize they missed a clock-out, and submit a punch change request 
in the Paycom system. If a punch change request is not completed to correct a missed “clock 
out” time, the employee may have time from his/her PTO bank used to cover the hours on that 
day. This is consistent with the rule that employees may not take time off without pay if they 
have any hours in their PTO bank. 
 
Repeated failure to clock in and out appropriately may lead to disciplinary action.   
 
Salaried Exempt Employees 
Many salaried exempt employees are expected to clock in at the start of the day and clock out 
at the end of each day.  However, they are not required to clock out and in for lunch.  If a 
salaried employee forgets to clock in, they should advise their supervisor or manager. Exempt 
employees are required to accurately request and track their PTO using the Paycom 
HR/Payroll system. 
 
ONS recognizes that some employees such as Physician Assistants do not have regular work 
schedules and may be away from the practice while working for the practice. They are 
expected to clock in when working on site. 
 
Work from Home 
ONS does not as a normal course of business allow an employee to work from home. Any 
exceptions to this rule must be approved by the employee’s direct manager and the COO.   
 
Holiday Pay 
An employee must be present at work on his or her last scheduled day prior to the holiday and 
the first scheduled day after the holiday to receive holiday pay unless it is approved in advance.  
If a salaried employee is in violation of this rule, PTO will be taken in lieu of the paid holiday. 
Additional disciplinary action may also be taken if this becomes a repeated offense. 
 
Lunch Periods 
ONS will make every effort to provide every full time employee with an unpaid lunch break 
every day. Due to the nature of our business, this may not always be feasible.  Your immediate 
supervisor will monitor the situation and make best efforts to see that you are able to take a 
lunch break.  If you are required by your supervisor to work during your lunch break, you will be 
paid for that lunch break and not be required to clock out.   
 
Paid Breaks 
ONS voluntarily offers a 15-minute break in the morning and a 15-minute break in the 
afternoon as business conditions permit.  Please note that these are not mandatory breaks, 
and if your work activities don’t allow for time to take a break, you forfeit that break.  You may 
not leave early or tack on extra time to a lunch break if you are unable to take your morning or 
afternoon breaks. To ensure that there is adequate staffing at all times to meet the needs of all 
patients who require medical services; Operations staff covering a reception desk may only 
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take a break if there are no less than two staff remaining.  Coverage will be arranged by the 
supervisor when possible. 
 
Overtime Pay 
Due to the nature of the business of ONS, employees should anticipate requests to work 
overtime with little or no notice.  Patient volume may require staff to remain in the workplace 
beyond their normal work hours.  Management will make every effort to accommodate an 
individual employee’s needs, however, management reserves the right to ensure that there is 
adequate staffing at all times to meet the needs of all patients who require medical services.  
Hourly employees will be paid time and one half for all hours worked over 40 hours in a 
regularly scheduled work week.  For purposes of calculating overtime, PTO hours taken during 
a week are not counted towards total hours worked for the overtime calculation that week. 
Salaried exempt employees are not eligible for overtime pay.  
 
Tardiness 
All employees are expected to be at their work station at the time established by their 
supervisor, in order to begin to perform their work duties.  Tardiness will be handled in the 
same manner as any other deviation from an employee’s schedule.  
 
Personal Activities 
Employees are expected to be performing company related activities at all times when clocked 
in.  Occasional departure from a work station to get a drink of water, handle a short personal 
call or use the restroom are examples of things that are considered a regular part of the work 
day.  However, it is not acceptable to clock in right at, significantly before, or just before your 
expected start time, and then use excessive time to get breakfast and complete other non-work 
related personal activities. 
 
Time and Attendance Policy Compliance 
ONS recognizes that all individuals have personal issues that on occasion require that they 
miss work with short notice to the organization.  ONS patients have a high expectation that we 
always have sufficient staff on site to meet all of their medical services requirements.  Failure to 
come to work not only places an extra burden on other employees, but is also problematic in 
terms of being able to deliver timely medical services. 
 
ONS expects all employees to make their best effort to meet their scheduled hours.  It is the 
responsibility of the employee to take into consideration weather conditions, traffic conditions, 
family situations and other factors to allow the employee to arrive at work at the necessary time 
to be completely ready to perform all job duties in advance of the employee’s scheduled start 
time. 
 
Employees are expected to give adequate notice to their supervisor or manager (at least one 
hour prior to start time) if they will be late or absent.  
 
ONS will make every effort to accommodate infrequent requests for unplanned time off, 
however, if an employee misses work too often, or time away from work has a negative impact 
on our ability to provide medical services to our patients, the employee will be subject to 
disciplinary action, including possible termination of employment.  Although some absences 
may be beyond the control of the employee, ONS maintains the expectation that an employee 
adhere to their work schedule, and excessive use of unplanned requests for time off will have 
an negative impact on the employee’s job performance and employment status. 
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Below are the guidelines for disciplinary action. It is important to understand that the guidelines 
are not meant to give an employee permission to call-out just under the limits or give the 
impression that the employee will not face disciplinary action if, in the opinion of the manager 
that employee’s conduct is detrimental to the effectiveness of the organization.  The manager 
has the authority to take appropriate action as necessary. 
 
Call outs for unscheduled/unexcused absences (with the exception of the unscheduled 
absences listed in the definition section on page 1 of this policy) that meet or exceed the levels 
indicated below will result in the following disciplinary actions: 
 
 Number of Occurrences   Resulting Discipline 

 3 times in 90 days     Written Warning 
4 times in 120 days    2nd Written Warning 
5 times in 120 days    Suspension 
6 times in 120 days    Termination 

 
If an employee is sick or injured and unable to work for more than 5 days, a doctor’s note is 
required. 
 
ONS reserves the right to take into consideration factors such as past performance of the 
employee, circumstances surrounding the unplanned absence and any other extenuating 
circumstances in determining whether or not to count an occurrence towards the disciplinary 
action process.  ONS also reserves the right to accelerate the disciplinary process at any time 
for any employee if the circumstances require additional action based on the situation. 
 
In the event that the employee disputes the actions of the manager, the employee may appeal 
in writing, including all documentation, to Human Resources. 
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