[Clinic Name Here]
Being Late for Work

Employees at [Clinic Name Here] are expected to be on time for work every single day.  This also includes any early morning meetings.  
If there is any time you know you will be in the office late you need to get it pre-approved from the Office Manager and Assistant Manager. 
You can only be late for work one time a week IF you have it pre-approved off.
If you are late one time without a valid reason that is a Verbal Warning.
[bookmark: _GoBack]Each time after the first Verbal Warning will be a Written Warning.
If you receive 3 Written Warnings, that could result in employee termination.



I have read the Being Late for Work Policies and understand it completely.  I agree to comply with this policy to the best of my ability.  

___________________________________
Employee Name


___________________________________
Employee Signature


___________________________________

