
 
ATTENDANCE POLICY – UPDATED 12/18 

 
 
POLICY: 
 
You are hired to perform an important function at Pegasus.  As with any group 
effort, it takes cooperation and commitment from everyone to operate effectively. 
  
Therefore, your attendance and punctuality are very important. Absences cause 
scheduling concerns and added burdens for your fellow employees.  Good 
attendance is something that is expected from all employees. You should be at the 
office or with your client by the start of each workday at the time designated by 
your manager or on the weekly schedule. Excessive absenteeism or tardiness will 
not be tolerated and will be cause for disciplinary action up to and including 
termination. 
 
Regardless of the reason for your absence, you are expected to properly notify your 
supervisor on duty at least four hours in advance of your scheduled work time. 
YOU MUST PERSONALLY CONTACT YOUR SUPERVISOR. Leaving a 
message does not qualify as notifying your supervisor and if you must email/text, 
your notice will not be considered properly received until a manager or 
supervisor responds to your email/text. Lack of a telephone or a computer or 
absence from town is not an excuse for failing to notify your supervisor of absence 
or tardiness. You should call or email every day that you are absent unless you are 
on an approved leave of absence. 
 
PROCEDURE: 
 
All full-time employees (32+ hours a week) are allowed up to two days off in a 30 
day period without censure.  After the 3rd day, the employee will receive a verbal 
warning for excessive absenteeism.*  This is equal to one strike.  
 
All part-time employees (on-call, or less than 32 hours) are allowed up to 1 day off 
in a 30 day period without censure. After the 2nd day, the employee will receive a 
verbal warning for excessive absenteeism.*  This is equal to one strike. 
 
For all employees, full time and part-time, there are new policies also regarding 
tardiness.  
 
Within a 30 day period, if an employee is late more than 4 times between 3 to 7 
minutes or 7 minutes or longer with notification, this is equal to one strike.  
 
 



 
Within a 30 day period, being late more than 7 minutes twice without notifying the 
supervisor is equal to one strike.  
 
Calling out on a shift can also create havoc for the client.  Pegasus requires a 
minimum of 4 hours notice.  For 2 or more late call outs within a 30 day period, 
equals one strike. 
 
One strike is equal to one verbal notice.  Receiving two verbal notices, or two 
strikes, within 90 days, will result in a written warning.  A third verbal notice, or 
strike, within 120 days will result in a final written warning and a fourth strike 
within 180 days may result in termination.  
 
 
Each of these within a 30 day period is equal to  
One Strike 
 

● 3 absences (FT) 
● 2 absences (PT) 
● 4 “between 3 and 7 minutes tardy” 
● 4 “more than 7 minutes tardy” with 

notification 
● 2 “more than 7 minutes tardy” without 

notification 
● 2 “4 hour or less notification”  of calling 

out on shift  
 

One Strike within a 30 day period 
will result in a verbal warning. 
 
Two Strikes within a 90 day 
period will result in a written 
warning 
 
Three Strikes within a 120 day 
period will result in a final written 
warning.  
 
Four Strikes within a 180 days 
period may result in termination. 

Three Strikes 
● First No-call, no show 

Termination 
Second No-call, no show. 

 
*Oregon law allows for protected sick time up to 40 hours a year for full-time 
employees, or 1 hour accrued for every 30 hours worked.  This protection does not 
cover employees in their first 90 days.  Any absence within the first 90 days or 
after exhausting 40 hours of protected sick time will fall under this policy. 
 
When calling out for a shift, employee must identify if the absence falls under sick 
time to be considered “protected.” Pegasus has the right to request medical 
verification if there is a pattern of abuse of sick time. 
 
Once protected sick time has been exhausted, the following absences may be 
protected from disciplinary action.  Documentation is required. 
 

 



 
An illness that lasts more than 3 days - doctor’s note  
An emergency room visit for employee or family member - discharge paperwork 
FMLA protected disabilities - doctor’s verification 
Surgery or hospital stay for employee or family  member - hospital paperwork 
Bereavement leave - funeral notice or death certificate 
 
 
  

 


