
Chick-fil-A Winterpock
Attendance Policy

The following policy describes how absence from work and tardiness for shifts are
handled on a disciplinary basis at Chick-fil-A Winterpock. This policy is intended to help
our leadership address attendance and punctuality issues in a consistent manner.
Management retains the discretion to apply whatever corrective actions it deems
appropriate in any given circumstance. Nothing in this policy constitutes a contract of
employment based on any specified conditions, implied or otherwise, and in no way
alters the Company’s policy of at-will employment.

You are hired to perform an important role at Chick-fil-A Winterpock. As with any group
effort, it takes cooperation and commitment from everyone to operate effectively.
Dependability and teamwork mentality are vital for our success, as we truly believe that
we are Better Together.

Therefore, your attendance and punctuality are very important and are a reflection of
our values to take Intentional Ownership & to Always Serve which we expect every
team member to adhere to. Late arrival, early departure, or other deviations from
scheduled hours are disruptive to our ability to serve customers and must be avoided.
Absences cause inefficiencies and added burden for coworkers and guests. Perfect
attendance is something that is expected of all team members. You should be at work
(5) minutes prior to your scheduled start time and at your work-station ready to begin
working at your scheduled start time. Excessive absenteeism or tardiness will not be
tolerated and will be cause for disciplinary action up to and including termination.

We do realize that there are times when absences and tardiness cannot be avoided.
This is why we have a system that may allow you to accumulate some points before any
disciplinary action will be taken against you. It is expected that everyone will accumulate
some points under this system. It is only when points become excessive, and warnings
are issued, that a team member need be concerned about his or her attendance
practices.

Regardless of the reason for your absence, you are expected to properly notify your
Director of Operations or Shift Manager at least two hours in advance (or as soon as
practical) of your scheduled work time and provide a reason or explanation, as well as
the expected duration of any absence. Similarly, if a team member needs to leave work
early for any reason, he or she must first report this to the director or manager on duty



in a timely manner and receive approval. Leaving a message via voicemail, text,
hotschedules, or email does not qualify as notifying your supervisor. You must
personally contact your supervisor. Lack of a telephone or absence from town is not an
excuse for failing to notify your supervisor of absence or tardiness. You should call
every day that you are absent unless you are on an approved leave of absence.
 Unreported and unexcused absence (no call, no show) may be considered a voluntary
resignation of employment at Chick-fil-A Winterpock.

The restaurant will enforce the Attendance & Punctuality Policy in accordance with the
requirements of federal, state, and local law, taking into consideration relevant
circumstances and making an individualized assessment in each case.

Each team member’s absenteeism and tardiness records will be kept on file with the
Director of Operations and Director of People. The absenteeism and tardiness records
are kept on a point system. With each tardiness, absence, or early departure, a certain
number of points are accumulated by a team member on his or her absence record.
When a team member reaches various point totals over the course of a calendar month
or a calendar year, certain notice and disciplinary actions, as defined below, will be
taken. A team member may receive a verbal warning, a written warning, suspension, or
termination, depending on the number of points he or she accumulates.





Chick-fil-A Winterpock also reserves the right to impose discipline, up to and including
termination, for any excessive excused absences or tardiness.

Suspensions may be implemented in a later work week to allow adequate scheduling and
planning.

Terminations are subject to Operator and Executive Director of Operations for review and
discretion.


