EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.

ACCOUNTABILITY FOR TIME

POLICY:

Employees shall be accountable for the hours they are employed.

PROCEDURES:

Employees shall complete attendance record forms documenting time.  The Supervisors will be responsible for monitoring and approving the staff time.

All employees will be expected to be at work on a regular schedule.  The schedule should be in writing and available to the staff member's secretary.

Each employee shall complete and submit a leave request form for approval prior to an absence with the exception of illness or emergency.  The leave request shall be submitted upon return from absence due to illness or emergency.
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