Operating Policy No. 5232
Human Resour ces

TARDINESS AND ABSENCES

Tardiness and unexcused absences shall not be considered acceptable behavior for Puget Sound
Educational Service District (ESD) staff. Any incidence shall be reported to the employee's
supervisor in accordance with established notification procedtiths.circumstances are

deemed extenuating by the employee’s supervisor, any proposed action shall be according to
administrative procedure.

Any employee who is tardy or absent as a result of extenuating circumstances (i.e., inclement
weathermotorvehicle accidentfamily emergency, etcshall have the following options:

a.Hoursshall be deducted from their salary;

b. Make up the missedre by working before or after regular offibeurs (by arrangement with
their supervisor); or

c. Use annual leave or emergenegve, if applicablefor missed time.
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