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Section 6 – Attendance & Days Away 
from Work 

Hourly Attendance (Revised Fall 2011) 

Every employee is a vital part of our operation.  
To work efficiently, our operation requires 
regular attendance of its employees to ensure 
we can serve the needs of our customers.   The 
Company has established standards for 
attendance and corrective actions when an 
employee fails to meet those standards.   
 
Goodman requires that all employees work their 
full shift on their scheduled days of work.  This 
includes: 
 Being at the assigned workstation on time, 

at the start of the shift or after returning from 
a break or lunch. 

 If the employee has already clocked-in late 
at the start of the shift they will receive a 
“tardy” as described later in this policy. 

 Remaining at the assigned workstation until 
the end of the shift. 

 
Progressive disciplinary action will be taken for 
failure to punch in or out.  Please refer to the 
section on progressive discipline. 
 
 
RESPONSIBILITY 
 
Employees are responsible for calling the 
absentee hotline to report an absence or a late 
arrival no later than 30 minutes prior to the start 
of their shift.  Factory employees must utilize 
their local plant call-in number to properly notify 
the management team of the absence or tardy.   

 
Employees are to provide their name, employee 
number, reason for being late or absent, request 
for proper coding of the absence or late arrival 
[i.e., personal paid time (which require pre-
approval), tardiness, workers’ compensation, 
etc.] and when they intend to return to work after 
an absence.  Progressive disciplinary action will 
be taken for failure to report an absence as 
stated above. 
  
Each supervisor is responsible for reviewing, 
tracking and approving attendance records of 

employees for the week.  (This is extremely 
important and failure to do so may result in 
disciplinary action for the supervisor.) 

 
Employees are responsible for providing 
documentation for approved absences that may 
not count toward attendance discipline.   They 
are also responsible for keeping up with their 
own attendance record. 

 
Personal Paid time does not count as 
occurrences and will be replenished January 1 
of each year. 
 
Hotline numbers are as follows. 
 
Houston 713-331-3222 (Option 

1 – Cooling, Option 2 – 
Furnace) 

Dayton 423-570-0941,ext 300 
Fayetteville 931-438-5499 
Quietflex 713-849-2163 ext 223 
 
DISCIPLINARY ACTION 
 
Disciplinary action for attendance is based on a 
progressive discipline system.  The intent of the 
policy is to communicate to the employee that 
corrective behavior is needed or more serious 
consequences can be expected.  Please refer to 
the section on progressive discipline.  Please 
note that there are specific guidelines for 
progressive discipline related to attendance and 
that attendance is monitored on a rolling 12 
month basis.  Disciplinary action for attendance 
and punctuality will be effective on the day of the 
applicable occurrence.  Occurrences will “roll off” 
one year after they were accumulated.   

 
OTHER ATTENDANCE CONSIDERATIONS 
 
Employees who are absent for two consecutive 
days without call-in or notification will be 
considered as having voluntary resigned and 
employment with the Company will be 
terminated at the end of the second day of 
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absence, subject to applicable provincial laws.  
A written notification with instruction will be sent 
by certified mail to the employee’s address on 
file. 
 
One no show/no call will accelerate disciplinary 
action to a final warning.  The second no 
show/no call in a rolling 12 month period will 
result in termination subject to applicable 
employment standards legislation. The following 
categories will not be considered an occurrence 
for disciplinary purposes.  (See the appropriate 
policy for any documentation requirements.) 

 
 Approved vacation 
 Holidays 
 Personal Paid Time (Should be pre-approved 

when possible) 
 Employment standards legislation leaves 

(including pregnancy leave, parental leave, 
and emergency leave) 

 Personal leave of absence  
 Bereavement  
 Jury duty 
 Military duty 
 Subpoenaed to appear in court (but NOT 

plaintiff or defendant) 
 Weather conditions (case-by-case as 

determined by local management) 
 Declared Plant Shutdown / Lack of Work  
 Workers Compensation (provided the injury is 

properly reported) 
 Any Company initiated absence  
 ADA absences  
 
All non-reserved vacation must be taken before 
leave time is taken. The seven (7) day advance 
notice rule may be waived in these cases. 
 
ATTENDANCE INCENTIVE 

 
Hourly employees who do not use their personal 
paid time during the year will be paid out for their 
unused hours (no later than the first pay cycle 
following January 31st of the following year) if 
they are still actively employed. 
 
SATURDAY / SUNDAY WORK POLICY 
 
The Company may request that an employee 
work overtime when the need for overtime 
exists.  If working extra hours results in an 
employee working more than 40 hours in a 
workweek, then an overtime premium will be 
paid for those hours worked beyond 40.   

 
The Company will attempt to provide at least 48 
hours notice regarding the need to work on a 
regularly unscheduled day, but this might not 
always be possible due to unforeseen 
circumstances or other business or operational 
reasons. 
 


