Sample Attendance & Sick Day Policy
Please note – Employment Standards does not require any business to pay employees for time spent away from work while sick
COMPANY requires employees to be at work, on time, for all scheduled shifts. Nothing in this policy replaces any requirements or coverage for employees away from work due to an illness or injury sustained during the course of their employment.  
When an employee cannot be at work as they are ill or injured, particularly when suffering from a contagious illness or unable to safely complete their job requirements, COMPANY encourages them to stay at home, seek appropriate medical care and return to work when they are fit to do so.  
Documentation
COMPANY reserves the right to require a “medical fitness to return to work report” prior to allowing the employee to return to their job when they have been away ill for more than 2 days. In any calendar year, full time employees who are away from work due to illness or injury may use paid sick time according to the following chart.  This policy has no application to temporary, contract or seasonal employees.  COMPANY may require a medical note from any employee who is away from work more than 2 days and at its discretion, after any absence that appears to be part of a larger pattern.  
Communication
Employees are expected to call at least an hour prior to their expected start time and speak with their supervisor if they are unable to attend work due to illness or injury.  If they have left a voicemail or email for their supervisor, they must provide a time and number where and when they may be reached that day.  If the employee does not meet this requirement they may be discipline up to and including termination. A manager may waive this requirement should the employee have been reasonably unable to comply due to the circumstances of seeking medical care.
Considerations 
Employees may request to use earned vacation days, but these must be approved by their MANAGER/OWNER.  Other required days off due to illness or injury will be unpaid. 
COMPANY will provide a Record of Employment to any employee who has been away from work due to illness or injury longer than one week so that the employee can apply for Employment Insurance Sick Leave benefits.  
COMPANY reserves the right to amend this policy at any time.
