flex

Contingent Worker Attendance Policy

Notification Requirements

e Planned Time-off: Advance notice and documented approval of Agency “Time off Request Form” with Flex approval
must be submitted.

Unplanned Time-off: Minimum of 30 minutes’ notice prior to scheduled shift to agency.

No-Call/No-Show: 3 consecutive shifts will be considered voluntary resignation.

Proper Notification: Contingent Worker must contact the agency office.

Call-in Line: or Text Line: (if applicable)

Failure to comply with these notification requirements: Time off will be considered unauthorized absence and
subject to disciplinary action.

Discipline and Conduct

® Clock in and out for scheduled shift times (+ or — 3 minutes)

® A meal period is provided. Contingent Worker are to clock out/in in accordance with their scheduled meal break, but never less
than the allotted time. Contingent Worker are to follow the directions given by management as to their meal schedule time.
Failure to do so will be categorized under the Tardiness/Leave Early/ Missed Punches accountability scale

Time-off

e Contingent associates are granted 8 hours of unpaid authorized time-off every 30 calendar days. All time-off request must be
approved by the Flex Supervisor and employing agency. In the event the contingent associate’s normal schedule encompasses
more than 8 hours, the additional will be allowed; not to exceed 12 hours.

e lItis Flex’s goal to convert Contingent Workers as business needs allow.

e Site closings due to inclement weather, holidays, or business needs, do not count against earned time off.
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Unauthorized Absence Disciplinary Schedule

Full Day Absence Action Tardiness/Leave Early/Missed Punches
1 Initial Verbal Warning (Documented) 2
2 Written Warning 3
3 Final Warning up to Termination 4

= Each day of unauthorized absence is treated as a separate occurrence.
= Disciplinary Schedule resets at the 90-day rolling calendar period.

Attendance Policy

Authorized Unauthorized
Absence meets requirements and is approved under a Unauthorized Absences: an absence not
legally protected leave, OR protected by law, and,
Absence falls under an Agency time-off benefit /plan,
and, 1. The Time-off taken was not authorized, OR
The current business conditions can support the time 2. The notification requirements were not met, OR
away, and, 3. There is not an available time-off benefit to
The absences meet all policy requirements, including cover the absence ¢, OR
proper notice, and, 4. The reason for tardiness or leaving early could
Contingent Worker has and must use available have been foreseen or avoidable, as determined
planned time off balance to cover time away. by Human Resources, based on the specific

circumstances, consistent with applicable policy
and past practices. Unauthorized time away will
be subject to disciplinary action.

4 Exception: During company mandated work site shut-
downs, unpaid time will be considered “authorized” and
not count towards the disciplinary process. Contingent
Worker are not required to use any paid benefit to cover
any time within the window.




