
 
 
Purpose 
 
To establish a Citywide attendance policy. 
 
Policy & Procedure 
 
This policy is to be construed on a rolling 12-month period following the effective date.  A 
primary requirement for continued employment is regular attendance.  While the City recognizes 
some absences may be unavoidable, City departments and the employees have an obligation 
to the public that demands regular and prompt attendance.  It is the employees’ responsibility to 
maintain their physical and mental well being and to achieve a maximum level of productivity. 
 
Although it is recognized that excessive absenteeism is a proper reason for 
corrective/disciplinary action, up to and including termination of employment, it is the policy of 
the City to identify problem areas by keeping proper records, exploring avenues of available 
assistance, and encouraging compliance with attendance standards. 
 
This attendance policy was developed to establish guidelines to further efforts to provide service 
to the public, and is designed to be a no-fault program.  The pervasive problems stemming from 
inordinate absences are the focus of this policy, not the nature of the absences. 
 
Authorized leaves and statutorily protected leaves (e.g., Family and Medical Leave Act, 
California Family Rights Act, Military leave, jury duty and subpoenas and court appearances, 
bereavement leave, vacation leave, FMC leave of absences, suspension, union business, etc.) 
are outside the scope of this attendance policy. 
 
In the event of a serious illness or injury to the employee requiring the employee’s absence 
during a future period of time, or a serious illness or injury to the employee’s spouse, dependent 
minor children, or parents requiring the employee’s absence during a future period of time, the 
applicable City department, the employee and applicable recognized bargaining unit may agree 
to a plan for the employee’s absence(s) over a specified period of time.  If such plan is agreed 
upon, absences under such plan shall not be subject to this policy. 
 
DEFINITIONS AND RULES - SECTION I: 
 
1. Excluding the authorized and statutorily protected leaves discussed above, an absence 

or absenteeism is defined as any failure to show up for or remain at work as scheduled 
regardless of the reason.  Any employee, who fails to show up for work or remain at 
work as scheduled, will be charged with an incident of absence under this policy. 
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(a) Approved leaves (i.e., scheduled leave time prearranged, approved, and 
authorized) shall not be considered an incident. 

 
(b) A day or days of continuous absence shall be considered one incident. 

 
(c) Employees who are absent for an indefinite period due to illness must keep 

dispatch informed as to the status of their absence, including specifying any 
tentative return date if requested by their supervisor or designee. 

 
2. Any employee who does not report to work in person or by telephone will be 

considered absent without leave, and subject to disciplinary action as provided in the 
applicable provisions of the Fresno Municipal Code, as the same may be amended 
from time to time. 

 
DISCIPLINE LEVELS - SECTION II: 
 
1. Excessive absenteeism by an employee shall subject said employee(s) to disciplinary 

action.  Excessive absenteeism for purposes of this policy shall be defined as four (4) 
or more occurrences (i.e., incident) of absence within any consecutive 12-month period 
beginning with the effective date of this policy.  The 12-month period referred to in this 
policy shall mean a “rolling” 12-month period. 

 
2. The disciplinary levels under this policy are noted in the table below. 
 

Incident Employee Optional Levels 

4th Verbal Warning Verbal Warning 

5th Letter of Understanding Letter of Understanding 

6th Written Reprimand Written Reprimand 

7th $100 Fine OR 2 Working Days Suspension 

8th $300 Fine OR 5 Working Days Suspension 

9th 10 Working Days Suspension 10 Working Days Suspension 

10th Termination Termination 
 

The City reserves the right to deviate from this table of progressive disciplinary levels 
under mitigating circumstances.  An example of a mitigating circumstance is a case 
where an employee with an otherwise exemplary prior history of good attendance 
[three (3) to five (5) years] experiences an unexpected problem, which causes 
inordinate temporary absenteeism, or whenever there is a pattern of abuse of time off. 

 
3. For every 90-calendar-day period, an employee who has perfect attendance shall have 

his or her number of incidents reduced by one (1).  The incident to be removed shall be 
the oldest in the rolling 12-month review period. 

 


