Spalding Community Service District

POLICY HANDBOOK

POLICY TITLE:
Requirements for Reporting to Work
POLICY NUMBER:
2430
2430.1 Employees shall report to work at their regular District facility in accordance with direction from their supervisor or established schedules and shall return thereto at the conclusion of the day’s work schedule. Authorized time spent in traveling between such facilities and the job site shall be considered as time worked.
2430.2 An employee who is not able to report to work on schedule shall notify his/her supervisor or other manager immediately of the reason for not being able to report to work and when he/she may expect to return to work. 
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