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® Employees are expected to be present for work 15 minutes prior to their scheduled duty at their work
station in a fit condition, Work activity should commence at starting times and continue until the normal

designated stopping times for break, lunch or the end of work-
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“If Employee is late for more than 120 minutes in a week, the employee

will notified and advised to improve their attendance”
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First time late for a total of 250 minutes or

more in a month

Verbal Advice

Second time late for a total of 250 minutes

or more than in a month

Written Advice

Third time late for a total of 250 minutes or

more in a month

Notice for breach of Attendance Policy

Fourth time late for a total of 250 minutes or

more than a month

Final Notice (Conduct Unsatisfactory
Performance Appraisal and has right to

terminate within 30 days

~5 (a) = (Latness

L4

in a month) (d) ,,_,/

“Please note that the above four instances will be considered in a span of

SIX months”
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