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Reason for Procedure

This procedure addresses the normal working hours of employees and ensures that all Kirkwood
departments are staffed during business hours.

The Procedure

All Kirkwood departments must be staffed from 8am to 5pm and it is expected that a minimum of one
person will be available to respond to phone calls. Employees are expected to be at their work site at
the time arranged with their supervisor. For most employees the starting time will be 8am, although
work hours may vary according to shift or work assignment. If it is not possible to be at the work site at
your designated time, it is necessary for the employee to call the direct supervisor or designated
individual in the department to inform them of the expected length of absence or tardiness.

All full time employees should receive a minimum 30 minute unpaid lunch break.

An employee who does not call or report to work for two consecutive days is considered to have
voluntarily resigned employment with Kirkwood. Supervisors experiencing this situation should contact
Human Resources immediately.
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