(YOUR COMPANY) POLICY LETTER
SCHEDULING

One of the most important qualities an employee can have is BEING PREDICTABLE. Having a Technician show up on time and work all day is VITAL not only to the financial stability of the employee, but to the company he/she works for as well.

When a staff member of our company does not show up on time and do the work that has been scheduled, it results in problems for everyone concerned - the customer, the employee, and (Your Company). Here are the (Your Company) policies concerning scheduling:

1.)
Show up at the agreed upon time. Five minutes after that 
= LATE!

2.)
If you are going to be more than 15 minutes late to anywhere call the office. 

3.)
If you can't be someplace where you were supposed to be, IMMEDIATELY notify the office.

4.)
If you must have a certain day off, try to give at least 3 days notice.
The dispatcher makes plans on which jobs our company will do each day, and makes promises to customers about when a job is scheduled. When someone is late, or doesn't show, it really creates confusion. When a couple of guys don't show, it’s disastrous!

That's why it's important to follow these scheduling policies.
(Your Name)
