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Saturday Respite 
Attendance and 

Timekeeping Policy 
 
This policy sets out SR standards for the management of 
attendance and timekeeping.   
  
1a) Employees are individually responsible for ensuring that they 
arrive at work early enough to enable them to begin their work at 
the appointed start time.  Similarly, employees are required to 
remain at work at least until the finish time.  Start and finish times 
may only be varied in exceptional circumstances.  This may be 
either at the request of the SR Directors, or where an employee 
requests to vary their start/finish times.  
  
1b) - Employee’s arriving before their start time or leaving after 
their official finish time, will only be paid for their contracted 
hours, unless additional work hours have been agreed by the 
directors in advance.  
  
1c) - Where, for any reason, an employee realises that he/she is 
likely to be late for work at the start of the working day, he/she 
must endeavour to telephone the manager (on duty) as soon as 
possible to explain the situation and give an estimate of when 
he/she expects to arrive at work.  It is accepted that 
circumstances outside of the employee’s control can cause 
lateness, for example if a traffic accident has caused long delays 
on the roads.  However, a high volume of traffic causing delays 
that is a normal or regular occurrence, or which can reasonably be 
anticipated, will not be regarded as a valid reason for an 
employee’s lateness.  
  



Saturday Respite Limited (A service for young people with LD, ASD and social communication) 
A registered company (Company Number: 10360900) 

Registered Office: 20-22 Wenlock Road, London, Essex, England, N1 7GU 

1d) If an employee arrives to work 30 minutes (or more) after 
their starting time, their pay for the day will be deducted.   
 
1e) If an employee is absent because of sickness, they will not be 
paid for that day due to the fact that this is sessional work, and 
somebody else will need to be called in to cover that absence. 
  
1f) Where an employee is absent from work without prior 
arrangement or in accordance with the appropriate procedures 
(i.e. sickness, annual leave etc.), this will be regarded as an 
unauthorised absence.  Where this is the case, the employee will 
be subject to disciplinary action in accordance with SR procedures.  
  
1g) Repeated or persistent lateness without good reason will be 
viewed as misconduct.  On each occasion when an employee 
arrives late for work (after their designated start time), the 
manager on duty will speak to the employee informally (and 
privately) to establish the reason for the lateness. If the employee 
has any particular difficulties, it will be discussed how they might 
be supported to achieve improvement.  The manager will keep a 
record of the conversation noting the date and time.  
  
1h) Where an employee’s timekeeping remains unsatisfactory 
(three or more occasions of lateness within any six month period), 
the SR Directors will consider invoking the disciplinary procedure.   
  
Roles & Responsibilities  
2a) The SR Directors have a responsibility to ensure that: 
• This policy is adhered to  
• Time and Attendance is monitored on a regular basis  
• Appropriate and immediate action is taken where this policy is 
deemed to have been breached or not followed 
• That this policy is reviewed every two years, or where there are 
changes in legislation that affect this policy as and when required.  
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2b) Employees have a responsibility to ensure:  
• They have read and understood this policy 
• They arrive for work on time and do not leave work early (unless 
prior agreement has been received from the manager on duty)  
• Leave is taken in accordance with the appropriate policy and 
procedure, i.e. sickness, annual leave etc.  
  


