Portland Public Schools
Community Transition Program

Work Experience Attendance Policy
Agreement 

Date ________________________
Student Trainee name: ___________________________________________

Worksite: _____________________________________________

ATTENDANCE: 

Trainee will arrive to scheduled shifts on time. If trainee is unable to make the scheduled shift they must call worksite supervisor at least an hour before shift begins on that scheduled day. If the trainee does not appear at work and has not called in, the worksite leader will call the trainee’s classroom teacher and VTS (if appropriate).
Excused Missed Shift or Late Arrival policy: 

Trainee will call in or fill out Request of leave form prior to absence or late arrival to let supervisor know. 

If the trainee does not show up for school or work for 10 days, s/he will lose her/his worksite position.
Unexcused Missed Shift or Late Arrival  policy:




1st no call/no show: Verbal Warning with call to teacher and possibly VTS



2nd no call/no show: Written Warning with copy sent to teacher and VTS



3rd no call/no show: Meeting with worksite leader and VTS




4th no call/no show: Meeting to discuss possible termination from worksite

_____________________________________
__________________________________________
Trainee signature





Worksite leader signature
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