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(A) Policy Statement

Personnel must give daily notification of illness 60 minutes prior to their scheduled time to report to work by
telephoning the Radiation Oncology Manager and the front desk staff. The individual receiving the call will
inform the appropriate personnel. The employee calling in will notify the Manager at her home, pager ,cell

phone or office in addition to the above procedure.

(B) Purpose of Policy

To give ample time to make any necessary alterations in the department work schedule each day.

(C) Procedure

1. Telephone Radiation Oncology Department, telephone number 383-4541 and the Manager.

2. Identify who is calling and reason for absence.

3. Repeat procedure for each day absent.

4. Refer to Article 31 of the union agreement regarding illness and absenteeism.
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