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Policy Statement and Expectations  
Facility Operations and Planning (FOP) employees provide important and valuable services to the 
University of Southern Indiana.  It would not be possible for the campus to operate efficiently without 
the timely and regular attendance of all FOP employees.  To ensure adequate staffing, positive 
employee morale, and to provide critical services to the University campus, FOP employees are 
expected to adhere to their assigned work schedule.  Additionally, FOP relies on employees to:  

�x 
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�x Name 
�x Reason for absence 

o Sick (must mention 
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No Call / No Show 
An employee who fails to call in and report to work as scheduled for three (3) consecutively 
scheduled work days will be viewed as having abandoned their position and their employment will be 
�š���Œ�u�]�v���š�����U���]�v���������}�Œ�����v�������Á�]�š�Z���š�Z�����h�v�]�À���Œ�•�]�š�Ç�[�•���s�}�o�µ�v�š���Œ�Ç���Z���•�]�P�v���š�]�}�v���‰�}�o�]���Ç�X 
 
If the employee has already been disciplined for attendance/punctuality at the time a no call / no 
show occurs, the disciplinary process may be accelerated to the 
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Commencement, Move-In Day and Move-Out Day.  Blackout periods are subject to change, and 
blackout periods may be added or deleted.  Scheduled blackout periods and/or changes will be 
communicated as soon as reasonably possible or a minimum of three (3) months in advance.   
 
During blackout periods, requests for scheduled absences will not be permitted or authorized.  If an 
employee has an extremely rare, extenuating circumstance that requires absence from work during a 
blackout period, he/she may submit a written request for an exception.  Exception requests are 
subject to review and approval by the Director (or Assistant Director) of Facility Operations and 
Planning, in collaboration with the emplo�Ç�����[�•��Supervisor.   
 
Any unscheduled absences that occur during a blackout period may be subject to verification.   
 

Essential Personnel 
�d�Z�����h�v�]�À���Œ�•�]�š�Ç���,���v�����}�}�l�������(�]�v���•�����•�•���v�š�]���o���‰���Œ�•�}�v�v���o�����•���^those vital to the operation of the facility, 
whose absence 
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Holidays   
The USI University Handbook identifies the holidays that the University observes and states that an 
���u�‰�o�}�Ç�������u�µ�•�š���������]�v���^�‰���Ç���•�š���š�µ�•�_���š�}���������‰���]�����(�}�Œ���š�Z�����h�v�]�À���Œ�•�]�š�Ç���Z�}�o�]�����Ç�•�X����The University Handbook 
�����(�]�v���•���^pay status�_��as: 

a. Having 


