
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 

 

 

 
 

 

Montana Mental Health Nursing Care Center 
Policy Manual 

Policy 
Number 427 

Original 
Date 

04/15/1998 

Revised 
Date 

07/10/2014
Department: Personnel 

Employee Sick Leave Call-In 

POLICY: 

Employees shall notify management of their inability to report for their assigned shift as 
soon as possible. 

PROCEDURE: 

1. 	 Employees Not Otherwise Identified 

A. 	 Employees will directly speak to their supervisor of their inability to report for 
their assigned shift. If their supervisor is not in the facility, they are to directly 
speak to the charge nurse. 

B 	 Employees are asked to give four (4) hours notice of not being able to work 
as assigned. 

2. 	Dietary Employees 

A. 	 Dietary staff are to directly speak to management representatives in the 
following order: a) Dietary Supervisor, b) Lead Cook, c) Charge Nurse 

3. 	 Laundry, Maintenance, and Recreation Employees 

A 	 Speak directly to the supervisor, at home if necessary; if unavailable, follow 
the chain of command. If unsuccessful, call the charge nurse. 

4. 	Business Office 

A 	 Employees will directly speak to their supervisor of their inability to report for 
their assigned shift. If their supervisor is not in the facility, they are to follow 
the chain of command. 
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