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Management resources for all things HR related. Stay up-to-date on company
information, policies, benefits and much more! Stay informed on processes and
requirements. 

A Leader’s Job is NOT to

do the work for others. It’s

to help others figure out

HOW to do it themselves. 

 To get things done and to

succeed beyond what

they thought possible. 

-Simon Sinek

Policy: Work Schedule

First Offense: Area Manager to send text message
immediately to employee reminding of budget/work
schedule and expectations. Area Manager to meet
employee in person to provide re-training and note to
file. 
Second Offense: Area Manager to issue First Written
Warning
Third Offense: Area Manager to issue Second Written
Warning
Fourth Offense: Area Manager to issue Final Written
Warning

Each employee’s work schedule depends upon the employee’s
specific job assignment and responsibilities. The work schedule
may change if customer demand or project needs dictate. 

 
Overextending scheduled budget hours in an assigned building
without prior authorization from your supervisor or without a valid
reason will result in disciplinary action, up to and including
termination. Management reserves the right to determine if a
reason for overextending the scheduled hours is unacceptable.

 
Overbudget offenders will need to go through disciplinary
protocol as follows:

 

Contact HR Department if you have any questions.
 



"He was having so much fun with his

classmates and teacher that he didn't

want to go home!"

Get Organized at Work!
Employee Assistance Network

F o c u s  o n  w h a t ' s  i m p o r t a n t :  R e m i n d  y o u r s e l f  o f  y o u r  l o n g - t e r m  g o a l s
a n d  r e v i s e  t h e m  w h e n  n e c e s s a r y .  S e t  d a i l y  p r i o r i t i e s  t o  m e e t  y o u r
g o a l s .
M a k e  l i s t s :  M a k e  d a i l y ,  w e e k l y  a n d  m o n t h l y  t o - d o  l i s t s  o f  i m p o r t a n t
t a s k s .  R e v i e w  y o u r  d a i l y  p r i o r i t i e s  a t  t h e  b e g i n n i n g  o f  e a c h  d a y .
M a n a g e  y o u r  t i m e  w e l l :  S c h e d u l e  q u i e t  t i m e  a t  w o r k  t o  a c c o m p l i s h
t a s k s  t h a t  n e e d  e x t r a  c o n c e n t r a t i o n .  D o  y o u r  m o s t  c h a l l e n g i n g  w o r k
w h e n  y o u r  e n e r g y  i s  a t  i t s  h i g h e s t ;  s a v e  l e s s  d e m a n d i n g  w o r k  f o r  o t h e r
t i m e s .  I f  y o u  t e n d  t o  p r o c r a s t i n a t e ,  f o c u s  o n  t h e  s e n s e  o f
a c c o m p l i s h m e n t  y o u ’ l l  f e e l  w h e n  t h e  j o b  i s  d o n e .  U s e  c o m m u t e  t i m e  t o
p l a n  y o u r  d a y ’ s  a c t i v i t i e s .
U s e  c a l e n d a r s  a n d  p l a n n e r s :  C h e c k  y o u r  w o r k  c a l e n d a r  d a i l y  t o  r e v i e w
y o u r  a c t i v i t i e s  a n d  a v o i d  c o n f l i c t s .  W r i t e  d o w n  a l l  c o m m i t m e n t s  i n
p e n c i l  r a t h e r  t h a n  t r u s t i n g  y o u r  m e m o r y .  U s e  p l a n n i n g  a n d  s c h e d u l i n g
f o r m s  a n d  s o f t w a r e  t o  h e l p  y o u  m a p  o u t  l o n g - t e r m  p r o j e c t s .
D e l e g a t e  t a s k s :  A s s i g n  t a s k s  t o  o t h e r s  w h e n  t h e  t a s k  i s  n o t  o n  y o u r
l e v e l  o f  e x p e r t i s e .  P r o v i d e  a d e q u a t e  t r a i n i n g  a n d  f e e d b a c k  o n  a s s i g n e d
p r o j e c t s .
M a n a g e  y o u r  m a i l  a n d  p h o n e  c a l l s :  S o r t  i n c o m i n g  m a i l  i n t o  c a t e g o r i e s
b y  p r i o r i t y  o r  a c t i o n .  U s e  v o i c e  m a i l  t o  s c r e e n  p h o n e  c a l l s .
R e d u c e  c l u t t e r :  C l e a r  y o u r  w o r k s p a c e .  K e e p  o n l y  t h e  m o s t  c r i t i c a l
i t e m s  a n d  i n f o r m a t i o n  y o u  n e e d  d a i l y  o n  t h e  t o p  o f  y o u r  d e s k .  A r c h i v e
r e s o u r c e  m a t e r i a l s  y o u  r a r e l y  u s e .  T o s s  o u t  d u p l i c a t e  i n f o r m a t i o n  a n d
m a t e r i a l s  t h a t  w i l l  s o o n  b e  o u t d a t e d .  
S t a y  o r g a n i z e d :  S p e n d  1 5  m i n u t e s  a t  t h e  e n d  o f  e a c h  d a y  c l e a r i n g  y o u r
d e s k  ( e m a i l )  a n d  1 5  m i n u t e s  t h e  n e x t  m o r n i n g  ( d a y )  p l a n n i n g  f o r  y o u r
d a y ’ s  a c t i v i t i e s .  R e v i e w  i t e m s  o n e  t h r o u g h  s e v e n  o n  t h i s  l i s t .

H e r e  a r e  e i g h t  o r g a n i z a t i o n a l  t i p s  t h a t  w i l l  h e l p  y o u  r e a c h  y o u r  l o n g - t e r m
g o a l s  a t  w o r k .
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