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READING FIRE DEPARTMENT               OPERATING GUIDELINE – BOOK 1 
       

SUBJECT:  Performance of Duty: Attendance SECTION:  105.03 

REVISED:  MARCH 1, 2008 PAGE(S):  1 

 
PURPOSE 
 
To assure attendance of employees at the place and during the times assigned for 
duty.  
 
 
RULES 
 

A. Every employee shall report for duty at the time and place designated by 
his superior, and failure to report shall be deemed neglect of duty.  

 
B. No employee shall be absent when leave has not been granted.  

 
C. An employee who is unable to report for scheduled duty will notify, or 

cause to be notified, the concerned supervisor stating the reason and 
the expected date and time of return. Notification shall be accomplished 
if possible within one hour of scheduled duty time.  

 
D. An employee shall not fake illness or injury. If convalescence is to be at 

a location other than his residence, he will notify the Fire Chief.  
 

E. An employee shall not leave a post or other assignment without having 
been properly relieved.  An employee who is caused to leave his post or 
other assignment because of an emergency without being relieved shall 
notify or cause notification to his supervisor as soon as possible of the 
absence, the reason for it, and the employees’ present whereabouts and 
activity. 

 
 
 
 


