
The Coop’s Official
Absenteeism Policy

If you are absent, you will owe
t wo wo r ks l ots to make up for the
a b s e n c e. After missing a shift yo u
will go onto ‘Alert Work’ for fo u r
weeks, until your squad’s next meet-
ing. During those four we e ks yo u
should do all make-ups assigned to
you. If you complete all assigned
make-ups within four weeks, you will
a u to m atically go back to ‘Ac t i v e
Work.’ If you do not complete your
make-ups within four weeks, you will
a u to m atically become ‘Suspended
Work’ and will be unable to shop.  

Squad Exceptions to the
Double Make-Up Policy

Some Squads make an exc e p t i o n
to the Coop’s double make-up policy
by assigning one make-up per
absence under certain circumstances.
If, when, and how this exception is
offered varies from squad to squad.
Please unders tand that calling the
Squad Leader in advance of an
absence does not guara ntee one
make-up. Reductions in the number
of make-ups assigned can be made
after the fact by the Squad Leader in
the "Notes to Attendance Wo r ke r "
section of the attendance book.
These notes are easier than phone
calls to the Membership Office
and/or to your Squad Leader.

Being Suspended—
the “Grace” Period

I f you find that you are
‘Suspended’ you will be given a 10-
d ay Grace Period at the ent ra n c e
desk. During the grace period yo u
m ay continue to shop while yo u
resolve your suspension. Members
who are suspended and hav e
exceeded their 10-day grace period
may not shop.

If You Know in Advance 
that You Will be Absent

It is your responsibility to try to
find someone to substitute for yo u .
Use the Committee Lists,  the
S w i tc h b o a rd, and the We b s i t e
Switchboard (www.foodcoop.com) to
locate names and phone numbers. If
you find someone to tra d e, write
down their name, member number,
and phone number. Keep that infor-
m ation until you are certain the
a r ra n g e m e nt has been fulfilled on
b oth sides. If your substitute does
n ot complete their side of the deal
you wil l not ultimately be held
responsible for make-ups assigned to
you. The office cannot assist you in
re-assigning them the make - u p s,
though, unless you get and ke e p
their info r m ation. If you can’t find
someone to substitute, call  the
Squad Leader to pre p a re them fo r
your absence. Cashiers have addi-
tional responsibilities and should call
b oth their Co-Cashier and the
M e m b e rship Office if they cannot
a r range cov e rage for an absence.
Remember, when someone subs for
you, you receive the work credit, not
them.

How to Get Un-Suspended
1. Doing Your Make - U p s :

C o m p l eting all make-ups befo re
your next wo r kshift is the pre f e r re d
way to resolve wo r k - re l ated suspen-
s i o n s. Make-ups do not have to be
done on your regular Committee, as
long as the slot on which you want
to do a make-up does not re q u i re
special training. Most make-ups do
n ot have to be scheduled in
advance. The exceptions are Cashiers
or Childcare workers: If a Cashier or
Childcare worker wants to do make-
ups in their normal positions they

must sign up in advance through the
M e m b e rship Office. (Members on
F TOP must schedule all  of their
wo r ks l ots in advance through the
membership office.)

S h ow up at the start of a sched-
uled shift and you will be guara n-
teed a make-up spot somew h e re in
the building. Showing up on time
does guara ntee that you can do a
make-up, though not necessarily on
your Committee of choice. You may
be assigned elsew h e re if the Coop
has an excess or lack of workers in a
part icular area. Let the Squad
Leader know you are there to do a
m a ke-up. Make sure you sign yo u r
name in the "Make-Ups" section of
the attendance book. If you show up
l ate to do a make-up, the Squad
Leader has the right to turn yo u
away if the shift is full. 

2. Extensions: If you don’t com-
plete all your make-ups before your
n ext scheduled shift, you can avo i d
becoming ‘Suspended Work’ by ask-
ing for an extension. The best way
to ask for an extension is in person
at your squad’s next meet i n g .
Although, if you are curre ntly sus-
pended you can contact the
M e m b e rship Office. The Squad
Leader can write in the "Notes to
Attendance Wo r ke rs" section of the
attendance book "Please give ____
an extension". An extension gives
you another four we e ks to do any
make-ups you owe. 
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“Unassigned”
If you miss two shifts in a row and

don’t do any make-ups in between,
you become unassigned and ‘sus-
pended wo r k .’ This means you no
longer have a squad assignment, are
not expected to attend future meet-
ing dates of your former squad, and
will not be able to shop.

If you’ve been unassigned, don’t
panic. There are two ways to get re-
assigned to a squad and re - g a i n
your shopping privileges:

1 . Do a make-up within fo u r
w e e ks of becoming unassigned
and you wil l  auto m atically be
returned to your squad. This does
n ot apply if you are a Cashier,
M o n i to r, Childcare, Outside or
I n d e p e n d e nt-Office wo r ker: You run
the high risk of losing your squad
the moment you become unas-
signed. 

2. Contact the Members h i p
O f f i c e : If you are on one of the
restricted committees listed abov e
and/or more than four we e ks has
passed since you got unassigned,
c o ntact the Membership Office to
select a new squad assignment. You
a re not guara nteed a spot on yo u r
former squad, though if one is avail-
able you will be welcome to it. If the
s p ot you wa nt is filled, you may

select an interim assignment and get
o nto the waiting list for your pre-
ferred squad.

New Parents
If you are a new pare nt (due to

the birth or adoption of a child) you
m ay request 12 months of pare nta l
l e ave from your Coop wo r ks l ot .
That’s 12 months per baby, not par-
ent. Yes, if twins come into your life,
your household will get 24 mont h s
of pare ntal leav e. The pare nts can
split the pare ntal leave bet we e n
them, or one parent can take it all. 

Extended Illness 
or Serious Injury

If you are ill and unable to work,
or are the primary caregiver fo r
someone who is ill or injured, yo u
m ay request a Disabil ity Wo r k
E xemption. Disability allows mem-
bers to continue shopping during ill-
nesses, etc. The Coop requires proof
of disability and/or caregiver stat u s :
the Coop provides a form to be com-
pleted by your health care provider.
Please contact the Members h i p
Office for additional information.

Death in the
Immediate Family

T h e re is one exception to the
Coop’s make-up policy. If a member
misses one workslot as a result of a

d e ath in their immediate fa m i l y,
they will not owe any make-ups for
t h at absence. Squad Leaders can
c o m m u n i c ate absences of this kind
in the "Notes…" section of the atten-
dance book. This exception cov e rs
only one wo r ks l ot. If a member is
primarily responsible for handling
the deceased’s affa i rs or simply
needs additional time to absorb the
l o s s, and will miss additional wo r k-
s l ots,  they should contact the
Membership Office to inquire about
a Bereavement Work Exemption.

Taking a Leave 
from the Coop

If you will be away from the Coop
for at least eight we e ks, you may
take a Temporary Leave of Absence.
A Te m p o rary Leave must be
a r ranged in advance with the
M e m b e rship Office and puts yo u r
m e m b e rship on hold while you are
away. You can’t shop or do make -
ups while you are on Leav e. If yo u
know your definite date of return we
will hold your workslot for you while
you are away. ■
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The Double Make-up Policy is the result of the Coop’s
rocky start in the early ‘70s when members we re only
required to do one make-up per absence. Through expe-
rience, our membership learned that by allowing mem-
bers to do only one make-up for a missed shift we were
making it just as easy to miss a scheduled shift as to do
an unscheduled make-up. Scheduled work is invaluable
to the Coop. We assign a certain number of workers to
each squad because that is the number of people neces-
sary to get the work done. When members don’t show
up for their scheduled shifts, the Coop is left short
staffed. The Double Make-up Rule is not intended as a

punishment but as an incentive for members to show up
for their regular shifts, when they are expected and
needed, rather than do make-ups  (whenever it is con-
venient and on short notice).

When people don’t show up for a workslot, an addi-
tional and unfair burden is placed on the squad mem-
bers who are present, and essential work goes undone.
Members who come regularly to their workslots have the
opportunity to get to know one another over time. We’ve
learned that when Coop members get connected to each
other they get more connected to the Coop, and that can
only be a good thing for our longevity.

History: the Double Make-Up Policy


