STEELCRAFT WELDER - BI-WEEKLY ATTENDANCE SPREADSHEET FORM

WEE QLW Dec. 15— Dec. 27, 2025 Key

Team / Class /
Department Name
Supervisor or Facilitator

Present P

Unexcused Absence U

Name

Location or Session Type Excused Absence E
Work Hours: 8:30 AM — 5:00 PM

Workdays: Monday — Saturday Tardy T
Ref #. SCWNL/HR-
OPS/SAF/016-2025
Weekly Total

Attendance Status i lat
Name Role or Position (auto-populates) Notes

H iR I
]




ATTENDANCE RULES
o Staff must Check-in with supervisor or store manager on duty immediately upon arrival and at closing time.
e Late arrival or early departure must be approved by the Store Manager or Assistant Director.

e Attendance will be used for performance evaluation, work clearance, and Pay-As-You-Work validation.

Verified By:

Store Manager Name:

Signature:

Date:

Approved By:

Assistant Director:
Signature:

Date:



STEELCRAFT WELDER - BI-WEEKLY APPRENTICE ATTENDANCE SPREADSHEET

WEEIgNegle[cM Dec. 15 - Dec. 27, 2025 Key
Team / Class /
Department Name Present P
Supervisor or Facilitator
Unexcused Absence | U

Location or Session Type Excused Absence E
Work Hours: 8:30 AM — 5:00 PM

Workdays: Monday — Saturday Tardy T
Ref #.
SCWNL/FRM/ATT/012-
2025
Weekly Total

Attendance Status i lat
Name Role or Position (auto-populates) Notes

I
-




ATTENDANCE RULES
o Staff must Check-in with supervisor or store manager on duty immediately upon arrival and at closing time.
e Late arrival or early departure must be approved by the Store Manager or Assistant Director.

e Attendance will be used for performance evaluation, work clearance, and Pay-As-You-Work validation.

Verified By:

Store Manager Name:

Signature:

Date:

Approved By:

Assistant Director:
Signature:

Date:



