Discharged/ Attendance (Absenteeism & Tardiness) - Claimant Questionnaire 
	1
	*What is the date of your last absence or tardiness?  If an absence lasted more than one day, give the period of time you were absent.  If you were tardy, how late were you?

	
	<text area>



	2
	*Why were you absent or tardy?

	
	<text area>



	3
	*Did you have an illness or an injury that caused your last absence or tardiness?
	o Yes   o No

	
	3a
	If yes, describe your illness, injury or medical condition and explain why it caused you to miss work.  Be specific.

	
	
	<text area>



	
	3b
	Did your employer request a doctor’s note?
	o Yes   o No

	
	
	-
	If so, did you provide one?
	o Yes   o No

	
	
	
	o
	If no, why not?

	
	
	
	
	<text area>

	
	
	
	o
	If you did provide a doctor's note, what did the document say? Provide a copy.

	
	
	
	
	<text area>



	4
	*Did you notify the employer that you were going to be absent or tardy?
	o Yes   o No

	
	If yes:

	
	4a
	Whom did you contact? Name(s)/Title(s)

	
	
	<text area>



	
	4b
	How did you contact the employer? If by phone, include number you called.

	
	
	<text area>



	
	4c
	On what date and at what time did you contact the employer?  If the contact was after your normal start time, explain why.

	
	
	<text area>



	5
	If you did not notify your employer that you would be absent or tardy:

	
	
	Why not?

	
	
	<text area>


	6
	Before your last absence or incident of tardiness, had your employer told you what would happen the next time you were absent or tardy?
	o Yes   o No

	
	6a
	If yes, what were you told?

	
	
	<text area>



	
	6b
	When did you next contact your employer?

	
	
	<text area>



	7
	*List or summarize your attendance record with this employer.  Give the dates and reasons for each absence or tardiness.  If you don’t know the exact dates, give approximate dates and times.

	
	<text area>



	8
	*Were you discharged for violation of a company rule or policy?
	o Yes   o No

	
	If yes:

	
	8a
	What company rule or policies were you discharged for violating?  

	
	
	<text area>



	
	8b
	What is the reason for the company rule or policy, if known?

	
	
	<text area>



	
	8c
	What did you do that was in violation of the rule or policy?  Be specific.

	
	
	<text area>



	
	8d
	Were you aware of the rule or policy?
	o Yes   o No

	
	
	-
	If yes, how were you made aware of the rule or policy?

	
	
	
	<text area>



	
	8e
	What are the consequences of violating the rule or policy (warnings, suspension, discharge)?

	
	
	<text area>



	9
	*Were you issued any verbal or written warnings for attendance and/or tardiness?
	o Yes   o No

	
	If no:

	
	9a
	Were you aware that your actions or behaviors were not acceptable to your employer?
	o Yes   o No

	
	
	-
	If yes, how and when were you made aware that this was not acceptable to your employer?

	
	
	
	<text area>



	
	If yes to warnings being issued:

	
	9b
	When was your last warning issued?
	mm/dd/yyyy

	
	9c
	Why was the warning issued?

	
	
	<text area>



	
	9d
	Who gave you the warning (name(s)/title(s)) and was the warning written or verbal?

	
	
	<text area>



	
	9e
	What was stated in the warning?

	
	
	<text area>



	
	9f
	Did the warning state that you could be discharged for a future incident?
	o Yes   o No

	
	
	-
	If no, what was your understanding of the consequences of a future incident?

	
	
	
	<text area>



	10
	*Were you issued any other warnings?
	o Yes   o No

	
	10a
	If yes, who issued the warnings (name(s)/title(s)), when were the warnings issued, were they written or verbal and what was stated in the warnings?

	
	
	<text area>



	11
	*What steps, if any, did you take to improve your attendance or tardiness?

	
	<text area>



	12
	*Are you aware if all similar cases have been treated in the same manner?
	o Yes   o No   o Don’t know

	
	12a
	If no, explain.

	
	
	<text area>




