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Departmental Standard Operating Procedure (DSOP) 

DSOP No. 22-01 

Last Amended: January 1, 2023 

Effective:  January 5, 2026 

 

SUBJECT: MIAMI-DADE AVIATION DEPARTMENT ATTENDANCE POLICY FOR 

OPERATIONS DIVISIONS (LANDSIDE, TERMINAL, AIRSIDE, AND SAFETY AND 

SECURITY)  

 

PURPOSE: To establish a uniform policy and procedure for managing absenteeism and 

tardiness for all non-job basis (hourly) employees within the Miami-Dade Aviation Department 
(MDAD) Operation Divisions. Through the development of this policy, Department management 
is establishing a plan towards reducing infractions of unscheduled sick/annual leave, tardiness, 
and time clock errors, while ensuring fairness and consistency with the related progressive 
disciplinary process. 
 
This policy was initially implemented on January 1, 2022, this amended policy will be effective 
January 5, 2026. Employees who received verbal counseling(s), a Record of Counseling (ROC), 
or a Disciplinary Action Report (DAR), and incurred attendance infractions in 2025 will be issued 
appropriate progressive disciplinary action. 
 

I. AUTHORITY:   

 
A. Article 16: Hours of Work – AFSCME Local 1542 Collective Bargaining Agreement 

 
B. Operational Directive No. 99-03, Aviation Department Written Directive System 

 
C. Departmental Standard Operating Procedure No. 00-01, Departmental Standard 

Operating Procedures 
 

D. Chapter 25-1.2 Miami-Dade County Code, Chapter 25 Miami-Dade Aviation 
Department Rules and Regulations    
 

E. Fair Labor Standards Act (FLSA) 
 
F. Family Medical Leave Act (FMLA) 
 
G. Miami-Dade County Leave Manual 
 
H. Miami-Dade County Procedure No. 422: Job Abandonment 

 

II. DEFINITIONS:  

 
A. Absenteeism – Chronic failure to consistently report to work or remain at work as 

scheduled. 
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