Lubricar Inc. Protocol


	Title
	42. Family Emergency

	Objective
	To ensure continued good standing in Lubricar while dealing with a family emergency.

	Responsibility
	Store Management Team and/or employee with the emergency

	Steps
	1. As the Store Manager you must inform 2 people you will be absent for a family emergency.  The District Manager and Assistant Manager of the store must be informed prior to the absence.  If you are unable to contact either the DM or the ASM, you must contact the OM for the store. When possible you must contact them PRIOR to being absent so arrangements can be made to open or close the store without you.

2. If an Assistant Manager must be absent for a family emergency, they must contact the Store Manager.  If the Assistant Manager is the manager on duty and responsible to open and close, he must inform the Store Manager PRIOR to the absence. 

3. If an employee must be absent for a family emergency they must notify the manager on duty.   When possible the employee needs to notify the manager prior to the absence, but MUST be notify the manager on the same day the emergency occurs.

4. Supporting Documentation will be required from all levels of management and employees. 
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