	

	

	
EMPLOYEE ATTENDANCE POLICY
	Effective Date: 
June 1, 1998



1.
POLICY:  The primary objective of this policy is to provide guidelines for uniform application throughout the division and to minimize absenteeism.


Excessive absenteeism can greatly reduce the employee’s take-home pay, in addition to adversely affecting the efficiency of the operations.  As a member of the XXX Team, each employee is needed at work in order for the team to function efficiently.


Each employee can strive for good attendance by:

· Maintaining reasonable health standards and taking precautions against disability or illness;

· Not permitting minor inconvenience to cause lapse of attendance;

· Making every effort to live and work safely--observing safety rules and practicing safety both on and off the job; and

· Attending to personal affairs and obligations outside of working hours.


1.1

ABSENCE:  When an employee is not on duty at the start of or during a shift on which he/she is scheduled to work (Article XI, Leave of Absence, Section A).  An absence of any length shall be counted as one (1) absence under this policy (i.e., consecutive days for a common reason), except as provided in (ii) below.




(i)
Reasons which count as absences are:

· Late start will be counted as one-half (½) absence

· Early leave will be counted as one-half (½) absences unless an early leave is accompanied by a consecutive day missed then the absence will be counted as a full absence

· Personal Time Off

· Sickness

· Off the Job Injury/Disability

· Unexcused Absence (any of the above can fall into this category)




(ii)
If more than a one (1) day period is unexcused, each day is counted as an Unexcused Absence.  In some circumstances calling prior to shift or furnishing verification may or may not be accepted as excused absences.




(iii)
Absences as defined in the labor agreement, as follows, will not count as an absence.  Three days prior notice required for 1 through 5.





1.
Jury and Witness Leave
6.
Bereavement Leave





2.
Military Leave
7.
Disciplinary Lay-off





3.
Military Encampment Leave
8.
On-the-job injury





4.
Court Attendance Leave
9.
Vacations





5.
Union Leave
10.
Holidays/Pd/Not worked





6.
Family Medical Leave
11.
Company Convenience







(30 days req’d)


1.2

ATTENDANCE MEASUREMENT:  An employee’s attendance will be measured on a 12 month rolling period (looking back one year from the current date).  When the Action Guidelines are administered, look back one year from the last absence.


1.3

Employees will be notified of all absences.


1.4


ATTENDANCE GRID
	ABSENCES

(Excused & Unexcused

Absences)
	UNEXCUSED

ABSENCES ONLY
	ACTION GUIDELINES

	4 Absences
	
	Step 1:
Verbal Coaching

	5 Absences
	1 Unexcused
	Step 2:
Verbal Coaching/Written Warning

	6 Absences
	2 Unexcused
	Step 3:
Written Warning & Employee Commitment Plan to Improve Attendance

	7 Absences
	3 Unexcused
	Step 4:
One (1) Day Suspension

	8 Absences
	4 Unexcused
	Step 5:
Termination Review



Note:
1)  An unexcused absence also counts as an absence.




2)  Any absence after step 2, requires documentation satisfactory to the Company.


1.5

ATTENDANCE INCENTIVE:  To reward good attendance, an employee with absences outside of the grid (three and a half or less absences and zero unexcused absences) will receive $200.  This acknowledgment will be paid following the anniversary date of the later of the effective date of this policy, the last occurrence of an absence on the grid, or the hire date provided the employee has worked at least 1760 hours in the 12 month rolling period.


1.6

SUPERVISORY REVIEW OF ABSENCE:  Salaried supervision will make final determination whether an employee’s reason for being off is excusable or unexcusable, based upon these guidelines.


1.7

SPECIAL CIRCUMSTANCES:  In the administration of this Policy, discretion may be exercised by Human Resources in evaluating employee requests for review of “Special” circumstances beginning at Step 2.  (Definition of “Special” circumstances:  Special circumstances is defined as multiple absences, related to a specific event or health condition which, through accumulation, could jeopardize employment.)

2.
SCOPE:
Bargaining Unit Employees - XXX.

3.
ADMINISTRATIVE RESPONSIBILITY:  Manager - Human Resources






