Attendance Policy

Attendance and Punctuality

To maintain a productive work environment, __________ expects employees to be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness result in a burden on other employees and on the Company’s overall operations; it can also be detriment to our safety program. 

Employees who are unable to be at work on time or are unable to work as scheduled must notify their immediate supervisor or designate as soon as practically possible via telephone prior to their scheduled shift or in advance of  tardiness or absence. The actual phone numbers used to make calls to the office advising of an absence will be reviewed periodically to determine the most appropriate method. Currently, all telephone calls should be first to security; if the phone is unattended a voice mail message must be left. A second call to the absentee’s supervisor must be made in person, if the call is not received, a voice mail must be left. Calls to other personal cell phones and/or home numbers should only be used as a follow-up if so desired.
Excessive tardiness and poor attendance may lead to disciplinary action up to and including termination of employment.
Probationary Period

The probationary period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations. _________ uses this period to evaluate employee capabilities, work habits, and overall performance. Either the employee or ________ may end the employment at will any time during or after the probationary period without advance notice.

All new and rehired employees work on a probationary basis for the first 90 calendar days after their date of hire. Employees who are promoted or transferred within the company must complete a probationary period of the same length with each reassignment to a new position. Any significant absence will automatically extend a probationary period by the length of the absence.  If _________ determines that the designated probationary period does not allow sufficient time to thoroughly evaluate the employee's performance, the probationary period may be extended for a specified period.

In cases of promotions or transfers within the company, an employee who, in the sole judgment of management, is not successful in the new position can be removed from that position at any time during the probationary period.  If this occurs, the employee may be allowed to return to his or her former job or to a comparable job for which the employee is qualified, depending on the availability of such positions and ___________ needs.
Work Schedules

The normal work schedule may be changed from time to time but will usually call for 2 eight hour production shifts and 1 eight hour maintenance shift 5 days a week. The start, quit and lunch times will take into consideration the preference of the group. 

It is anticipated that the 2 production shifts will rotate every 2 weeks or as determined by the needs of the mine. 

Under the 3 shift scenario, the maintenance shift will work midnight shift, times will remain flexible and be determined by the needs of the mine.

Management reserves the right to set shift schedules & turnover and shift rotation times as required.
Management will advise employees of the times their schedules will normally begin and end. Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

Sick leave

_____________ provides paid sick leave benefits to all eligible employees for periods of temporary absence due to illnesses or injuries in accordance with this policy. This benefit will be monitored at the discretion of the _____________ management.
Employees will accrue sick leave benefits combined at the rate of twelve 8 hour days or 96 hours per year (one 8 hour day for every full month of service). Benefits are calculated on the basis of a "calendar year," this period will be pro-rated for new employees. Unused sick leave may not be carried into succeeding years.  An employee who is unavailable for work due to illness or injury and who has not accrued an appropriate amount of time to cover this period may be deducted an equivalent amount of pay for any such day absent.
Employees who are unable to report to work due to illness or personal injury should notify security (XX-XXX-XXXXX off shift hours) and their _____________ supervisor before the scheduled start of their workday. This call in procedure will be reviewed from time to time to determine the most appropriate method. The Mine Superintendent or a member of the _____________ management team should also be contacted on each additional day of absence and EIGHT HOURS prior to returning to work. Upon the return to work, and on the first day back to work, employees are responsible for ensuring that they report directly to the Mine Superintendent in person. Failure to report to the Mine Superintendent will result in disciplinary action up to and including termination of employment. 
If an employee is absent for two or more consecutive days due to illness or injury, a physician's statement shall be provided verifying the illness or disability and its beginning and expected ending dates. Such verification may be requested for other sick leave absences as well and may be required as a condition to receiving sick leave benefits. Before returning to work from a sick leave absence of two calendar days or more, an employee shall be required to provide a physician's verification that he or she may safely return to work. Sick leave benefits will be calculated based on the employee's base pay rate at the time of absence.
Concerning sick leave and overtime pay, when an employee is not at work due to illness or injury during the week and happens to get called in on his/her off day to work, the following guidelines will apply:
· Sick leave does not count as time worked towards overtime (40 hours)

· Straight time will be paid for time worked

An example would be if an employee called in sick on Monday for a twelve (12) hour or eight (8) hour shift and got called out to work on their off day, he/she would be paid twelve (12) or eight (8) hours straight time for the time worked, any additional hours would be paid at the overtime rate.
Vacation

Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and personal pursuits.  The amount of paid vacation time employees receive each year increases with the length of their employment as shown in the following schedule.

As a "Regular Full-time" and "Probationary" employee, you accrue vacation time monthly according to the following schedule.

VACATION EARNING SCHEDULE

​

	YEARS OF ELIGIBLE SERVICE
	VACATION DAYS MONTHLY
	VACATION DAYS 

EACH YEAR

	1-3 years
	1.000 days
	12 days/96 hrs

	4-5 years
	1.250 days
	15 days/120 hrs

	       6-10 years
	1.500 days
	18 days/144 hrs

	Over 10 years
	1.667 days
	20 days/160 hrs


Incremental vacation days are earned monthly beginning on the anniversary date of your employment. For example, if you started with _____________ in September 1989, you would accrue 1 day per month from September 1989 through August 1992. Beginning in September 1992 you would accrue an additional 1/4 day per month.

The length of eligible service is calculated on the basis of a "benefit year." This is the 12-month period that begins when the employee starts to earn vacation time. An employee's benefit year may be extended for any significant leave of absence except military leave of absence. Military leave has no effect on this calculation.  (See individual leave of absence policies for more information.)

Paid vacation time can be used in minimum increments of 4 hours.  To take vacation, employees must request advance approval from the Mine Superintendent or his designate. Requests are required at least one week in advance however, each request will be reviewed based on a number of factors, including business needs and staffing requirements.

Vacation time off is paid at the employee's base pay rate at the time of vacation.

As stated above, employees are encouraged to use available paid vacation time for rest, relaxation, and personal pursuits.  In the event that available vacation is not used by the end of the benefit year, and the cause was attributable to the needs of _____________, employees can carry over up to 40 hours into the next year.  This time must be used by a specific date, currently June 30 of the following year or it will be lost. This date may be reviewed by _____________ management from time to time. Vacation time accruals will begin again in the next benefit year.

Upon termination of employment, employees will be paid for unused vacation time that has been earned through the last day of work in the current year of employment; carry over vacation will not be paid back to an employee upon termination unless it can be demonstrated that any carryover vacation from the previous year which was not used is attributable to the needs of _____________. Likewise if the employee had used borrowed time against vacation accruals the company reserves the right to claim back the applicable hours in the individual’s final pay check.
At the discretion of _____________ Management vacation carryover may be used to compensate for absenteeism on a case by case basis.
Bereavement Leave

Bereavement leave will be granted to full-time employees in the event of absence necessitated by the death of a family member.  In the event of the death of an employee's spouse, parent, child, sibling, grandparent or grandchildren or the employee’s spouse’s parent, child, sibling, grandparent or grandchildren, the employee will be granted up to three days off work with pay.

Pay will be calculated based on the base pay rate at the time of absence. Unused vacation may be used if additional time off is needed.

All requests for bereavement leave should be made to the employee’s immediate supervisor or his designate.

Jury Duty

_____________ encourages employees to fulfill their civic responsibilities by serving jury duty when required.

Employees must show the jury duty summons to their immediate supervisor as soon as possible so that he can make arrangements to accommodate their absence. Of course, employees are expected to report for work whenever the court schedule permits. Either _____________ or the employee may request an excuse from jury duty if, in _____________’s judgment, the employee's absence would create serious operational difficulties.

Vacation, sick leave, and holiday benefits, will continue to accrue during jury duty leave, and time off will be considered as time worked for the purposes of computing overtime.  The employee is expected to report for work whenever court schedules permit.

Witness Duty

_____________ encourages employees to appear in court for witness duty when subpoenaed to do so.

The subpoena should be shown to the employee's immediate supervisor or his designate immediately after it is received so that operating requirements can be adjusted, where necessary, to accommodate the employee's absence. The employee is expected to report for work whenever the court schedule permits.

Vacation, sick leave, and holiday benefits, will continue to accrue during jury duty leave, and time off will be considered as time worked for the purposes of computing overtime.  The employee is expected to report for work whenever court schedules permit.

Military Leave

An employee who leaves a position (other than a temporary position) with the Company for voluntary or involuntary service in the Armed Forces of the United States, the National Guard, the Air National Guard or any other uniformed service under competent authority or any other category of persons designated by the President in time of war or emergency (military service), including active duty, active duty for training, initial active duty for training, inactive duty training, full-time National Guard duty, and fitness examinations, is entitled to a military leave of absence upon request and shall be accorded certain benefits and re-employment rights, subject to the conditions hereinafter prescribed, consistent with the Uniformed Services Employment and Reemployment Act of 1994 and the Military Selective Service Act, as amended.

The Mine President reserves the right to modify these provisions, within the limits of the applicable laws, for a specific conflict, military action, or national emergency by issuing an exception for that specific occurrence.


A.
Training with Armed Forces Reserves or National Guard

· The Company will grant leave for annual training.

· An employee must submit a copy of his/her orders to his/her supervisor.  

B.
Active Military Service

· Regular employees who are ordered or volunteer for extended active service in the Armed Forces of the United States may request an unpaid leave of absence from the Company.  The Mine President may approve such a request for a period of up to four years, or longer if statutes require.

· Life insurance coverage will continue for a period of thirty-one (31) days from the effective date of the beginning of the leave of absence.  Medical, dental and prescription drug coverage will be continued for dependents of employees ordered to active military service.  Wealth Accumulation Plan benefit accrual will continue during the military leave.

· A military allowance, equivalent to one months pay, will be paid to any regular employee who is ordered to service during a time of national emergency.

· Any such employee will be reinstated upon termination of his/her active military service to the former position, or position of like status and pay, provided he/she has not been dishonorably discharged and is physically and mentally able, with or without reasonable accommodation, to do the work required.  Any employee wishing to be reinstated must apply within ninety (90) days of being released from service if the period of active duty was longer than ninety (90) days.  For periods of active duty less than ninety (90) days, the person must apply within thirty-one (31) days.

Holidays

_____________ will grant holiday time off to all employees on the holidays listed below.

· New Year's Day (January 1)

· Presidents' Day (third Monday in February)

· Good Friday (Friday before Easter) 

· Memorial Day (last Monday in May) 

· Independence Day (July 4)

· Labor Day (first Monday in September) 

· Thanksgiving (fourth Thursday in November)

· Day after Thanksgiving

· Christmas Eve (December 24)

· Christmas (December 25)

Non-Exempt Exceptions

According to applicable restrictions, _____________ will grant paid holiday time off to all eligible Non-exempt employees immediately upon assignment to an employment classification.  Holiday pay will be calculated based on the employee’s straight-time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day.

If production requires that you work on a holiday, you will be paid regular pay plus overtime for the hours worked if you are an hourly employee. 

To qualify for the holiday pay, no sick leave time can be taken during the pay week, if either is used only straight time will be paid for the holiday worked.

Vacation, funeral leave, and jury duty does count as time worked toward holiday pay when a day on either side of the holiday is worked.

Vacation can not be taken on a paid holiday.  If a holiday falls during your vacation week, it will be charged as a holiday not worked.

Scheduled Overtime / Call-Out
Where overtime is scheduled for work to be done (excluding emergency call out situations) this work will have been carefully thought out to determine the necessity for the work with consideration for cost and hardship. All scheduled overtime will be authorized by the Mine Superintendent.
The shift supervisors are responsible for ensuring the shift compliment is complete with appropriate team members, therefore during periods of absence due to sickness the shift supervisors will call individuals to arrange cover. 
Overtime hours are calculated based on hours worked in excess of 40 hours from Monday to Sunday in a work week. Individual pay associated with hours worked in excess of 40 hours is calculated at time and a half for each hour worked over the 40 hours. 

Sickness hours will not count towards calculating hours for overtime. 

Supervisors will determine the necessity for calling out an employee using their best judgment. Consideration should be given to cost and hardship, carefully thought out to determine the necessity for the callout. The mine superintendent will be notified of the circumstances requiring the callout as soon as practical after an employee has been called to the mine. 

Due to the nature of shift work, overtime is usually performed by employees on the “off” periods within the shift roster. It is not anticipated that a significant amount of additional hours will be worked by shift workers in excess of the shift period however should an unusual situation arise which requires compensation for hardship this shall be at the discretion of the supervisors.

Travel Time
When an individual is called out to the mine for emergency work, travel time will be paid in accordance with the following guidelines:

1 All employees are required to live within 1 hour travel time to the mine. To this end the actual travel time, (not exceeding 1 hour) to the mine, and the actual travel time, (not exceeding 1 hour) back home will be paid.

2 Those individuals currently residing outside of the 1 hour travel time requirement will either;

a) Acknowledge in writing (Exhibit B) that they accept a travel time payment of 1 hour to the mine & 1 hour back home when working due to a call out, or

b) Move their residence to a suitable location within 1 hour travel time to the mine.

Travel time is only awarded to employees called out to the mine due to unforeseen circumstances.

Timekeeping

Accurately recording time worked is the responsibility of every _____________ employee. Federal and state laws require _____________ to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties.

Non-exempt employees should accurately record the number of hours they work. Adding hours which were not actually worked is a fraudulent activity and will not be tolerated. They should also record absences from work and the reason, sickness, vacation, funeral leave etc. 
Overtime work must always be approved before it is performed and must have an explanation on the right side of the timesheet.

Altering, falsifying, tampering with time records and continually late timesheets, may result in disciplinary action, up to and including termination of employment.

It is the employee's responsibility to sign his or her time record to certify the accuracy of all time recorded. The supervisor will review and then sign the time record before submitting it for payroll processing.  Timesheets are due in payroll for all employees every other Monday. Late timesheets may result in overtime pay being delayed.
EXHIBIT A

ACKNOWLEDGMENT OF ATTENDANCE POLICY 
I acknowledge that I have read and understand _____________ (Company) Attendance Policy (the “Policy”).  

I understand that, as an employee of the Company, I may be subject to disciplinary action for failure to comply with this policy.  

I understand that this Acknowledgement does not create any contractual obligations on behalf of the Company.  I understand that my employment with the Company is “at-will.”  The Company may terminate my employment at any time at its sole discretion, with or without cause or notice.  Likewise, I may terminate my employment at any time at my sole discretion.  

I have read, understand, and agree with the above statements.  

Signature




Employee Name (print)







Date

Witness

EXHIBIT B
ACKNOWLEDGMENT OF ATTENDANCE POLICY TRAVEL TIME
I acknowledge that I have read and understand _____________ Minerals, LLC (the “Company’s”) Attendance Policy (the “Policy”).  
Further, I accept that when called out to work at the mine, a payment for my travel time to work, and a payment for my travel time back home, not to exceed one hour (1 hour) regardless of actual travel time, will be acceptable as identified in this Policy.
I understand that, as an employee of the Company, I may be subject to disciplinary action for failure to comply with this policy.  

I understand that this Acknowledgement does not create any contractual obligations on behalf of the Company.  I understand that my employment with the Company is “at-will.”  The Company may terminate my employment at any time at its sole discretion, with or without cause or notice.  Likewise, I may terminate my employment at any time at my sole discretion.  

I have read, understand, and agree with the above statements.  

Signature




Employee Name (print)







Date

Witness
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