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    Purpose:

    ------------

To provide a method to control employee attendance to maintain efficient operations.
    Statement of Policy:

    -------------------------

Work attendance is vital to the functions of the Company.  Therefore, employees are expected to report to work on time and as scheduled.  Employees are expected to be at their designated work areas at their starting times and at their prescribed times after meal and break periods.  Poor attendance, reporting late, and quitting early will not be tolerated.  Repeated or habitual tardiness or absenteeism will result in disciplinary action up to and including termination.
Definitions:
· Absence:  Any unscheduled absence from work on a day or shift previously scheduled.

· Absence Occurrence:  Each period of absence from work of two or more hours.
· Exceptions to an Occurrence:  The following exceptions are not counted as an absence under this policy:
· Approved leaves for jury duty, military service, personal leaves of absence, FMLA, bereavement leaves, paid scheduled vacation and paid holidays.

· A work related injury/approved workers’ compensation absence.

· Extraordinary circumstances approved at the discretion of the Company.

· Tardiness:  Any time an employee is not ready to begin work at the time appointed for his/her scheduled shift or any employee that reports to their workstation one (1) minute past their start time or from returning from a break or lunch is considered late.  Reporting late two (2) hours or more will be considered an absence.
· Tardiness Occurrence:  Two tardiness violations will equal one (1) occurrence.

· Occurrence:  Any absence occurrence, tardy occurrence and/or Improper Call-In occurrence.

· Improper Call-In:  Failure of the employee to notify their supervisor of an anticipated tardy or absence at least two (2) hours prior to the beginning of a scheduled shift.  If the employee’s supervisor is unavailable, contact Human Resources.  An Improper Call-In will result in one (1) occurrence.

· No Call/No Show:  Failure to notify the supervisor of an absence from a prescheduled shift, including overtime shift and trade shifts, or notifying the supervisor of an anticipated absence after the shift begins.  This means if the employee does not call prior to the beginning of the shift and he/she does not show up for the shift, this will be considered a No Call/No Show.

· Job Abandonment:  Leaving the facility during a scheduled shift without prior approval from the employee’s supervisor.
· Uncompleted Shifts:  If an employee works less than 50% of the shift and leaves work with approval from the employee’s supervisor due to an illness or any other unscheduled reason, this will be considered one (1) occurrence.
    Procedure:
    --------------

1.  Discipline Procedures for Occurrences.

	Occurrences
	Action

	4th Occurrence in a rolling 12 month period
	Oral Warning

	5th Occurrence in a rolling 12 month period
	Written Warning

	6th Occurrence in a rolling 12 month period
	Written Warning, which can include suspension of three (3) days, which may be imposed without pay.

	7th Occurrence in a rolling 12 month period
	Termination


Note:  Pursuant to the Fair Labor Standards Act, exempt (salaried) employees can only be suspended without pay in limited circumstances.

For purposes of this Policy, an Occurrence will be removed on its anniversary date.  For example, if an Occurrence happens on January 1, 2000, it will be on record for one full year and will be removed on January 1, 2001.  Each Occurrence will be treated independently during the 12 months and erased on its independent anniversary date.  However, a record of any Occurrence will be kept in the employee’s personnel file.

a. Discipline Procedures for No Call/No Show:  One (1) Occurrence of a No Call/No 

Show is cause for termination.

b. Discipline Procedures for Job Abandonment:  One (1) Occurrence of Job Abandonment is cause for termination.
2. Voluntary Termination

This policy notwithstanding, some situations may be considered to be a voluntary resignation by the employee.  These situations include:

a. No Call/No Show on the first Occurrence

b. Job Abandonment by leaving the premises without the permission of a supervisor.

c. Taking gainful employment while on leave of absence without prior written approval from Human Resources.

d. Refusal to accept an offer of same or comparable position when released for return to work after an illness, injury or medical leave.

3. Other Types of Occurrence

a. An employee routinely stretches his/her breaks out.
b. An employee routinely takes more breaks than allowed

c. An employee fails to have an assigned duty completed on time due to returning from break late.

4.  Physicians Statement:  A statement from a physician releasing an employee to duty may be required any time an employee is absent from work for three (3) consecutive days.
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