Absence  and Return Policy

Purpose:

The purpose of this policy is to establish rules for employees for reporting absences, reporting back to work after absences, and requesting absences for personal business.  This policy also provides for recognition to be given to those employees with outstanding attendance records and for disciplinary action to be imposed in the following cases:


1) Proper notice of absence is not given


2) Absences are excessive.

3) Provisions of this procedure are not followed
Scope:

This policy applies to all Your Company Name employees.

Responsibility:

All employees are responsible for following the guidelines of this policy.  Supervisors are responsible for addressing attendance problems.
Method:

Regular attendance is essential and is expected of all employees.  Each employee is responsible for giving proper notice when absent.  Although it is reasonable for employees to be excused for occasional absences, employees have the responsibility of reporting to work on a regular basis when scheduled, including scheduled overtime.  Failure to be on the job when scheduled reduces plant efficiency and burdens other employees.  No plant can operate profitably unless it can depend on regular attendance by all employees.  The goal of this policy is to treat all employees fairly and consistently and to recognize that each situation must be evaluated on its individual merits.

I.  Reporting Off From Work
A.  Absences Due to Sickness or Disability

1. It is the responsibility of a sick or disabled employee to give as much notification as possible to their immediate supervisor.  If an employee is unable to call, a family member should call for them.  It is not acceptable to have a fellow worker report an absence, nor should you call Human Resources to report the absence.  The supervisor should receive notification of inability to work at least two hours prior to the time an employee is scheduled to report to work, unless a reason satisfactory to a Company supervisor is given for the delay. In the case of shift or day workers in Operations, employees shall speak with the Supervisor in the employee’s work area.  If the immediate supervisor is not available, an Area Coordinator or Superintendent should be notified. It is not appropriate to leave a voice mail message; employees must speak with a Supervisor.   For Maintenance day workers, if the Maintenance Supervisor is not available, an Area Coordinator shall be contacted.

2. Employees who are absent from work because of illness should not be engaged in activities which might call into question the validity of their absence. An employee who is not disabled, but files claim for and receives disability benefits, would be considered to be defrauding the Company of benefits, and would be subject to disciplinary action, up to and including termination of employment, An employee who notifies the Company that they are disabled and unable to work should not be engaged in activities outside the home, unless those activities are directly related to treatment and rehabilitation. Questions regarding what activities might be acceptable should be directed to Human Resources. Employees should never conduct personal business for profit when being paid by the Company, whether at work or while on STD.

3. Any employee who is collecting disability payments (STD) from the Company must be available for work at all times if called. It is the Company’s right to determine if work is available for the employee. Employees, therefore, are required to contact the Medical Department and their supervision every day of an absence. Furthermore, employees are expected to provide a home telephone number where the Company can contact them at any time. An employee who cannot be reached cannot be considered to be complying with these requirements. Noncompliance can result in no pay and/or disciplinary action.
4. If an occupational injury/illness becomes apparent after work hours, then the employee must report the incident to supervision immediately via telephone.  The supervisor will immediately notify Medical to ensure the employee receives prompt care. This notification should take place by utilizing the attached Absence Notification and Follow-Up Report.  If any medical attention or work restrictions are required, the site’s SHE/HSSE Staff must be notified.

5. Should an employee become ill on the job and request permission to go home, they should be sent to the Medical Department.  If illness occurs at times when the Medical Department is not staffed, the employee should report to their immediate supervisor, who will release the employee to go home or determine if further medical assistance is needed.   If the employee is incapacitated and unable to make their own arrangements, appropriate transportation will be provided.

6. Short Term Disability (STD) or OI&I Benefits will not be paid covering any period prior to the time the illness/injury was officially reported, unless an acceptable reason exists for the delay.

B.  Absences Due to Reasons Other Than Sickness or Disability

1.  An employee must secure prior permission from his supervisor to be absent or tardy for reasons other than sickness or disability.  The request for permission must be made as soon as the employee knows that he needs time off.  
2.  In case of tardiness (either coming to work late or leaving work early), the supervisor will secure all the facts regarding the reasons for the employee's tardiness and submit them on the Absence Notification and Follow-Up Report (Attachment I).

3.  If an employee needs to leave the job before the end of his work period, he must make arrangements with and obtain permission from his immediate supervisor.  If his supervisor is not available, permission must be obtained from an Area Coordinator or Department Manager, as applicable.

II. Reporting Back to Work

An employee must give as much notice as possible prior to reporting back to work, unless the expected return time has been previously arranged.  Such notice must be given to a supervisor in his/her department.

An employee who is absent for three (3) or more consecutive workdays, due to sickness, disability, or industrial injury is expected to seek medical services and secure a medical approval to return to work.  Additionally, the employee must report to the Medical Department with medical information from their personal Physician before returning to work. Return to work documentation will include a complete diagnosis, dates and times of appointments/treatments, as well as return to work capabilities. At the discretion of the Company, an employee may be required to provide Medical documentation to justify an absence of shorter duration, one or two days, and documentation may be required from the first day of absence to receive STD. 
If temporary medical restrictions are placed on an employee, the medical department will contact the appropriate supervisor to determine whether or not the restrictions can be accommodated.  The Medical Department must issue a "Back to Work" release covering any restrictions prior to returning to work.  Such release will be electronically sent to the appropriate Departmental Supervisor, Supervisor, Payroll and Human Resources. In all cases, the Company has the right to make a determination whether there is work available for an employee.
When the Plant Nurse has knowledge of cases requiring prior approval of the Plant Physician, s/he will so notify the appropriate Department Manager.  When an employee is out of work for a considerable period of time, it is the employee’s responsibility to maintain daily contact with the Plant Nurse (unless instructed otherwise), in order for the Nurse to determine the employee’s status periodically if a medical problem or change in medical status arises.

III.  Record Keeping
Supervisors who receive calls or requests from employees concerning absences will record the date, time, reasons, and similar pertinent information given by the employee on the electronic “Absence Notification and Follow-up Report” (Attachment I).  The employee’s WTL/Supervisor should also maintain a hard copy and make a note on the employee’s EDL (Employee Development Log) regarding the absence.

IV. General
It is the responsibility of each employee to be sure his absence or tardiness is properly reported.

In case of continuing illness, an employee must keep his supervisor (the supervisor on duty in his work area in the case of shift workers) and the Plant Nurse informed through daily  contact as to how long he/she expects to be disabled and when he/she expects to resume his/her normal duties.  If time of expected return is not known when reporting off, it is the employee's duty to report to supervision as soon as these facts are known.  See FMLA policy for description of possible flags for referral to HR for FMLA paperwork.

V.  Recognition
Perfect Attendance: Non-exempt and hourly employees working a calendar year without an absence will be recognized for their accomplishment.  The following will not be considered as absences for recognition of perfect attendance:

  a) Paid jury duty

  b) Paid funeral leave

  c) Approved military leave (Does not include voluntary training)

  d) Court appearance under subpoena

  e) Excused without pay taken for “part-day” vacations as outlined in the vacation selection 
policies

  f) Time off for Company approved participation in civic activities 

  g) Approved Family and Medical Leave

VI. Absence Abuse Guidelines
1. Excessive Absences

In evaluating whether or not an employee's attendance is unacceptable, discretion and judgment must be applied.  In exercising judgment the following criteria should be considered:  previous attendance record, the total number of days absent, the extent to which the employee's absences are excessive, the occurrence rate, tardiness record, absence pattern, and the circumstances surrounding the absence(s). The following will be used as a guide for determining when an employee is absent excessively:


1)
An employee has three (3) or more occurrences in a rolling six (6) month period.  An occurrence is an unbroken block of absences for a single reason (i.e. an employee missing three (3) days work with the flu will be considered one occurrence).


2)
An employee has five (5) or more occurrences in a rolling twelve (12) month period.

In cases of suspected absence abuse, the supervisor should review each case with their supervisor and Human Resources to determine if action is warranted, and at what level.    All reviews and any disciplinary action taken should be fully documented and supported in the Employee Development Log. To advance into discipline steps, the following reviews are required:

Oral Reminder - No review required 

Written Reminder – supervisor, with the concurrence of the next level of supervision and HR

Decision Making Leave (DML)   ‑ those listed above and department head

Termination ‑ all listed above and plant manager

The guidelines for excessive absences are used only as a standard to measure an employee's performance. They do not automatically imply a person will be put into disciplinary steps once the guideline number is met or exceeded. Nor should absences below the threshold be considered an entitlement.  The guidelines do not preclude supervision from taking the appropriate corrective action any time an absence occurs, particularly when a pattern of process manipulation exists.
2.  Covered Absences: 

All absences from scheduled work will be monitored; however, the following absences will not be recognized as a part of the disciplinary process:

    a) Paid jury duty

    b) Paid funeral leave

    c) Approved military leave

    d) Approved leave of absence

    e) Disciplinary suspension

    f)  Court appearance under subpoena

    g) Occupational illness or injury

    h) Vacation time

    I)  Voluntary time off for the convenience of the Company

    j) Excused without pay taken for "part‑day" vacations as outlined in the vacation selection policies

    k) Time off for Company approved participation in civic activities

    l)  Approved Family and Medical Leave 

   m) Emergency response team training 

3. Monitoring Procedure: 

Following any absence an employee must report to their supervisor to review the nature of the absence.  Every supervisor will be responsible for maintaining and monitoring the attendance records of their subordinates. Monitoring of attendance is an ongoing process and is recognized as a part of an employee's total overall performance record.  

4. Absence Reports: 

It will be the responsibility of the Human Resources Department to supply absence control performance data to plant management.  This data will be used to assist management for setting plant-wide attendance goals and to aid the line organization in determining plant/departmental norms. 
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ATTACHMENT I

ABSENCE NOTIFICATION AND FOLLOW-UP REPORT

SECTION I

Employee Name:  
     


Date:       
      Time of Call:       
Employee’s Contact Phone Number:       

TYPE:  FORMDROPDOWN 

Area/Shift:  
 FORMDROPDOWN 


Shift:  
 FORMDROPDOWN 

Expected Return Date:   FORMDROPDOWN 

If “OTHER”:       
Name of Supervisor Receiving Call:  
This call is for:
 FORMDROPDOWN 

IF FAMILY STD, EMPLOYEE MUST PROVIDE FAMILY MEMBER:
 FORMDROPDOWN 

Forward this form to the supervisor of employee calling off, HR Name of HR Person to send to.

SECTION II

(To be completed by Supervisor after Employee returns to work)

Following any absence, the supervisor should meet with the employee to review the nature of the absence.  Ask yourself the following:

Have I recorded the absence on the Employee Development Log (EDL)?

Does the absence qualify as a covered absence under the Family and Medical Leave Act (FMLA)?

Is the employee aware of where they stand in relation to the Positive Discipline Policy (3 absences/tardy in 6 months or 5 absences/tardy in 12 months calls for formal action – a step in the PD progression)?

Date Coaching was given:       
Employee’s Signature:  _________________________________________________
Supervisor’s Signature:  ________________________________________________
