ATTENDANCE POLICY
The residents and clients of Sunshine literally cannot live without you.  They need your full support and love to accomplish even the small tasks of daily life.  With this in mind, the expectation is that staff is to be at work on time each day that they are scheduled. 
With that in mind, all absences and tardies will be considered unexcused and will receive points. Points will accumulate on a rolling year basis.  Any days or partial days missed due to an approved FMLA leave are not counted as absences, do not receive points, and the employee should never be subject to disciplinary action for taking time off under an approved FMLA leave.   

Any absence or tardy (which includes arriving late or leaving early) will be considered unexcused and will receive points as follows:

1. Call off or absence – 1 point
If a staff person needs to call-off for their shift, but they have found a replacement that would not go into overtime to fill their shift and they have personal or vacation hours available to cover their hours, then no points will be assigned to that call-off.  As with any change in an employee’s schedule, this must be approved by the appropriate supervisory or management personnel for your department/area prior to the start of the shift.


2. Failure to punch – ½ point


3. Tardy, leave shift and return:
a. Less than two hours:
½ point

b. Two hours or more: 
1 point


4. Leave shift early:
a. If worked at least 75% of the shift:   
½ point

b. If worked less than 75% of the shift:
1 point 

c. No points are assigned if the person is asked to leave by the supervisor due to lack of work or sufficient staffing.

d. Nurses will not receive a point for leaving within 15 minutes prior to the end of their shift if their replacement has arrived, information about the shift has been shared with that replacement, and the nurse’s work is completed. If these conditions are met, the nurse does not need to contact their supervisor for permission prior to leaving.

e. Direct Support Professionals must contact the appropriate supervisory or management personnel for their department/area for permission to leave early even if their replacement has arrived and all work has been completed.  In the Base Facility this would be the SIC/MIC, in Vocational Services the SOC, in Supported Living or Family Care Homes the house supervisor/manager or the 2nd shift manager.
f. If the need to leave the shift early is known before the start of the shift and the employee has found a replacement that would not go into overtime to fill that portion of the shift and they have personal or vacation hours available to cover their hours, then no points will be assigned. As with any change in an employee’s schedule, this must be approved by the supervisor prior to the start of the shift.



5. No Call, No Show (Staff are expected to call at least 2 hours prior to the start of the shift or required training.  It will be considered a No Call No Show if staff fails to call off before the start of the shift/required training or within one (1) hour of shift/training start. Staff will not be called with a reminder if they fail to come to work.)

a. 1st violation:
3 points, and a Level 2 disciplinary action and is informed that termination is possible with a 2nd No Call No Show
b. 2nd violation:
Management will determine continuation of employment
Employees must clock out for their 30 minute lunch break if they work in an area that allows for this type of break. If the employee is taking a 15 minute break, they may not leave the property.   Supervisors and managers will closely monitor that employees return promptly from breaks.  If a problem occurs, the employee may receive ½ point for returning late from a break.  Reminder:  There are no smoke breaks as smoking on the property or while providing services anywhere in the community or group homes is not permitted.
Employees in their orientation period are expected to have perfect attendance. If an employee accumulates more than one (1) point during their orientation period or more than one (1) point per quarter with less than one (1) year of service management will determine employment status.

The following system will be used in recording points for employees with one (1) year or more of service:

	2 – 4 points
	Advised via a memo

	5 points
	Level 1 disciplinary action

	6 – 7 points
	Advised with a memo

	8 points
	Level 2 disciplinary action

	9 points
	Advised via a memo

	10 points
	One day suspension without pay if 1st incident in past 6 months*

	10 ½ - 11 points
	Management will determine continuation of employment


NOTE:  * An employee can receive a maximum of ten (10) points once in a six (6) month period of time.  Upon receiving ten (10) points and/or additional excessive absenteeism, management will determine employment status.  
NOTE:  * Resource employees – because the nature of a resource position is to only work 1-2 shifts per month, if a resource employee receives 3-4 points for attendance, management will determine continued employment status.

Lucky Dog Pass – All hourly employees will receive 2 opportunities per calendar year to not have points assigned even though they clocked in for work 30 minutes or less late.  Employees do not receive these passes until they have been employed for six (6) months.  For those employees who earn the attendance bonus, they may also use the Lucky Dog Pass to request their attendance bonus even though they clocked in for work 30 minutes or less late.  To claim the attendance bonus when this occurs, attendance throughout the rest of the same pay period must meet the guidelines outlined in this policy. Employees should notify their supervisor when they would like to use a lucky dog pass.  If an employee becomes eligible for the attendance bonus before July 1, they will receive two passes.  If eligibility begins on or after July 1, only one pass will be given for that year.  Two Lucky Dog Passes are given in the first full pay period in January and cannot be used for the pay period just prior to that.  Lucky Dog passes are removed from the system at the end of the year if unused.  They cannot be carried over or given to another employee.

Work Related Injuries:  Absences due to the injury will be excused if the employee leaves before shift end and is off with a doctor's disability slip. For employees who are offered light duty positions due to work related restrictions, the employee may decline the light duty position without receiving an absence.  If they decline the position, the absence will be considered Family/Medical Leave and will be unpaid. Follow-up medical appointments should be scheduled during non-work hours when possible.
MEETING & TRAINING ATTENDANCE

All employees are required to attend various meetings/trainings throughout the course of their employment with Sunshine.  

To help clarify the responsibility staff has to attend meetings, the following chart has been devised:

· Routine Meetings
These meetings are ones that happen on a fairly regular basis. These could include but are not limited to:
      - Room/house/team meetings
      - IP/ISP meetings
      - Refresher training on equipment and/or procedures


The expectation is that full-time staff should be attending the majority of these meetings.  If an employee is not able to make a routine meeting, the employee is expected to call the supervisor prior to the meeting and explain why they are not able to attend. The supervisor/manager must approve the employee’s absence from the meeting. If the absence is not approved by the supervisor in advance of the meeting, one (1) point will be given.

Whenever an employee misses one of these meetings, staff is responsible for obtaining and reading the material shared at the meeting, and to provide any input prior the meeting as appropriate.  The supervisor/manager of each program will explain to staff how meeting materials will be made available.

· Mandatory Meetings/Required Trainings

Mandatory meetings occur when needed to present material that all employees in the group need to know. These could include but are not limited to:
      - Plan of Correction training – this may be needed following an 
         Abuse/Neglect investigation, or QA, Medicaid, or Licensure audit
      - Training on new medical equipment or procedure
      - Behavior plan issues (new plan components or demonstration of new
          new behavior management tool)
      - Policy or benefit changes where employees must sign off that they 
           have received the new material


If an employee is not able to attend the meeting, the employee must contact the supervisor/manager to let them know that there is a conflict.  The supervisor/manager must approve the absence from the meeting/training and approval will be given only for valid reasons (illness, for example) and would arrange for a make-up meeting or arrange for another way for the employee to get the information.  For some meetings where multiple dates and times are given, no employee may be excused from attending.  Failure to attend will count as an absence and one (1) point will be given.


· Required Training/Meetings
Required trainings include orientation and other training that must be completed to meet certification or other compliance requirements. Typically these meetings (other than orientation) are offered several times throughout the year. These required trainings/meetings could include but are not limited to: 
      - annual compliance


- Fire safety and severe weather
      - CPR/First Aid



- Abuse/Neglect
      - Residents’ rights



- Delegated Nursing
      - OSHA






If an employee is scheduled to attend one of these sessions and does not attend but calls in prior to the start of class or within one hour of the class starting, one point will be given. If an employee fails to call in, it will be considered a no call/no show and 3 points will be given. If the employee fails to attend one of these sessions within the required time frames and this results in loss of certification or compliance, the employee may not be allowed work until the training is obtained and disciplinary action up to and including dismissal could occur.  
SUPERVISORY RESPONSIBILITIES

Supervisors should be monitoring attendance closely and review each employee’s record at the end of each pay period.  If an employee has received enough points to warrant a memo or disciplinary action, the supervisor has ten days (excluding holidays and weekends) to meet with the employee and discuss the disciplinary action or memo.
SALARIED AND HOURLY ADMINISTRATIVE EMPLOYEES
Salaried (exempt from overtime) and hourly administrative employees have flexible schedules that do not have rigid start and stop times and they are sometimes able to make up any time lost during a week by extending their normal day or working on days not typically considered workdays.  This makes it more difficult for their supervisors to track attendance issues.  Additionally, salaried management positions are regularly required to be on call, take off hour calls frequently, work from home when necessary, and have many weeks where they are working more than 40 hours without overtime compensation.  These demands that are not compensated via overtime pay are part of the reasoning behind the flexible scheduling for these positions. To give some guidance, the following should be followed: In general, if a salaried employee calls off for the day for a reason not related to an FMLA issue, they would be given a point under this system, unless they work at other times to ensure their work for the week is completed.    Hourly administrative employees will have their attendance tracked in the same way as salaried employees.  An exception to this would be if there is an unscheduled call off for a portion of the work day.  In this case, points would be assigned as noted above depending on the percentage of the shift worked for that day even if they are able to make up the hours later in the week.   
HOURLY EMPLOYEE HOLIDAY PAY

Some hourly employees work in programs or areas that are closed on agency designated holidays (for example: hourly administrative employees and employees working in parts of Vocational Services) and therefore are eligible for holiday pay.  If these employees have an unexcused absence on either the day before or the day after the holiday, they are no longer eligible for holiday pay.  Absences are considered unexcused unless they are due to an approved FMLA leave.  Positions that are paid DBL time for holiday hours worked would not be affected by this.
