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Saint Joseph Home of Cincinnati operates on a 24-hour basis, and the vast majority of our employees work directly or indirectly with our residents.  Regular and prompt attendance is expected of all Saint Joseph Home of Cincinnati employees and is necessary in providing consistent quality care to our residents.  It is an essential function of the job and is imperative that our employees arrive at work at their scheduled time.  When employees are absent or tardy, especially those employees working directly with the residents, someone else has to fill in for that person.  Excessive absences, tardiness, or failure to report as required may result in disciplinary action.  Saint Joseph Home of Cincinnati will apply these measures in accordance with applicable laws (FMLA, ADA, etc.).

All employees are required to call their supervisor prior to the start of their regular shift (refer to policy 3015), or follow the defined departmental procedure for reporting their absence, delay or the need to leave early prior to the start of their shift.  Employees must call in each day of an unscheduled absence unless they are able to state how long their absence will be for.  

Supervisors are responsible for monitoring their employee’s attendance records and to take appropriate action if an employee is not adhering to the attendance policy.  The policy should be monitored in a manner to assure that it is consistently handled for each employee who is in violation of the standard.  

Effective June 1, 2009 the Home will change the method in which it tracks incidents/occurrences of absences and tardiness from a “calendar year” basis to a "rolling" 12-month period measured backward from the date an employee incurs an incident/occurrence of absence or tardy.  Should the new calculation method place an employee in a severe disciplinary situation, such as discharge at the time the policy is changed, a review on a case by case basis will be made.

A. Absence Defined

1. The failure of an employee to report to work for a scheduled shift constitutes an absence.  The following are not considered absences: scheduled vacations and holidays, absences due to work-related injuries/ illnesses, jury duty, military duty, funeral leave of up to 3 days for immediate family (refer to bereavement policy #3011) or any funeral related absence which is approved by Administration, and other approved leaves of absence.

2. Supervisors have the authority and discretion to excuse absences with appropriate paperwork.  Factors to consider include, but are not limited to:

a. Verification of the circumstances requiring the employee’s absence.  For example, did the employee have a note from a doctor or health care provider verifying an illness/injury?
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A.
Absence Defined (continued)

b. Supervisor’s personal awareness of the employee’s need to miss work.  For example, the supervisor observes an employee at work who is obviously ill, and the supervisor sends the employee home.

c. The employee’s attendance and work history.  Does the employee have a pattern of absences?  

3. Employees who work less than three quarters (3/4) of their scheduled shift due to reporting late or leaving early at their request are counted as absent for that day.  Examples: If an employee is scheduled to work an 8-hour shift, he or she must work 6 hours to avoid being counted as absent.  An employee scheduled to work a 12-hour shift, including employees who sign up for additional hours following their normal 8-hour shift, must work at least 9 hours to avoid being counted as absent. Employees leaving at the supervisor’s request are not counted as absent because of over staffing. Employees leaving at the supervisor’s request due to illness will be charged an incident if they do not work at least three quarters of their shift. Employees who volunteer to make up time missed can still be counted as absent or tardy. (See A.2)  Employees not working their entire shift will be required to use PTO hours to cover the full shift.
4. An absent for consecutive scheduled workdays due to the employee’s own illness, or the illness of the employee’s immediate family, as defined in paragraph A(1) above, will be considered one incident/occurrence of absence.  Absence due to factors including, but not limited to, car trouble, lack of childcare, illness of friends or non-immediate family members, etc., will be counted as separate incidents of absence for each day missed.  For the remainder of this policy, the term “absence” refers to each “incident/occurrence of absence.”  For calculation purposes the “occurrence period” will be based upon the date of the first absence in the period.
5. Employees in certain departments who are absent on their scheduled weekend to work will be required to make up the weekend hours missed on the next weekend.

B. Attendance Calculation Method

1. Absences are tracked on a "rolling" 12-month period measured backward from the date an employee incurs an incident or occurrence of absence. Each time an employee incurs an incident or occurrence of absence the number of total occurrences during the rolling 12-month period is calculated based upon the first incident date in the occurrence.  Employees can accumulate absences up to a maximum amount determined by the employee’s status (full-time or part-time) during the continuous rolling 12-month period.   (For performance evaluation purposes, attendance is based upon the employee’s evaluation period). 

Page 2 of 6

EMPLOYEE ATTENDANCE/PUNCTUALITY





  3010

B.  Attendance Calculation Method(continued)

2. All absences, with the exception of those listed in paragraphs A (1) will be counted toward the maximum number permitted during the rolling 12-Month period.  This applies whether or not the employee has been paid for the absences through the use of accrued PTO hours.

3. Employees in their 90-Day Introductory Period will have their absences tracked in a different manner during that period.  Once released from their 90-Day Introductory Period the employee will have their absences tracked based upon the normal calculation method as stated below and any disciplinary action taken will fall into line with the next step in the normal calculation method.  (As an example, if a FT employee receives a Verbal Warning during their 90-Day Introductory Period for 2 absences, and subsequently incurs an additional 4 absences outside of their 90-day period, they will receive a second Verbal Warning).

4. Employees who change employment status such as FT to PT or PT to FT will have their attendance calculated based upon their status at the time of absence and will fall into the counting method for their current status.  Extenuating circumstances will be taken into consideration and handled on a case by case basis.  
Excessive Absenteeism

1. Full-Time Employees (non 12-HR):  Absenteeism in excess of 7 days in a rolling 
12-month period is considered excessive. 
2. Full-Time 12-Hour and Part-Time Employees: Absenteeism in excess of 5 days in a rolling 12-month period is considered excessive.  

3. 90-Day Introductory Period for Employees classified as FT, PT or any other employment status: Absenteeism in excess of 2 days during the 90-Day period is considered excessive.  
4. PRN/Temporary Employees: Absenteeism in excess of 2 days in a rolling 12-month period is considered excessive.  

D.  Disciplinary Steps for Excessive Absenteeism (normal calculation method)
1. Full-Time Employees (non 12-HR): (within a rolling 12-month period) 

A Verbal Warning will be issued on the 6th incident/occurrence of absence;
A Written Warning will be issued on the 7th incident/occurrence of absence;  Dismissal can occur on the 8th absence or on a subsequent absence.  
2. Full-Time 12-HR and Part-Time Employees: (within a rolling 12-month period)

 A Verbal Warning will be issued on the 4th incident/occurrence of absence;

 A Written Warning will be issued on the 5th incident/occurrence of absence;

 Dismissal can occur on the 6th instance or on a subsequent absence. 
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3. PRN/Temporary Employees:  (within a rolling 12-month period)

A Verbal Warning will be issued on the 2nd incident/occurrence of absence; and Dismissal can occur on the 3rd instance or on a subsequent absence.

4. Employees in their 90-Day Introductory period will be issued a Verbal Warning on the 2nd incident/occurrence of absence and Dismissal can occur at 3 occurrences.
E.  Voluntarily Resignation

1. Any employee who misses a scheduled day of work without calling within the first 2 hours of the beginning of their shift to advise his or her supervisor (no-call/no-show) is considered to have abandoned their job and will be considered to have voluntarily resigned from employment without proper notice. Exceptions to this policy can be made in extremely limited situations with the approval of the supervisor and Human Resources, such as an incapacitating injury or illness accompanied by a lack of other people who could contact Saint Joseph Home. 

F. Tardiness
Excessive tardiness will subject employees to performance counseling up to and including discharge.  Supervisors are responsible for monitoring the punctuality of their employees and taking appropriate disciplinary action with those employees who are excessively tardy.    
1. “Tardy” is defined as an employee reporting for work after the scheduled start time of their shift.  Employees are to be at their work station at the beginning of their shift. Currently employees are provided a grace period of 7 minutes after their scheduled shift start time before being required to use available PTO.  At the present time a tardy will not count unless the employee is 7 minutes or more tardy in clocking-in for the beginning of their shift.  For example, an employee scheduled to be at work at 6:30 AM is tardy if they report at 6:31 AM.  However an “official incident of tardy” will not be counted unless the employee clocked in at 6:37 or later.  “Unofficial incidents of tardy” (less than 7 minutes) will be handled informally by the supervisor for improvement.

G. Tardy Calculation Method

1. Incidents of Tardiness will be tracked on a "rolling" 12-month period measured backward from the date an employee incurs an incident of tardiness. Each time an employee incurs an incident of tardiness the number of total occurrences during the rolling 12-month period is calculated.  Employees can accumulate incidents of tardiness up to a maximum amount determined by the employee’s status (full-time or part-time) during the continuous rolling 12-month period.   (For performance evaluation purposes, attendance is based upon the employee’s evaluation period). 
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2. All incidents of tardiness will be counted toward the maximum number permitted during the rolling 12-Month period.  This applies whether or not the employee has been paid accrued PTO hours for the time.

3.
Employees in their 90-Day Introductory Period will have their incidents of tardiness tracked in a different manner.  Once released from their 90-Day Introductory Period  the employee will have their incidents of tardiness tracked based upon the normal calculation method as stated below and any disciplinary action taken will fall into line with the next step in the normal calculation method.  (As an example, if a FT employee receives a Verbal Warning during their 90-Day Introductory Period for 4 incidents of tardiness, and subsequently incurs an additional 2 incidents of tardiness outside of their 90-day period, they will receive a second Verbal Warning).
H.  Disciplinary Steps for Excessive Incidents of Tardiness

1. Full-Time Employees (non 12-HR):  (within a rolling 12-month)
Verbal Warning will be issued on the 6th incident of tardy  
Written Warning will be issued on the 9th incident of tardy  
Final Written Warning  will be issued on the 12th incident of tardy  

Discharge can occur on the 13th incident of tardy  
2.
Full-Time 12-Hour and Part-Time Employees: (within a rolling 12-month)

Verbal Warning will be issued on the 4th incident of tardy  
Written Warning will be issued on the 6th incident of tardy  
Final Written Warning will be issued on the 8th incident of tardy  
Discharge can occur on the 9th incident of tardy  
3.
PRN Employees: (within a rolling 12-month)
Verbal Warning will be issued on the 3th incident of tardy  
Written Warning will be issued on the 4th incident of tardy  
Final Written Warning will be issued on the 5th incident of tardy  
Discharge can occur on the 6th incident of tardy 

4.
90-Day Introductory Period Employees:

1.
FT employees within their 90 Day Introductory period will receive:

· Counsel for 2 incidents of tardy; 
· Verbal Warning for 4 incidents of tardy;  



· Written Warning for 6 incidents of tardy; 



· Discharge can occur with the 7th incident of tardy.


2.
PT employees within their 90 day-Day Introductory period will receive:


· Counsel for 2 incidents of tardy; 
· Verbal Warning for 3 incidents of tardy;

·  Written Warning for 4 incidents of tardy;
· Discharge can occur with the 5th incident of tardy.
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Generally, Human Resources should be contacted for advice or assistance prior to initiation of any disciplinary action.

Excessive absenteeism or tardiness, regardless of the reason, which renders the employee insufficiently available for work, will be evaluated on a case-by-case basis to determine whether the employee should be retained.  Nothing in this policy requires that each step be followed in order. Under some circumstances a more severe disciplinary action maybe taken.

Reviewed:
8-00, 10-02, 12-04, 6-05, 5-09, 12-09
Revised:
6-96, 7-98, 3-99, 8-99, 12-99, 12-01, 11-03, 12-04, 6-05, 5-09, 12-09
Effective:
7-94
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