Alcoa Davenport Works - Plant Wide
 Attendance Management Policy – USW & IBEW

Effective 1/1/2009
Policy Statement:
Good attendance and punctuality in reporting to work is essential to the effective operation of the Company.  In order to meet customer and business needs, the Company expects every employee to be at work when scheduled.

While it is recognized that many employees may maintain a good attendance record, there are employees that demonstrate attendance issues and put a burden on both the Company and their co-workers.  It is necessary to have a consistent Attendance Management Policy that is applied equally across the plant.  This Policy is designed to address absenteeism in a corrective manner, make employees accountable for their own attendance, and reward and recognize where appropriate.
Return to Work Review:
When an employee returns from an absence, a review will be conducted with his/her union representative and supervisor.  This meeting will be documented using a standard “Return to Work Review” format.  It will not be necessary to review an absence with the employee if the absence applies to the “What is Excused” list.
Return to Work Reviews must be conducted on the employee’s first day of returning to work.  However, the employee is responsible and must maintain his/her attendance management by submitting appropriate absence forms as required under “What is Excused” list regardless of the timing of the Return to Work Review.

What is Excused: 
1. Vacation, including Day-at-a-Time Vacation (if applicable).
2. Bereavement leave per the labor agreement (requires documentation).
3. Jury or witness leave per the labor agreement (requires Clerk of Court documentation).
4. Authorized unpaid leave of absence – Minimum of 5-scheduled work days (requires Departmental approval).
5. Military Leave (requires governmental documentation prior to leave).
6. Properly excused Union Business must be requested in advance and in writing by Union President or designee (excludes bargaining committee).
7. Company Business (requires Management approval).

8. Schedule Complete – due to business requirements, no work available (requires Departmental approval).
9. Earned time off.

10. Worker’s Compensation
11. Any days determined by Plant Management to be excused:  Train delays - blocking entrance for a minimum of 10 minutes prior to the start of the shift.
	Example:
	
	
	
	

	Entrance Blocked
	Entrance Open
	Minutes Blocked
	Late Arrival Excused, if Clocked in by:

	XX:40
	XX:50
	10 min
	Excused
	XX:00

	XX:41
	XX:51
	10 min
	Excused
	XX:01

	XX:42
	XX:52
	10 min
	Excused
	XX:02

	XX:43
	XX:53
	10 min
	Excused
	XX:03

	XX:44
	XX:54
	10 min
	Excused
	XX:04

	XX:45
	XX:55
	10 min
	Excused
	XX:05

	XX:46
	XX:56
	10 min
	Excused
	XX:06

	XX:47
	XX:57
	10 min
	Excused
	XX:07

	XX:48
	XX:58
	10 min
	Excused
	XX:08

	XX:49
	XX:59
	10 min
	Excused
	XX:09

	XX:50
	XX:00
	10 min
	Excused
	XX:10

	XX:51
	XX:00
	9 min
	No
	N/A

	XX:52
	XX:00
	8 min
	No
	N/A

	XX:53
	XX:00
	7 min
	No
	N/A

	XX:54
	XX:00
	6 min
	No
	N/A

	XX:55
	XX:00
	5 min
	No
	N/A

	XX:56
	XX:00
	4 min
	No
	N/A

	XX:57
	XX:00
	3 min
	No
	N/A

	XX:58
	XX:00
	2 min
	No
	N/A

	XX:59
	XX:00
	1 min
	No
	N/A


12. Approved Short and Long-Term Disability (S&A) (requires disability administrator approval).  If an employee’s S&A Disability claim is denied for not meeting the 7-day wait period, he/she may submit a completed 1-page FMLA Request Form no later than 2 business days of his/her notification of denial and he/she must submit the 6-page FMLA Medical Certification completed by his/her health care provider in 15 calendar days from the date of denial.  FMLA packets are available at each gate (East, Center and West).

13. Ambulance/Company Vehicle - An employee who is absent from work as a result of leaving Plant site via company vehicle (ambulance/Company vehicle) due to a medical condition will not receive an incident on his/her attendance record.  This does not apply to employees who may leave through Medical Department for other reasons.  The excused absence does not apply to employees who are evaluated at the hospital/medical facility, then are released to come back to work the same day, but choose not to return to work.  The excusal does not apply to any other day other than the day in which the employee leaves Plant site as outlined above.
14. Medical Department - If an employee leaves work through the Medical Department due to a personal (non-work related) injury/illness and feels he/she may have a “Serious Health Condition” (ref:  FMLA Policy – “Definition of a Serious Health Condition.”), he/she may submit a completed 1-page FMLA Request Form no later than 2 business days of his/her return to work and he/she must submit the 6-page FMLA Medical Certification completed by his/her health care provider in 15 calendar days from the date of absence.  FMLA packets are available at each gate (East, Center and West). 
15. Approved FMLA – Employee is required to use all but one week of vacation for FMLA (requires FMLA Medical Certification).  An employee may have a health condition that is not a qualified “Serious” health condition per FMLA law (ref:  FMLA Policy – “Definition of a Serious Health Condition.”).  Ordinarily, unless complications arise, the common cold, flu, ear ache, upset stomach, etc., are examples of conditions that do not meet the definition of a serious health condition and do not qualify for FMLA leave.  If an employee feels his/her absence may qualify for FMLA for him/herself and/or a family member, he/she must submit a completed 1-page FMLA Request Form no later than 2 business days of his/her return to work and he/she must submit the 6-page FMLA Medical Certification completed by his/her/family member’s health care provider in 15 calendar days from the date of absence.  FMLA packets are available at each gate (East, Center and West).  
16. Earned “Sick / Personal Leave” (Unpaid) – Earned Sick / Personal Leave was developed for employees to use for personal illness or take care of personal issues.
a. S/PL = ½ shift.

b. An employee must submit a S/PL Form no later than 2 business days of the employee’s return to work in order to designate the absence as S/PL.  After the 2 business day requirement, retroactive S/PL will not be granted.  S/PL Forms must be submitted in the FMLA Drop Boxes located at each gate (East, Center and West).  Documentation is not required.  

c. If the employee becomes sick at work, earned S/PL may be used.  However, the employee must go through the Medical Department prior to leaving.

d. S/PL’s do not replace FMLA and are to be used for non-FMLA qualified absences only. 

e. S/PL’s do not count towards an employee’s absentee discipline but does count/disqualify an employee under the ETO-Perfect Incentive.  An employee can have 1 unexcused incident or use 1 S/PL (½ shift) per half year and qualify for ETO-Good Incentive.   

f. S/PL’s may not be used on a contract covered holiday.  

g. An employee may use a S/PL (½ shift) and then report off work for the other half shift.  He/she will receive 0.5 incidents.  A whole shift absence may be covered with 2 (½ shift) S/PL’s and the employee will be charged 0 incidents.   

h. An employee may use S/PL (½ shift) + ETO (½ shift – pre-approved) to cover a whole day absence.

i. An employee may earn a S/PL (½ shift) per calendar quarter if he/she:

· Has 0 (zero) incidents in the calendar quarter; and 

· Works 375 hours per calendar quarter (Vacation, Union Business, and holiday hours taken count towards hours worked).
· Employees who have attendance and/or conduct discipline on their record are eligible to earn Sick / Personal Leaves.  

j. An employee may use a maximum of four (½ shifts) S/PL’s in a calendar year.

k. An employee may carry over a maximum of four (½ shifts) S/PL’s from one calendar year into the next calendar year.  (Carry Over process is automatic; Unused S/PL’s are lost.)
	+ 4 S/PL     Employee carried over from previous calendar year (max of 4)

+ 4 S/PL     Employee earned 1st, 2nd, 3rd, 4th Qtr

- 4 S/PL      Employee used All 4 S/PL’s for current calendar year
	New Calendar Year

+ 0 S/PL     Employee carried over no S/PL from previous calendar year

+ 2 S/PL     Employee earned 1st, 2nd Qtr

    0 S/PL     Employee used 0 S/PL’s

	New Calendar Year

+ 4 S/PL’s  Employee carried over from previous calendar year (max of 4)

+ 4 S/PL     Employee earned 1st, 2nd, 3rd, 4th Qtr

- 2 S/PL      Employee used

- 2 S/PL      Employee lost unused


	New Calendar Year

+ 2 S/PL     Employee carried over from previous calendar year

Etc…..

	New Calendar Year

+ 4 S/PL’s  Employee carried over from previous calendar year (max of 4)

   0 S/PL     Employee did not earn 1st, 2nd, 3rd, 4th Qtr   

- 4 S/PL’s   Employee used all 4 S/PL’s for current calendar year
	


Note:  Business Day – For the purposes of this policy, the definition of Business Day = Monday thru Friday not including contract covered holidays prior to 5:00 pm.

Attendance Management

Employees are to strive for good attendance by making wise decisions and anticipating unavoidable situations by managing his/her own attendance.  Attendance Management allows the employee a reasonable number of incidents/unexcused absences within a defined period of time before the employee is subject to corrective action.  An employee is allowed to have 3.0 unexcused absences in a 144 calendar day period to manage his/her time off and not trigger discipline:

1. Count back 144 calendar days from the last incident.

2. Count the number of incidents within the 144 days (sliding scale).  All unexcused absences within the 144 day window are counted.
3. If the number of incidents within a 144 day period is 3.5 or more, the employee will receive a Verbal Warning or the next progressive discipline step.
General Rules/Procedures:
1. Vacation time will be counted towards FMLA  per language in the Master Agreement  

2. Each full shift absence including extended hours counts as one incident. 
3. Each incident will count as a step in the progression for calculation of 3.5 in 144 or the progressive discipline tree.  

4. Each partial shift absence counts as ½ incident if you work a minimum of ½ your schedule in consecutive blocks of time at the beginning or end of your shift.  Example:  Employee would receive ½ incident for a Late Arrival; and a ½ incident for an Early Leave on the same scheduled shift.
a. A minimum of 3-hours must be worked on a 6-hour shift.

b. A minimum of 4-hours must be worked on an 8-hour shift.  

c. A minimum of 6-hours must be worked on a 12-hour shift.

d. A minimum of 8-hours must be worked on a 16-hour shift.
Progressive Discipline Tree
There are two (2) separate discipline trees, one for absenteeism (see below) and one for conduct/work performance issues:
1. Verbal Warning

2. Written Warning

3. 1-Day Suspension (served administratively)

4. 3-Day Suspension (served administratively)

a. Union (Dept Committee Person) conducts counseling and provides support for all employees who trigger 3-Day Susp. (documentation required)

5. 30-Day Suspension (30 calendar days served administratively)
a. Upon issuing the 30-Day suspension, the Department Manager will conduct with the employee a review his/her attendance history and discuss future expectations as it relates to this Attendance Management Policy.

b. If an employee triggers a second 30-day suspension in any 12-month period, the disciplinary action will be discharge.
6. Discharge

Note:  Employees who have multiple incidents will be disciplined for each violation separately and progress up the discipline tree.  However, the absentee discipline may be issued concurrently if there are multiple discipline levels.  
Reduction Schedule
1. An employee who has no unexcused absences for three (3) months on his/her attendance record will have their discipline level reduced by (one) 1-level.  Example, if you are at a Written Warning level, your record would be reduced to a Verbal Warning level for progressive purposes.
2. An employee that goes thirty six (36) months or (3 years) without discipline for absenteeism will have his/her record cleared of all discipline for absenteeism. 
Report Off Procedure
1. Normal Report Off - The employee will utilize the procedure currently in effect in his/her department.      

2. Advance Report Off – within seven (7) days but prior to the end of the last shift worked preceding the date of absence.  The employee will utilize the department’s call off procedure.  

3. Late or No Report Off – will be administered as a separate conduct/work performance disciplinary action.  Examples:
a. Late Report Off = Absence from work with notification after start of shift.
b. No Report Off = Absence from work without notification.
4. In addition to the normal report off procedure, employees absent from work for four (4) consecutive scheduled days due to personal illness/injury are required to contact the Medical Department (563-459-2341).  The employee will also be required to clear through the Medical Department prior to returning to work.   
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