Attendance Policy
2019 Updates

Facility Operations and Planning



2019 Revisions

* Most revisions were intended to provide clarification

* Most revisions were a direct result of feedback from FOP employees
and supervisors

* Revisions take effect January 1, 2019

e This presentation will highlight changes only. A copy of the updated
policy and presentation will be sent to all FOP employees via e-mail
and posted on the FOP web page.




Department Notification Procedure

e Employees are expected to call in and report their absence each day they
are absent UNLESS they notify FOP of their expected date of return

« HVAC employees scheduled to work in the Control Room are required to
reporting an unscheduled absence by contacting the FOP attendance line
and the Control Room to notify the Operator on duty

 To request off one (1) day or less, employee must submit notice within the
first 2 hours of their shift one working day prior to the day requested off

e Example: an employee who works 8am to 4:30pm should submit a request by 10am
on Thursday if they would like to request to use vacation leave on Friday.




Department Notification Procedure

e Supervisors are encouraged to exercise judgment and discretion when
determining whether to approve a request that falls outside the guidelines

 Supervisors are expected to notify an employee if a leave request Is
approved or denied within 24 hours or as soon as reasonably possible. If
an employee does not receive a timely response to a submitted leave




Occurrences

o Although occurrences will be tracked on a quarterly basis, supervisors
are expected to notify employees as soon as an occurrence(s) has
been accrued.



Pattern Absence



No Call / No Show

* When a FOP employee does not report to work within one (1) hour of the
scheduled shift start time and has not called in, the Lead or Supervisor Is
expected to reach out to the employee as soon as practical. If contact is

made with the employee, the supervisor should inquire if the employee
plans to report to work and, if so, by when.



Making up Missed Time






Blackout Periods

* An unscheduled absence that occurs during a blackout period may be
subject to verification and/or disciplinary action.




2019 Blackout Periods

»  Week of Fall and Spring Commencement (4/21/19




Essential Personnel

 Essential personnel may be required to report for essential duty (e.qg.,
report to work before the scheduled shift start time or stay after the
scheduled shift end time) if inclement weather or another emergency Is
forecast, but there is no cancellation, delayed opening, or campus closing.

 Supervisors are expected to maintain an updated contact list for essential




Essential Personnel

* For safety purposes, FOP employees whose responsibilities may require
them to work more than 12 consecutive hours in a 24-hour period must



Minimum Staffing

o |[f a department’s staffing will fall below minimum staffing levels, the
supervisor must notify and obtain permission from the Associate Director
or Director of FOP before operating below minimum staffing levels.



Questions?



