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UHA No-Fault Attendance Policy

Purpose:

To encourage regular work attendance so University Health Associates will be able to consistently provide quality services to all our customers, relieve employees of having to work short staffed and to appropriately and reasonably address employee attendance problems.

Policy:  

University Health Associates, as an employer, expects dependable employees.  The presence of each employee scheduled for work is essential for UHA to provide quality patient care and to facilitate the orderly and efficient operation of the Corporation.   Absenteeism and tardiness increase the workload of our co-workers and reduce our opportunities to meet the expectations of our various missions.  Excessive tardiness and absences are causes for disciplinary action up to and including termination.  Notification to the immediate supervisor of any impending absence or tardiness must be made as far in advance as possible.  Such notification will also indicate to the immediate supervisor the anticipated length of the absence.  If an employee finds it necessary to be tardy or absent he/she must contact his/her supervisor in accordance with departmental policy.  An employee is considered tardy if not present and ready to perform his/her assignment at the start of his/her scheduled shift or start time.

UHA understands that at one time or another an employee will have an absence or absences.  The no-fault attendance policy takes these circumstances into account with the level at which discipline occurs.  

Absence is defined as:  An unscheduled or unapproved workday absence where the employee is absent for any reason for one or more hours of their scheduled shift.  Consecutive days of absence for the same illness will be counted as one absence.
Tardy is defined as:  An instance of an employee arriving to work more than 7 minutes after their scheduled start time.  Although this policy will not count tardiness as an absence, supervisors will address issues of excessive tardiness with their employees based on UHA’s progressive disciplinary policy.
Rolling Calendar is defined as:  Instances of unscheduled/unapproved absences evaluated on a continuing or “rolling” period as defined in the progressive disciplinary process as outlined below.  Each unscheduled/unapproved absence will drop off an employee’s rolling calendar at the end of the stated number of days.

Progressive disciplinary action will occur for absenteeism on a rolling calendar year as follows: 
1.
Verbal warning upon the fifth unscheduled/unapproved absence within the previous 180 calendar days.  Verbal warnings will be documented as a reference and maintained by the employee’s immediate supervisor.

2.
Written warning upon the sixth unscheduled/unapproved absence within the previous 180 calendar days of the absence.  The written warning will be placed in the employee’s personnel file in Human Resources.  If an employee received two (2) written warnings for attendance in a rolling twelve (12) month period, the employee will be accelerated to the final written warning on the next unscheduled/unapproved absence.

3.
Final written warning upon the seventh unscheduled/unapproved absence within the previous 180 calendar days of the absence.  The final written warning will be placed in the employee’s personnel file in Human Resources. Any employee who has received a final written warning will be accelerated to termination for any unscheduled/unapproved absence in the six (6) months following the date of the final warning.  

4.
Termination of UHA employment upon the eighth unscheduled/unapproved absence within the previous 180 calendar days of the absence.  

Written warnings and termination of employment will occur only after consultation with the appropriate Human Resources Staff.

Additional Guidelines:

1.
Time off from work for the following reasons will not be considered an unscheduled/unapproved absence: approved family and/or medical leaves of absence, personal leave of absence, military leave of absence, jury duty, time off under Workers’ Compensation or 3 days of bereavement leave for immediate family members. However, if the medical related leave is unforeseeable, the first day of leave may be counted as an occurrence. Employees are still responsible for notifying their immediate supervisor in advance for these absences.  Additional information is available in the Employee Handbook. 

2.
As stated in the UHA Employee Handbook, an employee who is absent for one day without notification to his/her immediate supervisor will be considered to have automatically resigned (except in extreme circumstances), and the employee will not be eligible for rehire.

3.
In order to access Short-Term Disability (STD) for absences due to an illness or injury, UHA will continue to follow the STD policy in the UHA Employee Handbook. (Please refer to the full Short-Term Disability Policy in the UHA Employee Handbook.) Physician statements may be required for shorter periods of time to ensure consecutive absences are related to the same illness in order to determine the correct number of unscheduled/unapproved absences.

4.
Patterns or trends of absenteeism or tardiness as they relate to holidays, vacations, weekends, scheduled days off, or any other discernable events will be addressed and may result in additional disciplinary action.

5.
Whenever an employee transfers to another department, their documented attendance history will be forwarded to their new manager. 

6.
Periodic review, maintenance and monitoring of attendance records are the responsibility of an employee’s immediate supervisor.  The immediate supervisor is responsible and accountable for the consistent application of this policy in their area.

7.
An employee’s immediate supervisor will consult with Human Resources when a circumstance regarding an employee’s attendance is considered extreme.  

8.
Going off the payroll will be considered an unscheduled/unapproved absence under this policy, unless it is for bereavement leave, an approved leave of absence or some type of arrangement that is made in advance of initial employment with the supervisor and Human Resources. 

9.   
Employees cannot have more than one unscheduled/unapproved absence recorded for the same day. For example, if the employee calls off (unscheduled/unapproved) and does not have the time to cover the day, it’s recorded as one unscheduled/unapproved absence.  

10. To be eligible for the Attendance Award under this policy, an employee 1) must have been employed a full six (6) months as of the award date, 2) cannot be under a telecommuting agreement with UHA, 3) cannot have any unscheduled absences,  in the six (6) months prior to the award date, 4) cannot have any instances of being off the payroll, for any reason other then arrangements made in advance of employment, in the six (6) months prior to award date, and 5) cannot have any paid leaves extending beyond two (2) consecutive calendar weeks, in the six (6) months prior to award date. Certain management levels within UHA are also excluded from eligibility. Employees meeting these criteria will have a maximum of four (4) hours PTO added to their PTO balance for each award date. This award will be pro-rated for part-time employees based on their Full Time Equivalent (FTE). 

These awards will be presented on the first full pay in January and July each year based on the following:  1) January Award Date, timeframe is period from first full pay in July to last full pay in December and 2) July Award Date, timeframe is period from first full pay in January to last full pay in June. 


For purposes of the Attendance Award, 1) an unscheduled absence is defined as any unforeseen absence, including any unforeseen absence under an intermittent leave of absence, 2) being off payroll is defined as any instance when the employee does not have the Paid Time Off and/or Short-Term Disability to remain on the payroll for the duration of the absence, this includes unpaid leaves of absence, and 3) a paid leave is defined as a vacation or any type of leave of absence in which an employee uses Paid Time Off and/or Short-Term Disability to remain on the payroll during the absence.
