
ATTENDANCE POLICY

EFFECTIVE DATE: 
January 1, 2011
PURPOSE:

Sick time is not earned time off.  It is a benefit as negotiated in Article 19 of the Contract, to be used only if an employee is legitimately ill. The purpose of this policy is to define absenteeism and tardiness guidelines for the Pensacola CSC. American Water recognizes that employees may become ill or injured and unable to work; however, unplanned absences impact the business and individual performance.  The success of our company depends upon the contributions of each employee. American Water’s goal is to minimize unplanned absences as much as possible. The scope of this policy cannot anticipate all circumstances surrounding employee attendance.
SCOPE:

This Attendance Policy applies to all Customer Service Representatives both Full Time, Part Time and Probationary Employees located in the Pensacola Center.

DEFINITIONS

ABSENCE

Pre-approved vacation and personal time off is not considered an absence.

Any absence due to injury or illness, which exceeds three (3) consecutive workdays and is for the employee’s own illness, will require a Return to Work form from a doctor upon the employee’s return to work.  If an employee is absent for three (3) consecutive workdays due to illness of a dependent, they are required to provide appropriate medical documentation, but need not complete a Return to Work form.  For example, a receipt, appointment card or note from the treating medical provider is acceptable documentation.  An employee may not return to work without appropriate documentation.
Unscheduled absences exceeding five (5) consecutive workdays related to an employee’s own illness shall be considered under the terms of the Short-Term Disability plan.  Contact the Human Resources department for further details.  The toll free number for our current provider, Aetna is:   1-800-488-2386.

When an employee has used 72 hours (9 days) of paid sick leave the supervisor may review the sick time allowance remaining with the employee. Employees exceeding the maximum allowance for paid and unpaid time off as described in Article 19 of the contract shall at the first occurrence (between one hour and a full day) of unpaid/unexcused leave will receive a “Level I - Verbal Warning”. At the second occurrence (between one hour and a full day) of unpaid/unexcused leave the employee will receive a “Level II - Written Warning”. At the third occurrence (between one hour and a full day) of unpaid/unexcused leave the employee will receive a “Level III - Final Written Warning”. At the fourth occurrence (between one hour and a full day) of unpaid/unexcused leave the employee will be “Terminated”.  Any employee who exhausts paid sick leave while on an approved leave of absence (short term disability or FMLA) will be subject to progressive discipline with each occurrence of an unpaid/unexcused absence once the employee returns to work.
Level I - Verbal Warning will remain active for up to six (6) months from the date of issuance.  
Level II - Written Warning will remain active for up to twelve (12) months from the date of issuance.  
Level III - Final Written Warning will remain active for up to eighteen (18) months from the date of issuance.  
The above warnings will be issued for employees with unpaid time between one hour and eight hours.  One of these warnings may be issued for an unpaid period of time between  one hour and 24 hours.

Emergency situations and/or special circumstances may be considered on a case-by-case basis with the approval of the Call Handling Manager.  The Union shall be given notice of any exceptions.
NO CALL / NO SHOW
A No Call / No Show absence of three (3) consecutively scheduled workdays will be considered voluntary job abandonment unless notification to the company was beyond the employee’s control. Emergency situations and/or special circumstances will be considered on a case-by-case basis, with the approval of the Call Handling Manager.  Examples of emergency situations are hospital admissions, automobile accidents, etc.  The Union shall be given notice of any exceptions.
REPORTING ABSENCES / TARDIES / EARLY QUITS

Unplanned absences, tardiness, or early quits must be reported directly by the employee (unless personal notification to the company was beyond the employee’s control) by calling the Absent Line 1-888-300-3565.  In order to be considered for paid time, employee must have paid time available, and also must call the Absent Line no less than thirty (30) minutes prior to the scheduled start time.  Emergency situations and/or special circumstances may be considered on a case-by-case basis, with the approval from the site  Call Handling Manager.  The Union shall be given notice of any exceptions.  

PAY STATUS

Absences will be considered paid time, utilizing Sick Time as available. There will be no unpaid absences unless it is part of an approved leave of absence (i.e., STD, FMLA) when no paid time is available.  
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