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Oregon Department of Corrections


	Procedure:
Staff Attendance Improvement Process

	Implemented:  March 16, 2006


The Department of Corrections is implementing this procedure to aid employees who need assistance and additional direction regarding workplace attendance.  In an effort to responsibly manage this issue, the following procedures are being implemented as of       (date).  This is not meant to deny the employee provided benefits, but is designed to have a more productive, informed, and focused workforce.
Procedures for monitoring attendance and use of sick leave:

1. 
Staff who enter sick leave without pay status or (per CBA, AOCE Article 22, Section 5, AFSCME Article 33, Section 6), “if the agency has evidence the employee is abusing sick leave privileges”, will have a meeting scheduled by supervisors to review potential issues and concerns.  Progress will be reviewed on a monthly basis following that initial meeting.

2. 
Those staff who continue to demonstrate attendance problems may be subject to a Staff Attendance Improvement Plan including remedial action.  Failure to meet the objectives of the staff attendance improvement plan may result in appropriate disciplinary action up to and including dismissal.

3. 
Sick leave that has been scheduled in advance or has been used due to an on-the-job injury or an absence that qualifies under the provisions of FMLA or OFLA leave laws will not be used in monitoring unscheduled leave usage.


STAFF ATTENDANCE IMPROVEMENT PLAN
STEP 1
Sick Leave Usage Attendance Review Form
A.
Meeting by immediate supervisor with employee using review form as a guideline, to discuss attendance concerns and offer opportunity for employee to state mitigating factors. (See attachment A, Attendance Review Sheet)

B.
Supervisor will monitor and if no significant progress is made within six (6) months or more, (may be less, dependent on leave usage), the supervisor will move to Step 2.

STEP 2
Special Work Improvement Plan

A.
Meeting and discussion with staff that after monthly review meetings enter sick leave without pay status or “if the agency has evidence the employee is abusing sick leave privileges”.  (Unscheduled sick leave due to a work related injury or FMLA/OFLA qualifying absence will not be used to calculate leave use.)

B.
Provide notifications of usage and expectations placing employee on Special Work Improvement Plan. (See attachment B)

STEP 3
Special Work Improvement Plan Monthly Review with Employee


Any of the action listed in A through C 1, and 2 can be initiated at any time during this six to twelve month Plan dependent on employee’s progress. 


A. 
Decision to extend monthly review period.



B. 
Initiate remedial action, if circumstances dictate.


C.
Initiate disciplinary process.




1.
Issue “pre-disciplinary notice” (for individual cases not demonstrating improvement).




2.  
Conduct pre-disciplinary meeting and take disciplinary action.

Attachment A
ATTENDANCE REVIEW
	Name of Staff Interviewed:  
	     
	Date:
	     

	Interviewer:  
	     

	Discussion Issues:  
	     



	Review patterns of use:       

	Review requirements of position description:       

	Review leave for any work-related issue:       

	Review any personal issues causing absences:       

	Any FMLA/OFLA qualifying issues not previously noted?       

	Anything the employer can do to assist?       

	Review costs; discuss retirement advantages, and morale issues:       

	Implications for sick leave without pay, if applicable:       

	Additional comments:       

	Next progress review date (approximately one month):       


cc:
Employee


Work File
Attachment B

STAFF ATTENDANCE IMPROVEMENT PLAN

	Employee Name:
	     
	Begin Date:
	     

	Employee Signature:
	
	Next Review Date:
	     

	Supervisor Conducting Review:
	


	This form is to be completed whenever deficient attendance has been documented. The purpose of this plan is to bring deficient attendance up to acceptable standards.


	Concern:
Designated area of difficulty or deficient attendance
Lack of dependability in reporting for work which has resulted in absences from duty:

      days absent from       to       resulting in       hours of sick leave If applicable,  excessive use of sick leave has been recorded.



	Work Improvement Objective:
Measurable change in deficient attendance
Establish a record of dependability in reporting for work by maintaining an acceptable level of attendance.  Failure to meet the objective of the staff attendance improvement plan may result in appropriate disciplinary action.


	Activities (list the activities and dates for the employee and supervisor):
Effectively on the above date, you are required to carry out the following directives.

1. 
Report for work on time on the days you are scheduled for duty.

2. 
Avoid the use of unscheduled sick leave.  If you intend to use unscheduled sick leave, you are required to:

a. 
Provide at least one-hour notice and personally contact your supervisor to advise of your intent.  If your supervisor is not available, leave your phone number for a return call.

b. 
If your reason for this unscheduled leave is illness, you must provide a physician's certification of the illness and a completed leave request form immediately upon your return.  Documentation will also include a memorandum of any unscheduled leave taken. If you were not ill, you will need to furnish a leave request form.

3. 
After the first of each month, your supervisor will meet you to discuss your previous month's attendance performance, review all leave accrued and used during that month, and review available alternatives to avoid future absences.



	Documentation (record all planned activity taking place or failing to take place):
1. 
The section supervisor will initial the monthly time off report and document all personal attendance concerns in a packet inclusive of all documentation and discussions which have occurred.
2. 
When you return to work (earliest available time), your supervisor will make certain the required certification and leave request forms are furnished.  The supervisor will initial the certification (required for illness) and the leave request and process these documents. 

3. 
The section supervisor will prepare a monthly report relative to any unscheduled sick leave taken and forward this to the section's Assistant Superintendent.




