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WORK ATTENDANCE BASICS - CHECKLIST
* Use this information with all relevant procedures, policies, or CBAs
* Involve HR and your Appointing Authority
 Management Rights and Responsibilities:
All Collective Bargaining Agreements (CBAs) retain the management right to schedule staff to do the work of DOC.
           AFSCME Security Article 10;   AFSCME Security Plus Article 10 ;   AOCE Article 3.
Caution: Follow the whole contract.
§ The exceptions are when “modified or circumscribed” by other articles in the contract.
 Scheduling Staff:
For Security Plus (AFSCME) or Non-Custody (AOCE) staff:
§ Work schedules assigned when hired.
§ Schedule changes? Seven days notice per contracts (with exceptions).
For Custody (AOCE) or Security (AFSCME) staff:
§ Bids for shifts/days off (with exception)
§ Changes may require overtime per contract 
  Helping Staff Balance the Demands of Work and Family:
DOC Policy 20.5.20 Support of Employee's Work and Family Needs 
Leaves with Pay: CBAs and Policy provide a long list. 
Leaves without Pay (Permitted by CBA or policy and approved) 
FMLA/OFLA (Family Medical Leave Act / Oregon Family Leave Act)
§ Cannot be denied if employee qualifies, up to 12 weeks each year, paid or unpaid.
§ Timesheets are designed to assist as a tracking tool.
§ Notify the FMLA/OFLA coordinator when an employee uses.
§ Questions? 
- Contact your appropriate FMLA/OFLA coordinator and HR manager.
  Attendance Disciplinary Process:
Under normal circumstances, follow the progressive discipline process.  There may be exceptions to this.  If this is the case, contact your HR Manager.
Before any steps: 
1) Scheduling clear? 
2) Was the leave protected? 
3) My supervisor plus others in the loop? 
Step 1 - Verbal warning 
Step 2 - Letter of expectation
Step 3 - Letter of reprimand
Step 4 - Suspension or pay reduction
Step 5 - Removal from state service
     Hazards:
     Helps:
1. Assuming staff know their work schedule. 
1. It only takes a brief question to find out.
2. Scheduling changes not per your CBA.
2. Follow your CBA for all schedule changes.
3. Not checking to see if Leave usage is protected.
3. Check on leave usage with HR and your FMLA/OFLA
    coordinator.
4. Not allowing union representation.
4. Offer and allow union representation.
5. Using a different process for managers.
5. Applies to managers. 
6. Having a conversation with the employee without 
   checking with others.
6. Involve from the start, your manager, HR, and if needed,
    your FMLA/OFLA coordinator.
7. Starting with a harsh or punitive approach.
7. The objective is to help staff establish a record of depend- 
    ability.
8. Using Step 1 to only give information.
8. Step 1 is to give information and ask questions about use.
9. Not being clear about possible outcomes if employee 
continues to accrue unprotected/unapproved LWOP.
9. Explain the progress needed to not go to into unprotected/
unapproved LWOP and consequences of not improving. 
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