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	Policy Statement
	In order for Saint Agnes Laboratory to provide excellent and uninterrupted service to patients, personnel and visitors, it is necessary that associates be on duty at their assigned workstation on time, as scheduled. 

Hospital policies must be implemented in a manner which ensures all associates, not compliant with the policies, are handled in a consistent manner. 

	Purpose
	To provide instructions for consistent processing of documentation of counseling of individuals with attendance and punctuality occurrences as defined in the guidelines in SYS HR 38 Attendance Policy and in SYS HR 39 Punctuality Policy.  

	Scope
	This policy applies to all Saint Agnes Laboratory associates.

	Responsibility
	Documentation and counseling are the responsibility of the Timekeeper, the Supervisor, the Administrative Assistant and the administrative Director.

Associates are responsible for complying with the Attendance and Punctuality policies of the hospital, and the Laboratory policies related to paid time off (PTO).

	Kronos and Employee Attendance Profiles
	1. The section timekeeper monitors Kronos and maintains an Employee Attendance Profile (EAP) on each associate in the section.
2. Exceptions to the associate’s schedules are noted with comments which the timekeeper inserts both into Kronos and records on the EAP.

	Lateness or Absence
	Associates requesting a scheduled lateness or absence must obtain approval from their immediate supervisor or scheduler, a minimum of one day prior to the event. 
This requirement may vary by section and more notice may be required as defined in the scheduling policy for the section. 
Approved Lateness or Absence

· If PTO/Holiday/FLMA hours are available, the applicable pay code will be entered along with the number of approved hours and a Scheduled Time Off comment. 

· If an associate has no benefit hours available, PTO pay code and “0” hours can be entered in Kronos. Time off without available PTO hours must be approved by the administrative Director, before the event if possible, and after the event if necessary. 
Unapproved Lateness
· Each late in-punch without prior approval is counted as an occurrence as defined in SYS HR 39 Punctuality Policy. 
· If PTO/Holiday/FLMA hours are available, the applicable pay code will be entered along with the number of hours to meet a 40 hour week and the Unscheduled Time Off comment. 

· If an associate has no benefit hours available, PTO pay code and “0” hours can be entered along with the comment. Time off without available PTO hours must be reported to the administrative Director. 
Unapproved Absence

· An absence from work for which prior approval has not been obtained is an occurrence as defined in SYS HR 38 Attendance Policy. 

· Any available PTO/Holiday/FMLA hours will be entered along with the number of hours to meet a 40 hour week and the Unscheduled Time Off comment. 

· If an associate has no benefit hours available, PTO pay code and “0” hours can be entered in Kronos along with the comment. Time off without available PTO hours must be reported to the administrative Director. 
The Rejected Punch comment can be used in the event of a verified Kronos system problem which prevents punches from being recorded. The Administrative Assistant will notify timekeepers of such events as they occur. 

	Progressive Disciplinary Action  (verbal, written, and chronic)
	All responsible parties are to follow the SYS HR 52 Progressive Corrective Action when preparing counseling forms for associates. The process for initial review, generation of forms, and subsequent disposition of forms following counseling sessions is detailed below. 
1. The timekeeper provides a scanned copy of the EAP to the Administrative Assistant through email when an associate has accumulated sufficient occurrences as stated in the Attendance or Punctuality policies
2. The Administrative Assistant prepares an Attendance/Punctuality Counseling Report which is found on the Saint/Human Resources /Managers/Supervisors.
3. The Administrative Assistant emails the Attendance/Punctuality Report to the associate’s immediate supervisor (Lead, Supervisor or Manager).

4. The associate’s supervisor performs the counseling, signs the form and returns the hardcopy to the Administrative Assistant.
5. The Administrative Assistant provides a scanned copy of the form to the administrative Laboratory Director 
6. The Administrative Director initials the form, sends a scanned copy to Human Resources and the Administrative Assistant places the form in the associate’s file.           

	Progressive Counseling Pathway (suspension and termination)

	When an associate has accrued the number of occurrences to merit suspension or termination the counseling form requires the approval signature and review of two Vice Presidents.  
The Administrative Assistant obtains the signature of the associate’s supervisor and the administrative Laboratory Director on the counseling form. The previous counseling forms as well as the current form with signatures and the EAP are scanned and sent to the administrative Laboratory Director. 
Subsequent Document Flow for Suspensions and Terminations:
Laboratory Administrative Director

↓

HR Consultant

↓

HR Director(Vice President HR
↓

Senior Vice President – Patient Services

↓

HR Consultant
Suspensions and Terminations require that a meeting be held with Human Resources before the suspension or termination can be issued. 

The HR Consultant will notify the associate’s supervisor to make an appointment for the associate and the supervisor on the Consultant’s calendar. The supervisor will inform the associate of the scheduled meeting in HR to discuss the forthcoming disciplinary action. 
Following a meeting for suspension, the supervisor and the timekeeper will schedule the associate’s one day suspension.
Following a meeting for termination, the termination is effective immediately.

	Supporting Documents:
	SYS HR 38 Attendance Policy 

SYS HR 39 Punctuality Policy  

SYS HR 42 Progressive Corrective Action
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