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[DEPARTMENT NAME] Attendance Policy
Effective:  [DATE OF IMPLEMENTATION]

The policy below applies to all [DEPARTMENT NAME] employees and replaces all other existing policies and past practices regarding attendance.    The policy does not supersede any current Board of Trustee Regulations, State University Civil Service Statute, university procedures, or collective bargaining agreement.  

In accordance with the NIU Board Regulations, vacation benefits are available to be used by full time status employees, subject to approval by the employer, for multiple consecutive days, a single day, or partial day and limited to vacation benefits available.  Sick time benefits are available to full time status employees to recover from health issues, care for immediate family members, and for appointments with health care professionals.  If an employee calls in sick, he/she may request approval for additional time off and or FMLA to remain in good standing.  

Excused Absences:
An excused absence is defined by any of the following conditions:
1. Employee received a minimum 24 hour advance written approval by supervisor to use  paid  benefits,
2. A doctor’s note advised time off for absence, 
3. Absence is a documented emergency,
4. Extreme weather conditions, 
5. Absence qualifies for approved FMLA coverage, or
6. [DEPARTMENT] Supervisor, at their discretion, approves absence after employee returns to work place or approves of employee leaving the workplace.

Special Exceptions:  Holidays / Overtime
Unexcused absences during a pay period in which a paid holiday occurs or during a work week in which overtime was earned will require a doctor’s note in order to be excused.  

Vacation Request:
An employee must have and maintain the necessary vacation time to cover time off before request is submitted.  In accordance with the NIU Board of Trustee Regulations, Section III.  Civil Service Employees, Subsection C.  Benefits, b.  Eligibility, last sentence:  “Leaves for vacation purposes shall be arranged with due regard for the operational needs of the university and shall require supervisory approval.” To request the use of vacation benefits for multiple consecutive days, a minimum of a 30 calendar day notice is required.    Requests submitted with less than a 30 calendar day notice will be considered on a case-by-case non-precedent setting basis.   All vacation requests must be on the vacation request form and submitted either personally or electronically.  

Sick Time:
In accordance with Board of Trustee Regulations, (Section III, Civil Service Employees, Subsection C. Benefits, 2. Sick Leave), an employee may use a sick leave benefit, if available, for themselves and also for family members living in the same household.  Use of sick leave for absences due to illness, appointment with doctor/dentist, will be granted to the extent reasonably authorized by appropriate supervisory authority.  

Family Medical Leave Act (FMLA):
If an employee or a member of their immediate family has a health condition in which frequent time away from work is likely, they are advised to contact Human Resources to determine if they qualify for FMLA.  Additional information is available at www.hr.niu.edu or by calling 815-753-6000.

Proof Status:
In accordance with the NIU Board Regulations (Section III, Subsection C, 2 d.  under “Limitations’):    
The university [employer] reserves the right to require acceptable evidence of illness, injury, or disability before allowing any sick leave benefits.  Any employee who (or expects to be) absent from employment shall notify the appropriate university supervisor immediately, and, in cases where the absence will be for more than three days, the employee shall notify the supervisor of the anticipated length of absence so that arrangements can be made for the employee’s duties to be assumed during said absence. 

After six months of proof status, the individual may request that their supervisor review their attendance to determine if a continued proof status is necessary.

Call In Procedure:
Employees are required to contact their immediate supervisor within six hours prior to the start of the employee’s regular shift if they are expected to be late or absent, indicating the reason they are unable to work and if the absence is FMLA related.  Contact with immediate supervisor may be by phone, voicemail, text, or email.   Please be advised that it is the employee’s responsibility to keep a verifiable record of the contact (email or text messages are preferred).  After the call in has been received, the management will determine if the absence is excused. 

Additional Notes:
1. Noncompliance with attendance policy will lead to corrective action, up to and including separation from employment.  

2. Unexcused absences may result in “deduct status,” in which employee is not paid for unexcused absence(s). 

3. An employee that does not call in and does not show up for work for three consecutive work days will be considered to have abandoned their employment, hence voluntarily foregoing employment at NIU. 

4. An employee that has called in sick for five days or more must submit a doctor’s note to Human Resources before returning to the workplace. 

5. Each day of an unexcused absence is considered as an individual incident.  

6. An employee is unable to apply future sick/vacation time to use before benefits are earned.  

7. If an employee has used all of their sick benefits, they may use available vacation benefits to cover absence related to health.  However, an employee is unable to use sick time as vacation time.  

8. Unexcused absences will be reflected in employee evaluations

9. Employees that fall into “no pay” status (or “deduct”) may experience interference with their full time status and benefits coverage.  Please contact CMS (Central Management System) for additional details.  

10. When absences are excused by a doctor’s note, the note must be provided to the immediate supervisor upon return to the workplace prior to the scheduled start of the returning employee’s shift.  The doctor’s note must include the date of doctor’s visit.  Please request that note exclude any confidential medical information.    

Attendance Good Standing [OPTIONAL]:
An employee in good standing uses one or less unexcused absence within a 30 calendar day period, is prepared to work at start of scheduled shift, returns from breaks on time, works through their scheduled shift,  and adheres to the call in procedure.  

Risk to Good Standing:
The following include but are not limited to instances in which corrective action (up to and including separation from employment) may be issued related to attendance. 
1. Absences that are not excused as defined by this policy,
2. Noncompliance with maintaining necessary benefit time to cover an approved absence,
3. Using sick time as vacation time,
4. No call – no show, 
5. Noncompliance with call in procedure,
6. Arriving late to workplace,
7. Leaving the workplace earlier than scheduled,
8. Leaving the work area without prior approval,
9. Returning late from breaks/lunch,
10. Unauthorized breaks,
11. Changing schedule without supervisory approval, including “swapping” shifts,
12. Falsifying records (doctor’s notes, time sheets, etc.),
13. Abuse or misuse of FMLA benefits,
14. Calling in to use vacation time without prior approval.

NIU Board of Trustee Regulations are available online:  http://www.niu.edu/board/regs/index.shtml
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