APPENDIX D

WORK ABSENCES
SECTION 1.  HOLIDAYS

The corporation observes eight 8-hour holidays each year, and except in special circumstances, employees are not expected to work on these days.  One is a “personal floating” holiday and may be scheduled any time during the fiscal year (October 1 - September 30).  The eight holidays are:

New Year's Day,

Presidents’ Day,

Memorial Day,

Independence Day,

Labor Day,

Thanksgiving Day,

Christmas Day,

and the personal floating holiday.

Holidays occurring on a weekend are observed on Friday preceding a Saturday holiday or on Monday following a Sunday holiday.  When a holiday falls on a Friday and it is a regular day off for employees on an alternate work  schedule, employees take the preceding Thursday as the holiday.

A holiday occurring during a vacation or a period of paid sick leave is to be paid as a holiday.

When a holiday falls on a nine-hour workday (Monday through Thursday), employees on an alternate work schedule charge the additional hour to personal holiday or vacation, or may make up the additional hour in the same workweek.  

An employee is eligible to receive holiday pay if hired prior to the scheduled holiday and in active pay status.  Holiday pay for regular and temporary full-time employees in active pay status is one day's pay.  Holiday pay for part-time employees, both regular and temporary, is four hours pay at the employee's normal rate of pay, regardless of work schedule, except for graduate fellows and work/study program participants.

Graduate fellows and work-study program participants work full time when classes are not in session.  If corporate-paid holidays occur during such full-time workweeks, a program participant receives eight hours pay for the holiday.  If the corporate-paid holiday occurs when the participant is working part time, holiday pay is four hours.

Personal floating holidays are not cumulative from year to year.  Employees will be paid for unused Personal floating holiday hours at the end of the fiscal year.  Employees may only take one personal floating holiday in a fiscal year.  This holiday is tracked on a fiscal year basis and may be taken in one-hour increments.

Full-time employees have eight hours of personal holiday time and part-time employees have four hours of personal holiday time.  

If an employee terminates during the fiscal year and has not used the personal floating holiday, the employee will be paid for the holiday.

An employee who experiences a status change from temporary or casual to regular during the fiscal year will be entitled to a personal floating holiday.  

An employee who experiences a status change from part time to full time will receive four additional personal holiday hours.  

An employee who experiences a status change from full time to part time will retain the eight personal holiday hours if the hours have not been taken.
An employee who experiences a status change from regular full time or part time to temporary or casual during the fiscal year and has not used the personal floating holiday will be paid for the holiday.

A paid holiday absence is counted as hours worked for the purpose of computing a 40-unit workweek and for computing compensation for exempt employees on extended workweek (see Practice HR-2-4).  

Employment shall not become effective on a scheduled holiday.  Terminations may become effective on a scheduled holiday.

SECTION 2.  VACATION

The Corporation provides paid vacation for full-time bargaining unit employees and for part-time bargaining unit employees in proportion to the hours worked.  The vacation is earned (accrued) by eligible employees at the following annual rates:

	
Employment
Period
	
	Days Earned
(Employees Hired 
Before 1/1/93)
	
	Days Earned
(Employees Hired or Rehired

on or After 1/1/93)

	First 3 years1
	
	15 days (120 hrs)
	
	15 days (120 hrs)2

	After 3 years
	
	20 days (160 hrs)
	
	15 days (120 hrs)

	After 5 years
	
	20 days (160 hrs)
	
	20 days (160 hrs)

	After 20 years
	
	25 days (200 hrs)
	
	20 days (160 hrs)

	
	
	
	
	


Previous periods of employment for rehired employees in other than Temporary or Casual status are counted cumulatively to determine applicable vacation earning rates.

Employees are allowed to accumulate unused vacation hours up to the following maximums:

	
Employment
Period
	
	Days Earned
(Employees Hired 
Before 1/1/93)
	
	Days Earned
(Employees Hired or Rehired3
on or After 1/1/93)

	First 3 years
	
	270 hrs
	
	270 hrs

	After 3 years
	
	360 hrs
	
	270 hrs

	After 5 years
	
	360 hrs
	
	360 hrs

	
	
	
	
	


Earned vacation is available for the employee’s utilization as it is accrued.

Vacation credit accrues during compensated time while employees are in Active employment status. Accrual of vacation stops when employees accumulate the maximum specified, but commences again when the maximum accumulation is reduced by any number of vacation hours taken. 

If an employee is required by management to cancel or postpone scheduled vacation thereby reaching or exceeding the maximum accrual, level 5 management shall authorize a waiver of the accrual limitation so that vacation time may continue to accrue up to a temporary maximum of 400 hours.  Successive waivers or extensions may be granted prior to or upon completion of the current waiver. 

Following termination of the vacation accrual limitation waiver, the employee is allowed three (3) months in which to utilize any excess accrued vacation (i.e., more than the normal maximum of 270/360 hours).  Subsequent to this three month period and provided that the vacation accrual limitation waiver is not renewed, no additional vacation will accrue in excess of the normal maximum of 270/360 hours.  

Vacation is not accrued or earned during any period of “No-Pay” absence; however, accrual is resumed when compensation is resumed.

Employees do not continue to earn paid credit while on Leave of Absence or Long-term Disability.  However, after employees return from such leave, the first 13 weeks of the leave count as continuous employment when determining the applicable rate of vacation earnings.  For military reserve active duty, the total absence counts as continuous employment.

Casual and Temporary employees do not earn vacation.  However, if Temporary employees change to Regular status without interruption, the temporary periods are counted as Regular employment for vacation accrual, and the employees’ vacation accounts are credited retroactively and prorated based on hours worked; credited vacation hours cannot exceed 120.

At its discretion, the Corporation may declare periods of corporate shutdown such as a holiday closure. The employee may elect to take vacation or no pay. The employee may receive an advance of unearned vacation time if the employee has not accrued sufficient vacation time to accommodate the shutdown period. In the event of a corporate shutdown not exceeding five consecutive (5) days, the employee may elect to utilize unearned vacation. Use of vacation in advance of accrual for other than a corporate shutdown requires prior approval by management level 4 or above and should not exceed one-half of the employee’s annual accrual rate within a 12-month period.

SECTION 3.  SICK LEAVE

Regular and temporary employees are eligible for sick leave from the time employment starts. The two forms of sick leave are occasional and supplemental.

Occasional sick leave provides for full pay for brief periods up to five consecutive workdays for reasons of personal illness or medical examinations.

Supplemental sick leave applies for a period of time greater than five consecutive workdays. Doctor's certificates may be required. Supplemental sick leave may continue to a maximum of 26 weeks at which time Long Term Disability is invoked. Payments are based on the basic pay rate and 40-hour workweek after accounting for any payments from California State Disability Insurance that may apply to employees with work locations in California.

Full-time employees receive supplemental sick leave payments for 40 hours of leave per week.  Part-time employees receive supplemental sick leave payments according to the employee's scheduled workweek. Supplemental sick leave benefit payments may be discontinued if a physician’s certification is not received by the appropriate insurance carrier and Employee Benefits. 

Workers' compensation provides benefits for a work-related illness or injury.  Benefits begin on the fourth calendar day of a doctor-certified, non-hospitalization disability or on the first day of hospitalization.  Illnesses or injuries must be reported immediately to the corporate nurse.

SECTION 4.  JURY DUTY

Regular full- and part-time employees are authorized a maximum of ten days of paid absence each time they are called to perform jury duty.  Following completion of that service, 12 months must elapse before an employee is again eligible to be paid for absence to perform jury duty.

The corporation pays the employee's base rate for time taken from scheduled work hours for jury duty, including jury selection.

Timecards reflect scheduled work time spent at court.  Time spent on jury duty is counted as hours worked for computing a 40-hour workweek and for computing overtime hours for nonexempt employees for the week in which it occurred (see Practice HR-1-9).  Time spent on jury duty is counted as hours worked for computing a 40-unit workweek and for computing compensation for exempt employees on Extended Workweek (see Practice HR-2-4).

The Friday regular day off (RDO) for employees on an alternate work schedule is treated like a weekend day.  No additional compensation will be paid to employees asked to appear for jury duty on their RDO.

SECTION 5.  MILITARY RESERVE ACTIVE DUTY

GENERAL 

The Corporation provides compensation and benefits for regular full-time and part-time employees who serve as active members in reserve components of the U.S. Armed Forces, consisting of the Army, Navy, Air Force, Marine Corps and Coast Guard Reserve plus the state-organized Army and Air National Guards, the Public Health Services Corps, or any other category of persons designated by the President in time of war or national emergency. 

Active military duty includes scheduled annual military training and active military service resulting from an Executive Order issued by the President of the United States or action by the U.S. Congress or when volunteering for active duty while such a call-up is in force. 

Scheduled Annual Military Training

Time off for scheduled annual military training is provided as a paid absence during which all corporate benefits and employee entitlements remain in force.  Absences may not exceed a total of 10 workdays per calendar year unless, in response to the employee's written request, additional time off has been approved by the appropriate level 6 vice president. 

Employees notify supervision of scheduled annual training dates at least 10 workdays before departure and provide supervision with a copy of the Military Orders. 

Employees provide Payroll with a copy of Military Orders and first and last military pay vouchers upon return to work.  Payroll deducts an amount equal to the military base pay received for the period of active duty served from subsequent corporate paycheck(s). 

Employees submit a completed Military Service Information form (Form 4783) to the Employee Benefits Department.

Active Military Service

Military Reservist’s Leave (MRL) shall be granted to any employee whose absence from work is necessitated by active military service as defined above.

When called to active duty by Presidential directive, Congressional action, or when volunteering for active duty while such a call-up is in force, employee reservists remain in their current Cost Center Code (CCC) for the first 180 days and "M" is charged on their timecard.  After 180 days, employee reservists will be moved to the Military Reservists' Leave CCC.  MRL commences on the first day of absence and continues until work is resumed or a determination is made that the individual is ineligible for reinstatement.  MRL may be interrupted by occasional periods of active corporate employment of not less than one day.  MRL restarts for an employee reservist recalled to active duty subsequent to release from an earlier period of service.

Employees give supervision the earliest notification possible of the date active duty is expected to commence and provide a copy of the Military Orders when available. 

MRL is not to exceed a cumulative length of five years, except where further duty is required by Presidential or Congressional order or deemed necessary by the Secretary of Defense.  (Scheduled annual military training is not counted as part of the 5-year cumulative total.)  

Employees on MRL receive the following corporate benefits: 

1.
Supplemental pay for the first 180 days to ensure that total military pay (including military base pay and housing and subsistence allowances) and the supplemental pay equal the amount of the employee's regular base salary. 

2.
Medical benefits for the employee and eligible dependents for the first 180 days.  Premium cost sharing applies for the first 180 days.  After 180 days, eligible employees are given the option of continuing medical coverage at 100 percent of the full premium up to an additional 18 months to run concurrently with COBRA.

3.
Dental and vision benefits for the employee and eligible dependents for the duration of MRL.  Premium cost sharing applies for the first 180 days; the corporation bears the full cost after 180 days.

4.
Continued participation in the Flexible Spending Account (FSA) based on the employee's supplemental pay for the duration of the MRL, with participation continuing until the end of the calendar year. 
5.
Corporate-paid life insurance for the first 180 days, with conversion options available after 180 days. 

6.
Optional employee-paid life insurance and dependent life insurance for the first 180 days, with conversion options available after 180 days.

7.
Survivor's Income Benefit (SIB) for the first 180 days for existing participants.

8.
Credit for service as provided by federal statutes, regulations, case law, and the provisions of the Aerospace Employees' Retirement Plan (AERP).  AERP participants accrue pension benefits based on the employee's regular salary for the duration of the MRL.

9.
Credit for service as provided by federal statutes, regulations, case law, and the provisions of the Aerospace Savings Account Plan (ASAP).  ASAP participants receive the company's contribution of 8% of the employee's regular salary for the duration of the MRL.

10.
Continued participation in the Voluntary Annuity/Account Plan (VA/AP) based on the employee's supplemental pay for the duration of the MRL.  Contact the carrier directly to make arrangements for suspension of loan payments.  Upon return from MRL, the employee can make up salary deferrals missed during MRL.  

11.
Accrued vacation hours based on corporate service, calculated through the last full week of employment, paid or retained in the employee's vacation account.  Employees on MRL continue to receive service credit toward higher increments of annual vacation; however, no actual vacation hours will be earned. 

12.
Reimbursement for education expenses incurred prior to the MRL for employees enrolled in pre-approved courses.  
Aerospace will reemploy reservists seeking reinstatement unless the corporation's circumstances have so changed as to make reemployment impossible or unreasonable.  

Employee-reservists may apply for reinstatement with the corporation by contacting the Employee Relations Department within the following time limits:  

1.
In the case of an employee whose period of service was for less than 31 days, by submitting an application not later than two work days after completion of the period of service.

2.
In the case of an employee whose period of service was for more than 30 days but less than 181 days, by submitting an application not later than 14 calendar days after completion of the period of service.

3.
In the case of an employee whose period of service was for more than 180 days, by submitting an application not later than 90 calendar days after completion of the period of service.

4.
Should the reservist be disabled at the completion of service due to performance of reservist duty, the application should be made at the end of the recovery period.  Reinstatement is at the discretion of the corporation if the disability exceeds two years.  

Failure to report within the specified time requirements may result in termination.

Employees on MRL who have been granted a release under honorable conditions from active duty will be reinstated to their former position or one of similar status, seniority, and pay, adjusted for any automatic pay increases that may have occurred.  Reinstatement of employees returning from MRL who have been granted a release from active duty under other than honorable conditions will be considered on an individual basis.

Reinstated employees will have all corporate benefits restored.  Employees should contact the Employee Benefits Department upon returning to work.

Employees returning from MRL are legally protected from termination during the first year following job reinstatement, excepting discharge for cause.

SECTION 6.  OTHER ABSENCES

The corporation recognizes that employees are subject to emergencies or family related matters that justify brief absences from work.  Depending on the circumstances, it is appropriate for supervisors to approve this time as a paid absence or unpaid absence, and to verify accuracy of timecard data.

Paid absences for annual military reserve duty (HR-3-5), industrial injury (HR-3-6), holidays (HR-3-2), jury duty (HR-3-1), rehabilitation (HR-3-6), and vacation (HR-3-3) are covered in corporate practices. Employees should also refer to HR-3-8 for absences that will be greater than 2 weeks but less than one year. Unpaid leaves of absence are also covered in a corporate practice. Supplemental Sick Leave is covered in the Human Resources Occasional Sick Leave Plan (http://info.aero.org/hr/benefits/sickLeave.pdf). A paid absence is counted as hours worked for the purpose of computing a 40-hour workweek and for computing overtime hours for nonexempt employees for the week in which it occurred.  A paid absence is counted as hours worked for the purpose of computing a 40-unit workweek and for computing compensation for exempt employees on extended workweek.

Exempt full-time employees record no-pay absences in whole-day increments.  Exempt part-time employees record no-pay absences in scheduled whole workday increments.  Nonexempt full- and part-time employees record no pay in tenth-of-an-hour increments.  Fractions of an hour are recorded as decimals; e.g., 6 minutes = 0.1 and 30 minutes = 0.5.  No-pay hours are recorded as “N” on the timecard.

This practice is subject to applicable federal and state laws.  Employee Relations provides assistance and answers employee questions on absences discussed in this practice.

PAID ABSENCES

Bereavement is a paid absence in the event of a death in an employee’s immediate family of up to three workdays.  If the employee needs more time to travel to the funeral site, up to five workdays of absence may be approved by management level 4 or above.  Such absence is recorded as “D” on the timecard, and the relationship of the deceased is noted.

Immediate family is an employee’s spouse, child, grandchild, brother, sister, parent, grandparent, spouse’s parent or grandparent, or someone who has acted in place of a parent.  Immediate family also includes a same-gender domestic partner, his or her child, grandchild, parent, grandparent, or someone who has acted in place of either parent.

Emergency Shutdown is the closure of a corporate facility, a corporate-leased building, or a military building housing corporate employees in the event of an emergency or disaster.  Employees excused from work by management direction because of an emergency shutdown will receive absence pay.  Such absences are reported as “E” on the timecard.  Employees continuing on vacation, occasional sick, or other approved absences that began prior to the shutdown are not eligible to charge time to emergency shutdown.  Employees on vacation, occasional sick, or other approved absences who were scheduled to return to work but were prevented from doing so by an emergency shutdown, receive paid absence by charging to “E” on the timecard.

Legal is a paid absence of up to three workdays for a legally required court appearance other than jury duty.  It is only available for exempt employees.  Such absence is reported as “L” on the timecard, and the reasons noted.  Employees notify supervision promptly of legally required absences and provide any necessary justification; e.g., a copy of the subpoena for court appearance.

Other is a paid absence of up to one workday, approved at the discretion of supervision, for each occurrence of other personal emergencies not covered in the foregoing paragraphs.  Such absence is reported as “O” on the timecard, and the reasons noted.

UNPAID ABSENCES

Children’s School Activities is an absence for employees to participate in children’s school activities if they are parents, guardians, grandparents having custody, or have same-gender domestic partners who are parents, guardians, or grandparents having custody.  Such absences may be charged to vacation, personal holiday, or no pay.  Exempt employees record no pay units in accordance with paragraph 4.  The employee must utilize available vacation prior to the use of no pay.  No pay absences for children's school activities may not exceed nine hours in any calendar month of the school year or a total of 40 hours per school year.  When no pay hours are used, the employee must notify supervision at least one day prior to the planned absence.  Management may request the employee to provide documentation from the school as proof of participation.

Holiday Closure is an absence applicable when the corporation closes the facility during a holiday period, such as between Christmas Day and New Year’s Day.  Holiday closure does not include corporate-paid holidays, such as Christmas Day and New Year’s Day.  Absences during a holiday closure are charged to either vacation or no pay.

Religious Observance is an absence for religious observance that may be recorded on the timecard as vacation, personal holiday, or no pay.

Unscheduled Absence is an absence when an employee is unable to report to work due to unforeseen circumstances (for example, if detained by a disabled vehicle or an accident enroute to work).

The employee notifies supervision as soon as possible after the start of a scheduled work shift.  If an employee fails to report to work and fails to call and explain the absence within two hours of the scheduled start time, the supervisor will attempt to contact the employee.  If the absence remains unexplained after four hours, the supervisor notifies the next level of management, who will notify Employee Relations.

Depending on the circumstances, unscheduled absence may be reported as vacation, no pay, or other on the timecard, with the approval of management.

SECTION 7.  COMPENSATORY TIME OFF

GENERAL

The corporation is continuing a Compensatory Time Off program as a pilot during FY2008.  Regular full-time exempt employees are eligible for this program.  Non-exempt employees are not eligible for compensatory time off programs.

In order to accrue compensatory time, an employee must work at least 48 hours in the workweek.  Hours worked by the employee beyond 48 accrue compensatory time up to the maximum accrual of nine hours. Accrual of compensatory time is subject to approval by management.  

Absences during the workweek are not counted towards accruing compensatory time.

The maximum accrual at any one time is a total of nine hours of compensatory time.  An employee is not limited in the number of times he/she earns and uses compensatory time.

Accrued compensatory time off may be taken in one-hour increments, not to exceed one day per week.  Utilization of compensatory time off by the employee must be coordinated in advance with management.  Borrowing of compensatory time off is not allowed.  

Accrual and utilization of compensatory time must occur within the same fiscal year.  Accrued compensatory time must be utilized a minimum of four weeks prior to the end of the Fiscal Year.  At the end of the fiscal year, employees will receive payment for any unused Compensatory Time hours.
The employee must coordinate any work effort eligible for compensatory time accrual in advance with management and designate Compensatory time earned and taken with the following e-time Collection System codes:

· CTE 
Compensatory Time Earned

· CTT 
Compensatory Time Taken

1Does not include reinstated employees hired before 1-1-93.


2 Effective 1/1/01


3 Does not include reinstated employees hired before 1-1-92
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