
~ BUILDING AMERICA' 

May 12, 2017 

To All General Chairmen : 

Subject: Attendance Policy Update: Reduction of Waiver Retention Period, Clarification of Policy 

I am writing you to inform you of changes to Union Pacific's Attendance Policies. After receiving your 
feedback we have made the following changes: 

• The retention period associated with waivers for formal investigative hearings will be reduced 
from thirty (30) months to twenty-four (24) months effective May 15, 2017. A chart explaining 
how this change will be applied to unexpired waiver retention periods is attached. 

• Removed TE&Y centric language (policy applicable to Other Operating, Supply, & Executive 
Department employees) 

• Answers to frequently asked questions regarding full-time employment. 

Updates are posted on the employees' web site, and will be communicated to managers and agreement 
professionals accordingly. 

Union Pacific's commitment to reducing variability in our operations includes managing workforce 
absenteeism. Unanticipated employee absences from work can impact train service, shipper 
commitments, and co-workers' ability to plan rest prior to duty and off duty activities. 

Employees are encouraged to contact their immediate supervisor to appropriately address any 
circumstances that may necessitate an absence from work. 

cc: Shane Keller, VP Transportation 
Rod Doerr, VP Safety 
Greg Workman, VP Engineering 

UNION PACIFIC RAILROAD 
1400 Douglas Street, MS 1180 
Omaha, Nebraska 68179 

Sincerely, 

~~1~r 
Cameron A. Scott 

Cameron A. Scott 
EXECUTIVE VICE PRESIDENT & 
CHIEF OPERATING OFFICER 

P: (402) 544-5533 
E: cameronascott@up.com 



John Estes, Chief Mechanical Officer 

Richard Castagna, RVP - Western Region 
Greg Garrison, RVP - Northern Region 

Chad Wilbourn, RVP -Southern Region 
Joe O'Connor, VP Labor Relations 

Alan Weed, AVP Labor Relations Ops 

Pat Kiscoan, AVP Labor Relations Non-Ops 

Attachments: 

1. May 15, 2015 Policy 
2. Retention Period Table 

3. Q&A 
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UNION PACIFIC RAILROAD OPERATING, SUPPLY, AND EXECUTIVE DEPARTMENT  
ATTENDANCE POLICY 

Effective January 1, 2011 for TE&Y,  

Effective September 15, 2015, updated to also include Engineering, Mechanical Safety and TCU 
agreement professionalsi,  

Policy revisions implemented May 15, 2017. 

As a Union Pacific employee, you were hired for and are expected to protect your job assignment on a 

full-time basis. “Full-time” means being available to work as required by your assignment.  

 Unanticipated absence from work, particularly a missed call, refused call, no show or tardiness, can 

negatively impact operations, commitments to our shippers, and your co-workers' ability to plan on and off-duty 

activities. In addition, absences that are conditional, pending Family Medical Leave Act (FMLA) certification, 

can revert to unexcused absences. Such absences are taken into account for purposes of managing 

attendance. 

It is your responsibility to notify your manager in advance of layoffs and to retain documentation related 

to your absence from work. However, notification and documentation alone do not excuse your responsibility to 

protect your job. You may be considered in violation of this policy regardless of the explanation offered if you 

are unable to work full time and protect all employment obligations.  

In cases where an employee does not work full-time, the following process applies:  

1. Employees who do not work full-time, will be identified using one or more of the following criteria:  

• Missed calls, no show, tardy, or refusal 

• Frequent or pattern of weekend layoffs.  

• Frequent or pattern of holiday layoffs. Note:  For the purposes of this policy, the  following holidays 

are included: New Years Day, Presidents Day, Good Friday, Mother’s Day,  Memorial Day, Father’s 

Day, Independence Day, Labor Day, Halloween, Thanksgiving Day,  Day after Thanksgiving, 

Christmas Eve, Christmas Day and New Years Eve. Frequent personal layoffs.  

• Frequent sick/sickness in family layoffs without authorized leave.  

• Lower availability days when compared to peers.  

 

2. An employee’s full-time work opportunities compared with the employee’s opportunities for time off are 

taken into account in attendance evaluations. Opportunities for time off include, but are not limited to, 

assigned rest days, layover days, vacation, time off between duty periods, as well as authorized 

personal layoffs that may be granted by management as the needs of service permit. If the employee’s 

attendance record warrants, an investigation will be held; and, if appropriate, discipline will be issued 

based on the investigation results.  
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3. Retention periods under this policy are independent of and separate from retention periods computed 

under the Managing Agreement Professionals for Success (MAPS) policy.  

 

4. Discipline assessed for first and second policy violations will consist of a Notice of Discipline advising 

the employee he/she has been found guilty of “First Offense” or “Second Offense.”  Employees are 

expected to be available for service immediately and to work full time following the first and second 

investigations.  

 

5. A “first offense” policy violation will remain on the employee’s record for thirty-six (36) months of active 

service starting with the date of the Notice of Discipline. If no further policy violation occurs during this 

time, the employee’s attendance record will be considered clear. 

 

6. A violation during the thirty-six (36) months of active service following a “first offense” will result in a 

“second offense,” and a new thirty-six (36) month period of active service will begin, starting with the 

date of the second Notice of Discipline. If no further violation of this policy occurs during this time, the 

employee’s attendance record will be considered clear.  

 

7. A violation during the thirty-six (36) months of active service following the date of the Notice of 

Discipline assessing “second offense” will result in the employee being withheld from service pending 

an investigation. If the charge is substantiated, the employee will be dismissed from service.  

 

8. Employees may discuss whether to waive a formal hearing with their Union Representatives for a first 

or second offense prior to proceeding with a formal hearing. The thirty-six (36) month retention period 

outlined above will be reduced from thirty-six (36) months to twenty-four (24) months should an 

employee choose to waive his/her investigation.  

                                                           
i Crew Management, Harriman Dispatching Center, Telecom, and Intermodal agreement professionals are managed under separate 
Attendance Policies. Policies are posted on UP’s employee website and can be found by searching for “Attendance”. 



Attendance Policy Revision  
Transition to 24 month retention for signed waiver effective May 15, 2017 

 
The retention period for signing a waiver of hearing, accepting responsibility for an Attendance 
Policy violation, will be reduced from thirty (30) months to twenty-four (24) months effective May 
15, 2017. Attendance cases in which 1st Offense, 2nd Offense, or Dismissal charges were upheld 
at formal investigation and hearing are not impacted by this change. 
 
Retention periods for attendance cases that meet the following criteria will be adjusted as noted 
below provided that: 
 

• The employee signed a waiver accepting the attendance charge,  
• The agreed upon 30-month retention period has not expired,  and 
• No subsequent attendance charges are pending assessment as of May 15, 2017. 

 
Case Handling Unexpired Retention 

Period:  Time Served   Attendance Retention Period effective May 15, 2017 

Waiver 
Greater than 24 months Employee is returned to attendance status of none 

 Less than 24 months The retention period will be recalculated to 24 months 
from the result date of the case 

Hearing 36 months or less No change  

 
This does not impact the terms and conditions of any conditional reinstatement/leniency agreements. 
 



Operations, Supply, and Executive Departments Attendance Policy 
Frequently Asked Questions 
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1.  Who is governed by this Attendance Policy? 
This Attendance Policy applies to all agreement professionals who are in the following departments: 
Engineering, Transportation, Mechanical (car and locomotive), Safety, Operating Services, Supply and 
Executive.  
 
2.  Why did the Attendance Policy change? 
Effective September 15, 2015, the policy was updated to include all Engineering, Mechanical, Transportation, 
Safety, Operating Services, Supply and Executive department agreement professionals to improve consistency 
in attendance management throughout the Operating Department. This policy replaces all previous attendance 
policies for Operating Department agreement professionals.  
 
An important change for employees to consider is that violations of the Attendance Policy progress 
independently from MAPS.  Previous attendance policy violations for agreement professionals other than 
TE&Y were combined with progression of rules violations under prior discipline policies. Now, violations of the 
Attendance Policy do not impact an employee’s MAPS status.    
 
3.  Why is the Attendance Policy separate from MAPS? 
The Attendance Policy is a progressive system like MAPS; however, MAPS is oriented toward engaging 
employees to modify their behavior at work.  The objective of the Attendance Policy is to set expectations 
regarding full-time employment.  
 
4.  Was the Attendance Policy negotiated with the Unions? 
No. Company Attendance Policies are a managerial right and are not negotiated. 
 
5.  How are "frequent absences from work” defined? 
Frequency depends on the employee’s work opportunities compared to absences from work.  A review of 
the employee’s availability compared to similarly assigned employees may be the subject of an attendance 
investigation.  Employee attendance records are reviewed to determine if an employee reports to work as 
assigned or when called to duty. Failure to meet full-time employment expectation may require fellow 
employees to work additional hours or to be called to work sooner than expected, thus potentially affecting 
other employees’ ability to plan rest and/or may negatively impacting peers’ quality of life due to 
unanticipated changes to their off-duty schedules.  
 
6.  What is the purpose of the Attendance Alert Letter? 
An Alert Letter is a reminder to employees of their obligation to report for work on time, protect their 
employment on a full time basis, and to inform them of the various resources available to them should they 
need assistance.  Notices of Investigation (NOI) are not issued under these circumstances. 
 
7.  Are personal leave or single vacation day(s) subject to review under the Attendance Policy? 
Personal leave and/or single vacation days may be subject to review if the use of these days indicates a 
frequency or pattern of avoiding work and failing to protect one’s employment on a full time basis.  

8.  How does an employee request an authorized medical leave of absence from work? 
If an employee requires a regular or extended absence due to his/her medical issues or that of a family 
member, he/she may be eligible for FMLA or MLOA leaves. Employees must submit honest, complete, and 
accurate documentation in advance if possible or as soon as possible prior to the expiration of an authorized 
leave. Additional resources on the processes for requesting an authorized leave can be found on the Wellness 
and Medical Leave/Return website, through instructions located in the eHealthSafe Portal, or by contacting 
your local Occupational Health Nurse.  
 
Keep in mind that employees who are permitted to be absent for FMLA, MLOA, or other authorized purposes 
must use that time off for its intended purpose. 
 

http://home.www.uprr.com/emp/ec/health/index.shtml
http://home.www.uprr.com/emp/ec/health/index.shtml
https://home.www.uprr.com/admin/login.fcc?TYPE=100663297&REALMOID=06-00077233-86ba-1493-b6e2-84e1ade54057&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=$SM$otgAPwfOK7EEeS9be4sxpfU3fsqeyDJJwetG61yiJUQuug0p%2fQDO1TG9ZoEGrwik&TARGET=$SM$https%3a%2f%2fhome%2ewww
http://home.www.uprr.com/emp/ec/health/med_svcs/ohn.shtml
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9.  What assistance is available to me if I have extenuating circumstances preventing me from 
reporting to work?  The following lists Union Pacific resources you can contact for guidance or assistance: 
Resource Method Contact Information 
Employee Assistance Program Help Line 1-800-779-1212 
Operation Red Block Help Line 1-866-311-7255 
Drug and Alcohol Info Line Help Line 1-800-840-3784 
Peer Support Help Line 1-800-877-5707 
Health & Wellness Services / OHN Website http://home.www.uprr.com/emp/ec/health/nurse_contacts.shtml 
Family Medical Leave (FMLA) Help Line 1-877-275-8747 Option 4 
 
 
10.  “Missed Call/No Show/Tardy and Refusal” are on the list of attendance events. How are they 
treated under the Policy? 
Missed call, refusal and no show events are viewed as significant failures to protect employment. These events 
create adverse operational, customer and co-worker issues.  
 
An employee who misses a call to avoid service; who fails to inform the appropriate contact (see question 11 
regarding notification of absence) prior to missing his/her work assignment; who accepts a call for service and 
fails to appear, or does not report for his/her regular assignment may be charged with an Attendance Policy 
violation depending upon the circumstances. 
 
Such failures may be considered a refusal (as opposed to a failure for cause) to conform to the Attendance 
Policy. Such absences may result in a MAPS charge of insubordination. Prior to making this decision, any 
evidence (e.g., CMS tape, Layoff Line recording) should be reviewed by the appropriate manager along with 
the Superintendent or equivalent level supervisor in departments other than Transportation.  
 
Tardiness also is a potential policy violation if the employee is not on duty and prepared to work at his/her 
designated start time. A single tardy event can have a significant impact on operations and may be considered 
a violation of the Attendance Policy. 
 
11. Who should I notify if I will be absent from work? What information should I provide and when 
should I provide it? 
Notification protocol varies by department. Agreement professionals in the Safety, Operating Services, Supply, 
and Executive Department should seek guidance from their supervisor on acceptable notification protocols.  
Protocols for Transportation, Engineering and Mechanical employees are described below.  

Engineering:  When an employee recognizes that he/she will be late or absent from work,  he/she  is 
required to contact  his/her Manager or Supervisor at least one hour in advance if possible.  

 
Mechanical:  The Mechanical Layoff Line is considered proper notification. Unless otherwise approved, 
a voicemail does not suffice as proper notification. Adherence to properly communicating an absence to 
the Carrier does not mean the absence will be excused. Employees are expected to call at least two 
hours prior to the start of their shift. 
 
Transportation: See EAMS FAQ: http://home.www.uprr.com/emp/operating/cms/faq/eams.shtml 
 

http://home.www.uprr.com/emp/ec/health/nurse_contacts.shtml
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12.  Is an employee required to provide documentation regarding the reason for an absence from work, 
e.g., for a medical appointment or any other reason? 
Specific and limited absences may be authorized when documentation is provided in advance to management. 
Examples include bereavement leave, jury duty, and other authorized absences as provided for in the 
applicable collective bargaining agreement. 
 
Documentation may be requested by management to substantiate an absence in circumstances other than 
those described above. Managers are not required to ask for documentation or to retain such documentation 
unless an employee is providing the documentation as evidence for an investigative hearing. As stated in the 
policy, employees should retain documentation for absences and may provide such documentation as 
evidence in the event of a potential charge for an Attendance Policy violation.    
 
Note that the Policy provides:  “However, notification and documentation alone do not excuse your 
responsibility to protect your job. You may be considered in violation of this policy regardless of the explanation 
offered if you are unable to work full time and protect all employment obligations.”  
 
13.  How long will an absence be considered when evaluating an employee’s attendance record? 
An employee’s record may be reviewed following a single absence or may be reviewed over an extended 
period of time, depending on case circumstances. Holiday absences, for example, are typically reviewed over 
a one year period. There is no fixed time an absence will be considered “under review.”  
 
14.  How does the time limit for issuing charges apply in attendance cases? 
If there is a time limit requirement in the collectively bargained agreement(s) regarding the issuance of a Notice 
of Investigation (NOI) it is measured from the last day in the review period.  
 
15.  Will 1.13 or 1.15 charges be issued for attendance violations? 
No. The Attendance Policy conditions control and the operating rules are no longer cited as attendance 
violations. However, some absences can rise to the level of insubordination and be subject to a 1.6 charge. 
 
16.  Are new hires covered by the Attendance Policy? 
Yes.  Each department/service unit will monitor new hire employees to determine whether applications for 
employment are to be disapproved based on unacceptable attendance. 
 
17.  When does the retention period for a First Offense or Second Offense begin? 
The retention period begins with the date of the Notice of Discipline assessed (NODA) letter. If the First or 
Second Offense is waived, the retention date will begin with the date the waiver is signed by the employee. 
 
18.  If an employee is dismissed for an Attendance Policy violation and later reinstated to service by an 
Arbitration Board what attendance level does an employee return to service at and what is the 
retention period? 
If a dismissed employee is returned to service as a result of a court decision or an arbitration decision 
or award, the conditions of the decision or award will be controlling for the purposes of adjusting the 
employee’s record.  If a decision or award is silent with regard to the employee’s record, the employee’s 
record will revert to the status of a “second offense” with a thirty-six (36) month retention period. The time 
spent in dismissed status will not apply to the retention period of a prior violation.  
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