Research Foundation Attendance and Tardiness Policy

According to CSU, Chico Research Foundation policy:

· The employee is responsible for promptly notifying his or her supervisor when he/ she will be late or absent for work
· Any absence will be considered "unapproved" if the employee does not notify his/ her supervisor ("no call, no show")

· Absenteeism or tardiness (whether approved or not) that the supervisor deems excessive, chronic, or unjustified may subject the employee to disciplinary procedures
· A medical note may be required by a supervisor for an absence due to illness/ injury to be considered approved

· If an illness/ injury is longer than four days, a medical note is required and must be reported to the CSU, Chico Research Foundation Human Resources office

· In addition, the Foundation may require a doctor's release certifying fitness to return to work before an employee is allowed to do so

· The Foundation defines excessive absenteeism as five or more instances of absence or tardiness in a three month period
Research Foundation Conflict Resolution Policy

According to CSU, Chico Research Foundation policy:

· Employees whe believe they have been adversely affected by an action of another employee, their supervisor, or the Foundation are encouraged to make their grievances known.

· When possible, employees should go first to their immediate supervisor with questions or problems relating to their jobs or feelings of well being.
· Within five working days of the incident or problem, the employee should discuss the problem with his/ her immediate supervisor.
· The supervisor should then investigate the concerns and provide the employee with a response within five working days, unless additional time is needed. It should be understood that the supervisor may need to get other resource people involved, depending on the nature of the problem.

· When it is uncomfortable to go to the immediate supervisor, the employee may go to the Director or Foundation HR Director for assistance. It is the policy of the Foundation that employees may discuss problems or conflicts with Foundation Management without fear of reprisal.

· If an employee is not able to resolve a matter to his/ her satisfaction at the project level, the employee may file a written grievance within five working days with the Foundation Human Resources Director.  The Human Resources Director will investigate the matter and, with in five working days, meet with the employee in an attempt to resolve the problem. 
· If the employee is still dissatisfied after receiving the decision of the HR Director, he/ she may file a written grievance within five working days with the Foundation Executive Director. The Foundation Executive Director will provide the employee with a written response with in five working days unless additional time is needed under the circumstances. In certain situations, the Executive Director may involve a mediator or other resource people to assist in a resolution. Any decision reached at this level in final and binding on all parties. 
