Mid-Atlantic
Regional Attendance Plan (RAP)

(Applicable only to CWA associates employed by Vezon New Jersey Inc., Verizon Pennsylvania
Inc., Verizon Delaware Inc., Verizon Washington DAnc., Verizon Maryland Inc., Verizon Virginia
Inc., Verizon West Virginia Inc., Verizon South Inc. (Virginia), Verizon Advanced Data Inc., Verizon

Avenue Corp.,Verizon Corporate Services Corp. and Verizon Servies Corp.,)

Attendance Policy:

Verizon expects reasonable attendance and pungttralmn its associate employees. Employees shall be
available for work each scheduled tour and shalbrieto work on time. Employees are expected to
maintain reasonable health standards, take int@lligrecautions against iliness and accidents, make
arrangements for personal needs outside of normed lnours and provide timely notification to
supervision, prior to the start of a tour, whenhlado report for duty or report on time. The Compa
encourages employees that anticipate or are exgpigeattendance difficulties to seek counseling or
assistance from VZLife or work/life resource pragsa

Absenteeism and tardiness lower the Company's ditmpgposture by disrupting customer service and
production, interfering with the services an orgatibn provides, hindering daily and long-rangenplag,
having a negative effect on Company income ancaetings, and increasing the burden on those
employees who must share the increased workloasembeism and/or tardiness are a basis for
disciplinary action, up to and including dismissal.

This attendance plan covers regular full time, l@gpart time and regular term associatesiardfective

on May 1, 2006 for CWA associates in NJ, DE and HAis attendance plan covers regular full time,

regular part time and regular term associates @arfféctive on March 11, 2007 for CWA associates in
Washington DC, Maryland, Virginia and West Virginia

NOTE: Absences that are certified as covered by the aamill Medical Leave Act (FMLA) are not
considered chargeable absences and therefore tsselject to this Plan.

RESPONSIBILITY:

Employees:All employees shall be accountable for their atterce and punctuality. Each employee is
expected to be on the job, ready to work, at theduled start time and after a break or meal period
Employees who are unable to report to work or wipmeet to be tardy must notify their supervisor ptm
the employee's scheduled start time.

Management Employees with Reporting Associate Pemspnel: Supervisors shall monitor attendance and
identify the development of any absence and/otiriass trends. For all cases of absence or tarditiess
supervisor shall acknowledge the absence or tesgliwhien the employee returns to work, determine the
reason, and let the employee know s/he was miSsed on the specific circumstances regarding the
employee's absence or tardiness, the supervissmdis&etion in determining whether to initiateqament
on the Plan or progress an employee through the Rl appropriate for supervisors to counsel the
employee, make the employee aware of VZLife androtiork/life resources, where appropriate, and to
take prompt and appropriate action where unfaveribhds develop. In addition, supervisors shalien
that any disciplinary action taken against simylaituated employees for excessive absenteeisnorand/
tardiness is administered in a reasonably consigtanner.
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Individuals are "similarly situated” for purposdsmposing discipline if the nature of the absenod /or
tardiness of the employees in question is the sameite similar, there are no unusual mitigating o
aggravating circumstances involved which distinguiee conduct of one employee from that of the pthe
and the overall employment records of the employegsiestion (taking into consideration such fastas
the length of service, prior disciplinary recorddarevious performance record, among others) are
comparable. In addition, in comparing the treatnadrisimilarly situated" employees, it is usually
appropriate to focus on individuals employed inghene work group/manager's group or, in some
instances, the same director-level organization.

In any case where suspension (including whererseittelieu of suspension are an option) or ternimais
anticipated, supervisors should contact their HuRasources Business Partner, if appropriate.

Human Resources Business Partner (HRBPYhe HRBP is accountable for coaching the cliembrider
to do this, the HRBP may request:

* The facts of the case

« All documentation associated with attendance, aicly but not limited to the employee's absence
calendar

« Information and/or documentation regarding simatiendance cases, etc.

In any case where suspension (including letteliginof suspension) or termination is anticipatie,
HRBP may contact Labor Relations as appropriate.

Labor Relations: Labor Relations will discuss and review attendasases with the HRBP, as necessary,
to insure action is appropriate and treatment isistent.

Definitions:

Incident: Any chargeable occurrence of absence or tardidessicident is recorded without regard to the
amount of time missed (e.g. 1/2 of scheduled t@lated to a non-FMLA covered absence = 1 incident;
days of non-FMLA covered absence = 1 incident; Bhore minutes late, related to a non-FMLA covered
absence =1 incident; or minor tardiness of leas iminutes = 1 incident)

Chargeable AbsenceAny absence, paid or unpaid, which is recordeddcirdged against an employee's
record for the purpose of determining attendanctpeance (e.g. non-FMLA covered sickness and
disability absences; absence due to transportdifficulties; unexcused time without pay; etc.j.ah
employee reports to work after one half of theirrtbas elapsed, that period of time will be consdean
absence.

Non-Chargeable AbsenceAny absence, paid or unpaid, which is recordechbtitharged against an
employee's record for the purpose of determinitgndance performance (e.g. jury duty; military duty
FMLA certified absence; death in immediate faméyrused time without pay- force and load conditions
permitting).

Significant tardinessis any chargeable time, 5 minutes or more whes@naployee is not on duty ready to
work at the beginning of a scheduled work perioafter a break or meal period.

Minor tardiness: is any chargeable time of less than 5 minutes ocayiinen an employee is not on duty
ready to work at the beginning of a scheduled waatod or after a break or meal period. For purpage
administering this step plan, and to progress aoi@yee through the step plan, 3 incidents of minor
tardiness will equate to 1 significant incidentaxdiness.
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Documentation: The recording of any discussion or incident inuadvan employee which relates to that
employee's job. Documentation of attendance iduatiée and necessary record. It may be important fo

» Coaching * Appraisals

» Counseling » Grievances

* Improvement * Arbitration Cases
* Disciplinary Action * Other Legal Cases

Supervisors are accountable for ensuring thatslace calendars are kept up-to-date. They shtadd a
ensure that any documentation placed in the peedditencorresponds with the employee's currentabs
calendar. Furthermore, any discussion or incidaviliving an employee should be documerded a copy
of that documentation should be provided to theleyge.

Timely Notification: Notification is considered timely if given to supision prior to the start of the
employee's scheduled tour. In cases where the gaplias advance notice that a conflict exists whitlh
prevent him/her from being on time or able to répomwork, the employee is expected to notify
supervision as soon as possible.

NOTE: Failure to provide timely notification maytgact the employee to disciplinary action up to and
including dismissal.

Union Representation:Before any attendance discussion with a represemgdoyee that will result in a
warning, suspension or dismissal the supervisott aahgse the employee. The supervisor must honor a
represented employee's request for union represantiuring any investigatory meeting in which the
employee could reasonably believe disciplinaryaactnight result. In addition, labor agreements nexqu
that supervisors give the employee an opportunityave union representation, if requested, at agstimg
where discipline (including warnings) is to be annced. Contact Labor Relations for interpretation.

ASSESSING UNSATISFACTORY ATTENDANCE:
Consideration of the following factors suggests thifierent disciplinary action is appropriate. Gait
with your HRBP. Some examples are:

e  Failure to provide timely notification

 AWOL (Absence Without Leave), failure to report

* Pattern of poor attendance (e.g. 1 or more formaluations within the past 5 years which the

employee was rated Does not Meet Requirementstandance/Punctuality)
» Employees with less than 6 months of service

Conversely, prior to placement or once an empldwyesebeen placed on the Plan, assessment of the
following factors may lead to the determinationappropriate cases, that progression to the negtistnot
required. Some examples are:
* One isolated absence or tardiness caused by a aditahrelated personal emergency.
» One isolated absence or tardiness which, in lifltldhe facts and circumstances, appears to
have been totally unavoidable.
» A past perfect, or near perfect attendance reanrthé preceding year (near perfect attendance is
defined as 1 day or less of chargeable absence).
» Long service (normally 5 years or more) combinethwin established satisfactory attendance
record over the last 5 years.

CODE OF CONDUCT VIOLATIONS: In cases where it appears that false or misleading
information/certification has been provided, thpenwisor should consult with Labor Relations beeaas
possible violation of the Code of Business Conanay have occurred. Under the Code, misrepresenting
one's health status or other reasons for absengeanatitute independent grounds for disciplinartyam,

up to and including dismissal, regardless of anleyge's overall attendance record.
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SUPERVISORY RESPONSIBILITIES IN MANAGING ATTENDANCE :

Supervisors are accountable to monitor attendamdecidentify the development of any absence and/o
tardiness trends. Based on the specific circumstaregarding the employee's absence or tardifess, t
supervisor uses discretion in determining whetbénitiate placement on the Plan or progress an@yep
through the Plan. Supervisors should administeRibgional Attendance Plan with employees in theesam
work group/manager's group or, in some instanbessame Director-level organization in a consistent
manner.

As soon as possible following the employee’s refaomm an absence, conduct a “Welcome Back”
discussion with the employee. Advise the empldhetif the absence qualifies for FMLA coverage th
employee will not be charged with an absence tatthis/her target date will be extended by the arhof
FMLA absence. Advise that if the absence doegjnalify for FMLA coverage, it will be a chargeable
incident and could result in placement on a Stefh@fattendance Plan, including disciplinary action
applicable at that Step. Document this discussion.

NOTE: Supervisors needing coaching and assistamed¢tendance and other absence management issues
should be consulting, on an ongoing basis, withajiygropriate Human Resources personnel for their
LOB/BU.

ATTENDANCE PLAN PROCESS

EMPLOYEES WITH 5 YEARS OF SERVICE OR MORE:

STEP 1:

» 1 chargeable incident of absence 3 days or greater,

» 2 chargeable incidents of absence in 6 months, or

» 4 chargeable incidents of significant tardinesseuivalent minor tardiness) in 6 months, or

e Any combination of 1chargeable incident of absesuet 2 or more chargeable incidents of significant
tardiness (or equivalent repeated minor tardines8)months.

Supervisor's Action:

» As soon as practicable following the chargeableabs(s) and/or tardiness, supervisor has a
discussion with the employee regarding the emplsyatéendance/punctuality record and the reason(s)
for the occurrence(s) of absence and/or tardiness.

» Inorder to properly assess whether movement $ostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

e Supervisor also reviews the importance of goochdtiace to the Company:

o Thatitis a job requirement.

0 That, if the employee is placed on Step 2 (or Stémext absence exceeds 3 days) of the
Plan, he/she will be considered DN (Does Not MesjlRrements) in Attendance and
Punctuality for purposes of the Associate Appraidah and the Regional Associate Mobility
Plan (RAMP).

0 Advise the employee that the next chargeable imtideabsencef 3 days or less, or 2 or
more chargeable incidents of significant tardin@sequivalent minor tardiness) within the
next 6 months may result in placement on Step 2.

o The employee must be informed that if the empldyeeanother chargeable incident of
absence within 6 months that exceeds 3 days théoge®will be placed on Step 3 and may
be disciplined with a suspension (or letter in lisuspensioh).

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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o0 The employee must be informed that their targes dall be extended for any full days of an
approved Leave of Absence (e.g. FMLA, Educatidh)s does not apply to Military Leave of
Absence

o If FMLA approval is still pending for another abserthat occurred before and/or after the
absence that the employee was most recently stédppdatie supervisor should inform the
employee that although they are moving the employeep 1 at this time, if the pending
absence ends up being denied for FMLA, this coedult in further progression on the Plan.

o0 The discussion should be documented, and plactée iamployee's personnel file. A copy of
the discussion should be provided to the employee.

Employee's Responsiveness:

» If there are no further chargeable incidents okabe or fewer than 2 chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin the next 6 months, the employee is rerdove
from attendance plan.

»  Supervisor documents this improvement and placedgdicumentation in the personnel file confirming
the employee's removal from the plaf.copy of the discussion should be provided toaghmployee.

STEP 2;

* Next chargeable incident of absence (3 days oy leitisin 6 months of the previous incident, or
» 2 or more chargeable incidents of significant tardin@s equivalent minor tardiness) within 6 months
of the previous incident.

Supervisor's Action:

» As soon as practicable following the chargeableabs and/or tardiness, supervisor has a discussion
with the employee regarding the employee's attezelponctuality record and the reason(s) for the
occurrence(s) of absence and/or tardiness.

» Inorder to properly assess whether movement $ostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

e Supervisor gives the employee a warning, that bisdttendance is unsatisfactory and that an
additional incident of chargeable absence or 2anenschargeable incidents of significant tardiness (
equivalent minor tardiness) within the next 6 maemtay result in a suspension (or letter in lieu of
suspensioh).

»  Employee is now considered DN (Does Not Meet Resénts) in Attendance and Punctuality for
purposes of the Associate Appraisal Plan and tiggoRal Associate Mobility Plan (RAMP).

* The employee must be informed that their targes dalt be extended for any full days of an approved
Leave of Absence (e.g. FMLA, Educatiofhis does not apply to Military Leave of Absence.

» If FMLA approval is still pending for another absetitat occurred before and/or after the absence
that the employee was most recently stepped ferstipervisor should inform the employee that
although they are moving the employee to SteptBisitime, if the pending absence ends up being
denied for FMLA, this could result in further pregsion on the Plan.

e The discussion should be documented, and placte iemployee's personnel file. A copy of the
discussion should be provided to the employee.

e The appraisal form and Personal Employee Data (R&MD) should be revised accordingly.

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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Employee's Responsiveness:

» If there are no further chargeable incidents okabe or fewer than 2 chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin the next 6 months, employee is placedkbac
on Step 1.

e Supervisor discusses improvement with the emplogee places the documentation in the personnel
file confirming the move back to the previous Stagopy of the discussion should be provided to the
employee.

e Appraisal and PED forms should be updated to refltecemployee's improvement.

STEP 3:

» For employees on Step 1, next chargeable incidesttgence exceeding 3 days within 6 months of the
previous incident or,

» For employees on Step 2, next chargeable incideadtgence or 2 or more chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin 6 months of the previous incident.

Supervisor's Action:

» As soon as practicable following the chargeableabs and/or tardiness, supervisor has a discussion
with the employee regarding the employee's attezelponctuality record and the reason(s) for the
occurrence(s) of absence and/or tardiness.

* In order to properly assess whether movement sostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

« Ifdiscipline is appropriate, the employee is addishat disciplinary action will be taken in therfoof
a suspension (or letter in lieu of a susper3jatvise the employee of the number of days of
suspension and when the employee is expecteduio et work.

«  Upon return from suspension (or after letter in ki suspensidris issued), warn the employee that an
additional incident of chargeable absence or 2anenchargeable incidents of significant tardiness (
equivalent minor tardiness) within the next 6 maentiay result in a more lengthy suspension (orrlette
in lieu of suspensidi

* An employee who moved to Step 3 from Step 1 is comsidered DN (Does Not Meet Requirements)
in Attendance and Punctuality for purposes of teeokiate Appraisal Plan and the Regional Associate
Mobility Plan (RAMP).

» The employee must be informed that their targes dalt be extended for any full days of an approved
Leave of Absence (e.g. FMLA, Educatiomhis does not apply to Military Leave of Absence.

» If FMLA approval is still pending for another absetitat occurred before and/or after the absence
that the employee was most recently stepped ferstipervisor should inform the employee that
although they are moving the employee to SteptBisitime, if the pending absence ends up being
denied for FMLA, this could result in further pregsion on the Plan.

e The discussion should be documented, and placta iamployee's personnel file. A copy of the
discussion should be provided to the employee.

e The appraisal form and Personal Employee Data (R&MD) should be revised accordingly.

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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Employee's Responsiveness:

» If there are no further chargeable incidents okabe or fewer than 2 chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin the next 6 months, employee placed back
on Step 2.

e Supervisor discusses improvement with the emplayekplaces the documentation in the personnel
file confirming the move back to the previous Stépcopy of the discussion should be provided #® th
employee.

STEP 4:

» Next chargeable incident of absence within 6 mooftthe previous incident, or
» 2 or more chargeable incidents of significant taeds (or equivalent minor tardiness) within 6 menth
of the previous incident.

Supervisor's Action:

» As soon as practicable following the chargeableabs and/or tardiness, supervisor has a discussion
with the employee regarding the employee's attezelponctuality record and the reason(s) for the
occurrence(s) of absence and/or tardiness.

* In order to properly assess whether movement sostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

« If discipline is appropriate, the employee is addishat disciplinary action will be taken in therfoof
a more lengthy suspension (or letter in lieu ofispensiof); advise the employee of the number of
days of suspension and when the employee is expazteturn to work.

«  Upon return from suspension (or after letter ini ki suspensidris issued), warn the employee that an
additional incident of chargeable absence or 2anenchargeable incidents of significant tardiness (
equivalent minor tardiness) may result in more sediscipline, up to and including dismissal.

» The employee must be informed that their targes dalt be extended for any full days of an approved
Leave of Absence (e.g. FMLA, Educatiomhis does not apply to Military Leave of Absence.

» If FMLA approval is still pending for another absetitat occurred before and/or after the absence
that the employee was most recently stepped ferstipervisor should inform the employee that
although they are moving the employee to Steptdisitime, if the pending absence ends up being
denied for FMLA, this could result in further pregsion on the Plan.

» The discussion should be documented; and plactgtiamployee's personnel file. A copy of the
discussion should be provided to the employee.

Employee's Responsiveness:

« If there are no further chargeable incidents okabs or fewer than 2 chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin the next 6 months, employee is placedkbac
on Step 3.

e Supervisor discusses improvement with the emplayekplaces the documentation in the personnel
file confirming the move back to the previous Stépcopy of the discussion should be provided ® th
employee.

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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STEP 5:

Next chargeable incident of absence within 6 monfhtke previous incident, or
2 or more chargeable incidents of significant taeds (or equivalent minor tardiness) within 6 menth
of the previous incident.

Supervisor's Action:

As soon as practicable following the chargeableats and/or tardiness, supervisor has a discussion
with the employee regarding the employee's atteselpnnctuality record and the reason(s) for the
occurrence(s) of absence and/or tardiness.

In order to properly assess whether movement sostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

Following a thorough review by supervision, a diecisshould be made with regard to termination of
employment.

Supervisors should consult with their HRBP regagdermination, as appropriate.

If a decision is made to terminate employment:

0 Supervisor meets with the employee to announceinatian.

0 The discussion should be documented, and plactéeiamployee's personnel file. A copy of
the discussion should be provided to the employee.

If a decision is made not to terminate employment:

0 Supervisor advises the employee the reason wh@dhepany is not moving forward with a
termination at this time and reiterates the warmjivgn at Step 4 (with a longer suspension or
letter in lieu of suspensidndepending on the specific circumstances).

o0 The employee must be informed that their targes dall be extended for any full days of an
approved Leave of Absence (e.g. FMLA, Educatidh)s does not apply to Military Leave of
Absence.

o If FMLA approval is still pending for another absetitat occurred before and/or after the
absence that the employee was most recently stédppdatie supervisor should inform the
employee that although they are moving the employeep 5 at this time, if the pending
absence ends up being denied for FMLA, this coeddilt in further discipline on the
attendance Plan, up to and including dismissal.

0 The discussion should be documented, and plactéeieamployee's personnel file. A copy of
the discussion should be provided to the employee.

o Refer to Step 5 Supervisor's Action for the nexrgleable incident of absence or 2 or more
chargeable incidents of significant tardiness ¢priealent minor tardiness) within 6 months
of the previous incident.

Employee's Responsiveness:

If a decision is made not to terminate employmect there are no further chargeable incidents of
absence or fewer than 2 chargeable incidents offignt tardiness (or equivalent minor tardiness)
within the in next 6 months, employee is placedktat Step 4.

Supervisor discusses improvement with the emplayekplaces the documentation in the personnel
file confirming the move back to the previous Stapgopy of the discussion should be provided to the
employee.

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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EMPLOYEES WITH MORE THAN 6 MONTHS BUT LESS THAN 5 Y EARS OF SERVICE:

This separate process is for employees with mane thmonths but less than 5 years of service.
Supervisors are accountable to closely monitondtace of these employees to ensure that only
dependable employees are retained. Supervisoryjedy as always, is critical to the reasonable
management of attendance. All absence and tardimgdents, with the exception of those covered in
collective bargaining agreements, are chargeablerfployees with less than 12 months service.

STEP 1:

» 1 chargeable incident of absence 3 days or greater,

» 2 chargeable incidents of absence in 6 months, or

» 4 chargeable incidents of significant tardinesseuivalent minor tardiness) in 6 months, or

» Any combination of 1 chargeable incident of abseamo# 2 or more chargeable incidents of significant
tardiness (or equivalent minor tardiness) in 6 rhent

Supervisor's Action:

« As soon as practicable following the chargeableabs(s) and/or tardiness, supervisor has a
discussion with the employee regarding the emplsyatéendance/punctuality record and the reason(s)
for the occurrence(s) of absence and/or tardiness.

« Inorder to properly assess whether movement $ostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

»  Supervisor also reviews the importance of goochdtiace to the Company:

o Thatitis a job requirement.

o That, if the employee is placed on Step 2 of tlenPthe/she will be considered DN (Does Not
Meet Requirements) in Attendance and Punctualitypfoposes of the Associate Appraisal
Plan and the Regional Associate Mobility Plan (RAMP

o Advise the employee that the next chargeable imtidEabsence or 2 or more chargeable
incidents of significant tardiness (or equivalerihon tardiness) within the next 6 months may
result in placement on Step 2.

o0 The employee must be informed that their targes dall be extended for any full days of an
approved Leave of Absence (e.g. FMLA, Educatidh)s does not apply to Military Leave of
Absence.

o If FMLA approval is still pending for another absetitat occurred before and/or after the
absence that the employee was most recently stédppdatie supervisor should inform the
employee that although they are moving the employeep 1 at this time, if the pending
absence ends up being denied for FMLA, this coedult in further progression on the Plan.

0 The discussion should be documented, and plactéeieamployee's personnel file. A copy of
the discussion documentation should be providedg@mployee.

Employee's Responsiveness:

» If there are no further chargeable incidents okabe or fewer than 2 chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin the next 6 months, the employee is rerdove
from attendance Plan.

»  Supervisor documents this improvement and placedgdicumentation in the personnel file confirming
the employee's removal from the Plan. A copy ofdiseussion should be provided to the employee.

STEP 2:
» Next chargeable incident of absence within 6 moofttke previous incident, or

» 2 or more chargeable incidents of significant taeds (or equivalent minor tardiness) within 6 menth
of the previous incident.
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Supervisor's Action:

« As soon as practicable following the chargeableabs and/or tardiness, supervisor has a discussion
with the employee regarding the employee's atteselpnnctuality record and the reason(s) for the
occurrence(s) of absence and/or tardiness.

» Inorder to properly assess whether movement $ostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

» Supervisor gives the employee a warning, that éisdftendance is unsatisfactory and that an
additional chargeable incident of absence or 2 @aenchargeable incidents of significant tardiness (
equivalent minor tardiness) within the next 6 mamay result in a suspension (or letter in lieu of
suspensioh).

» Employee is now considered DN (Does Not Meet Reguénts) in Attendance and Punctuality for
purposes of the Associate Appraisal Plan and tlggoRel Associate Mobility Plan (RAMP).

» The employee must be informed that their targes dalt be extended for any full days of an approved
Leave of Absence (e.g. FMLA, Educatiomhis does not apply to Military Leave of Absence.

« If FMLA approval is still pending for another absetitat occurred before and/or after the absence
that the employee was most recently stepped ferstipervisor should inform the employee that
although they are moving the employee to SteptBisitime, if the pending absence ends up being
denied for FMLA, this could result in further pregsion on the Plan.

» The discussion should be documented, and placée iamployee's personnel file. A copy of the
discussion should be provided to the employee.

» The appraisal form and Personal Employee Data (H&MD) should be revised accordingly.

Employee's Responsiveness:

« If there are no further chargeable incidents ofabs or fewer than 2 chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin the next 6 months, employee is placedkbac
on Step 1.

»  Supervisor discusses improvement with the emplayekplaces the documentation in the personnel
file confirming the move back to the previous Stagopy of the discussion should be provided to the
employee.

» Appraisal and PED forms should be updated to reflecemployee's improvement.

STEP 3:

» Next chargeable incident of absence within 6 mooftthe previous incident, or
e 2 or more chargeable incidents of significant taeds (or equivalent minor tardiness) within 6 menth
of the previous incident.

Supervisor's Action:

« As soon as practicable following the chargeableabs and/or tardiness, supervisor has a discussion
with the employee regarding the employee's atteselpnnctuality record and the reason(s) for the
occurrence(s) of absence and/or tardiness.

» Inorder to properly assess whether movement $ostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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» Ifdiscipline is appropriate, the employee is addishat disciplinary action will be taken in therfoof
a suspension (or letter in lieu of a susper$jatvise the employee of the number of days of
suspension and when the employee is expecteduion et work.

«  Upon return from suspension (or after letter ini ki suspensidris issued), warn the employee that an
additional chargeable incident of absence or 2amenschargeable incidents of significant tardiness (
equivalent minor tardiness) within the next 6 mentiy result in more severe discipline, up to and
including dismissal.

» The employee must be informed that their targes dalt be extended for any full days of an approved
Leave of Absence (e.g. FMLA, Educatiomhis does not apply to Military Leave of Absence.

» If FMLA approval is still pending for another absetitat occurred before and/or after the absence
that the employee was most recently stepped ferstipervisor should inform the employee that
although they are moving the employee to SteptBisitime, if the pending absence ends up being
denied for FMLA, this could result in further pregsion on the Plan.

e The discussion should be documented; and plactatiamployee's personnel file. A copy of the
discussion should be provided to the employee.

Employee's Responsiveness

» If there are no further chargeable incidents okabe or fewer than 2 chargeable incidents of
significant tardiness (or equivalent minor tardsjesithin the next 6 months, employee is placedkbac
on Step 2.

e Supervisor discusses improvement with the emplayekplaces the documentation in the personnel
file confirming the move back to the previous Stépcopy of the discussion should be provided to
the employee.

STEP 4:

* Next chargeable incident of absence within 6 moofttee previous incident, or
» 2 or more chargeable incidents of significant taeds (or equivalent minor tardiness) within 6 menth
of the previous incident.

Supervisor's Action:

» As soon as practicable following the chargeableabs and/or tardiness, supervisor has a discussion
with the employee regarding the employee's attezelponctuality record and the reason(s) for the
occurrence(s) of absence and/or tardiness.

* In order to properly assess whether movement sostieip is appropriate, refer to the section edtitle
Assessing Unsatisfactory Attendance.

* Following a thorough review by supervision, a diecisshould be made with regard to termination of
employment.

e Supervisors should consult with their HR Busineadrier, as appropriate.

e If adecision is made to terminate employment:

0 Supervisor meets with the employee to announceirtatian.
0 The discussion should be documented and placdgtiarmployee's personnel file.

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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If a decision is made not to terminate employment:

(0]

Supervisor advises the employee the reason wh@aohgpany is not moving forward with a
termination at this time and reiterates the warrimigh a longer suspension or letter in lieu of
suspensioh depending on the specific circumstances) giveStep 3.

The employee must be informed that their targes dalt be extended for any full days of an
approved Leave of Absence (e.g. FMLA, Educatidh)s does not apply to Military Leave of
Absence.

If FMLA approval is still pending for another absetitat occurred before and/or after the
absence that the employee was most recently stédppdatie supervisor should inform the
employee that although they are moving the employeep 4 at this time, if the pending
absence ends up being denied for FMLA, this coeddilt in further discipline on the
attendance Plan, up to and including dismissal.

The discussion should be documented; and placttkiamployee's personnel fil& copy
of the discussion should be provided to the emm@oye
Refer to Step 4 Supervisor's Action for the nextrgeable incident of absence or 2 or more
chargeable incidents of significant tardiness ¢priealent minor tardiness) within 6 months
of the previous incident.

Employee's Responsiveness:

If a decision is made not to terminate employmect there are no further chargeable incidents of

absence or fewer than 2 chargeable incidents offignt tardiness (or equivalent minor tardiness)
within the next 6 months, employee is placed batktep 3.

Supervisor discusses improvement with the emplayekplaces the documentation in the personnel
file confirming the move back to the previous Stépcopy of the discussion should be provided #® th
employee.

! Letters in lieu of suspensions are an option &aliig with absence and tardiness in, NJ CWA
Commercial Marketing, NJ CWA Traffic, PA CWA LocaB000, DE CWA Local 13100 and DE CWA
Local 13101.
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SAMPLE LETTER IN LIEU OF SUSPENSION
(Not applicable in DC, MD, VA, WV and CWA Local 186)

EXHIBIT 1

Date

Dear

Your failure to comply with the Company's abseraelfness standard has now put your job security in
serious jeopardy. This warning letter is issueddwise you of this fact.

It should be clearly understood that this actiothésequivalent of ( ) day(s) suspension tutie
Company's Attendance Plan and is issued to youiaalaeffort to draw your attention to the Company
serious concern regarding your attendance/tardiness

Your future job status depends on immediate impreas@ in your attendance/tardiness record. Failure t
do so can lead to dismissal.

In addition to your copy of this letter, a copy Mie retained in your personnel file accompaniett @i
documented discussion.

SUPERVISOR SIGNATURE/TITLE

Updated: 2-23-07
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