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Predictable, reliable attendance is critical for CN’s successful business operations and is an essential 

job requirement.  Employees are expected to work regularly and without excessive layoffs or absences.  

CN, however, realizes that occasionally unscheduled absences from work may occur. 

 

These Guidelines are established to ensure that these important work requirements are met and 

encourage consistent application across CN’s operations in the US. 

 

An unexcused absence is defined as any absence other than (1) approved absence(s) for family or 

medical leave pursuant to the FMLA or similar state leave laws, (2) approved medical leaves of absence 

and (3) any other absence or leave as long as proper approval has been granted. 

An employee will be subject to Corrective Action (which may include discipline) if unexcused absences 

reach any of the following levels during any 12-week period: 

- More than 2 occurrences of any duration   

- More than 3 total work days missed  

- More than 1 occurrence that is on a holiday or immediately before or after a holiday, rest day, 

Personal Leave Day (PLD), vacation day, or Family Medical Leave Act (FMLA) day 

 

Also, if an employee 1) misses a call for an assignment, 2) refuses an assignment, 3) marks off on call, 
4) fails to be available for an assignment and fails to notify the Company of the absence, or 5) leaves 
a work assignment early without proper permission, the employee will be separately subject to 
disciplinary consequences after a single occurrence. 
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Corrective Actions 
 

The Company will consider the employee’s active disciplinary record when issuing discipline for an established violation of 

the Attendance Guidelines.  An employee who has no active discipline or an active Letter of Caution on their record will be 

subject to the following progressive corrective action for violation of these Guidelines: 

 

 An employee who reaches or exceeds the thresholds outlined in the Guidelines will be formally coached (in-

person) by his or her supervisor and a Letter of Caution will be issued to the employee and placed in the 

employee’s file.   

 

 An employee who reaches or exceeds the thresholds outlined in the Guidelines, who has already participated in a 

coaching session and received a Letter of Caution which is still active, will be subject to formal investigation.  If 

the investigation establishes that the employee has violated this Guideline, a 5-day suspension will be assessed. 

 An employee who reaches or exceeds the thresholds outlined in the Guidelines, who has the 5-day suspension 

referenced above still active on their record, will be subject to formal investigation.  If the investigation establishes 

that the employee has violated this Guideline, a 20-day suspension will be assessed 

 

 An employee who reaches or exceeds the thresholds outlined in the Guidelines, who has the 20-day suspension 

referenced above still active on their record, will be subject to formal investigation.  If the investigation establishes 

that the employee has violated this Guideline, the employee will be dismissed. 

 

Note:  A Letter of Caution will no longer be considered “active” if an employee completes three years with no Attendance 

Guideline violations. After a violation resulting in suspension, if an employee completes six months with no Attendance 

Guideline violations, the most recent suspension will no longer be considered “active” discipline.  If an employee 

completes an additional six months with no violations, the next most recent suspension, if any, will no longer be 

considered “active” discipline. 

Waivers 
 

When an employee triggers an attendance violation, it is most important that he/she understands what is required of 

him/her to prevent a similar future violation. CN will give each employee the opportunity to waive the formal disciplinary 

investigation process. However, before agreeing to any waiver, an employee must engage in a conversation with his/her 

manager to clearly identify the violation, the factors that contributed to the violation and steps he/she will take to prevent a 

recurrence of the violation. For those employees electing to waive the disciplinary investigation for a violation that would 

result in a suspension, the suspension will be converted to a “record suspension.” All record suspensions will appear on 

the employee’s discipline record, and be treated as a suspension in the assessment of subsequent discipline, but the 

employee will not actually serve the suspension. Attendance violations where the next step is dismissal will not be waived. 

 


