Duke: Important Policies & Reminders

Attendance policy program: 

Reminder, you will need to continue notifying your supervisor of your need for leave by requesting your time off through the Duke payroll system. Medical leave is an option to help manage your attendance however it is your responsibility to follow the process to obtain consideration for such, the alternative is to manage your absences via the 
Return to work requirements:
Your employer requires you to report your return-to-work date a minimum of 48 hours in advance and provide specific information about any light duty restrictions that you may have upon return. Failure to provide this information timely may result in a delayed return-to-work which may be subject to the attendance policy. 

Compensation During Leave:

PTO accruals (i.e. Vacation, Sick Leave, Paid Time off, Personal Holidays) will run concurrently with FML/Medical leave up to the last one week of Vacation, Personal Holiday, Paid Leave that you have available. If you would like to use your last week of PTO for compensation during medical leave you MUST request this time in the payroll system.

Benefit Payment Requirements: 

Duke will continue to deduct benefit premium payments from your payroll check while you are receiving them however any premiums that cannot be deducted from your check must be paid directly to Duke.  Benefit payments should be paid no later than the 1st of the month for the following month.  To view benefit premium payments due please pull up the "Employee Paid" section of your last full payroll check. Reminder: You are not required to pay towards your 401k or charity while you are out on leave.  

Delinquency or failure to pay benefit premium payments may cause coverage to be canceled and/or ineligibility for Cobra coverage. 


Payments can be made via Check or Money Order to: Duke Manufacturing Company, C/O Payroll Department, 2305 North Broadway Saint Louis, MO 63102


Medical Leave Paperwork:

Medical leave and return to work information may be faxed to Duke 1-314-241-5528, emailed to HR@dukemfg.com or returned in person to your local HR team member. 


More Information: 
Tons of additional benefit information is available online at the Duke Employee Information Hub.  Link to this page is available in IPS or at https://dukemfg.com/employee-information/  
· Health Advocate Employee Assistance Program and Health, wellness, basic medical information  https://members.healthadvocate.com/Account/OrganizationSearch , 1.866.799.2728
· Disability Insurance Information   https://presents.voya.com/EBRC/DukeMfg, 1.877-236-7564
