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Key Elements

Clear Purpose Statement Incentives — Good Attendance

Expectations and Definitions Paid and Unpaid Leave Integration

Reporting Procedures Recordkeeping and Confidentiality

Timekeeping Procedures Communication and Training

= Progressive Discipline




Purpose

Attendance policies provide clarity and structure to prevent misunderstandings and ensure the rules are applied fairly
throughout the organization. Managing overly complex or vague attendance policies can be frustrating for managers,
supervisors, and HR personnel.

Policy Statement Examples:
= Foundational

o This policy is designed to set clear and consistent expectations, promote fairness, and ensure an efficient and
productive work environment.

= Flexible

o Provides necessary guidelines to balance personal needs with operational requirements.

= Results Oriented

o Outlines clear expectations to minimize workflow disruptions and ensure accountability.




Expectations and Definitions

Speak with your managers and supervisors — what is the current approach and expectations regarding attendance and
punctuality? Does the approach and/or expectations vary shift by shift or manager to manager?

= List regular work hours and days and include:

o Lunch breaks paid or unpaid, how long, number of minutes that constitute being late or returning from a break.

= Define:
Absence
Job abandonment
Excused absences
Unexcused absences
Presenteeism

Job abandonment

Early departure

Tardy

Unscheduled absence
No call/No show

Sick Days




Procedures

= Unplanned Absences, Lateness, or Early Departure
o Notification — time prior to scheduled start time, how, and who.
o Provide reason and expected return-to-work or arrival. State when a doctor’s note is required.
o Specific number of days without notification equates to job abandonment.
= Scheduled Time Off
o How much notice is required.
o Time granted per request (one week, two weeks, etc.).

o Request submitted to who.




Timekeeping

= Non-exempt employees — must accurately record total number of hours worked.

= Exempt employees — record daily attendance and time away from work.

= Define expectations for remote/hybrid team members

= All employee’s are responsible for verifying the accuracy of time worked and submitted.

= Ensure company compliance with all regulations governing overtime and lunch/breaks — demonstrates a
commitment to fair employment practices.




Progressive Discipline

= Clearly define thresholds that cause warnings, suspensions, or termination.
o Spell out the consequences for chronic tardiness, repeated unexcused absences, or other infractions.
o When do points or occurrences reset?

= Tie disciplinary components to business impact.

= Utilize a Disclaimer

o Progressive discipline steps are guidelines and the company reserves the right to skip steps or proceed to
immediate termination.

o Reminder - Skipping steps needs complete documentation to justify the decision.




= Paid and Unpaid Leave:
FMLA/ADA
Pregnancy and Lactation Accommodations
USERRA Military Leave
School Activity Leave
Paid Family and Medical Leave
Bone Marrow and Organ Donor

Reproductive Leave

*List is not exhaustive, consult state and local guidelines for all available leave*

Paid and Unpaid Leave Integration

= Expressly exclude protected absences from progressive discipline or point systems

Intermittent Leave

Paid Sick and Safe Time

Jury Duty, and Voting Time

Witness Leave, and Crime Victim Leave
Blood Donation

Bereavement

Domestic/Sexual Violence Leave




Communication and Training

= Explain how the policy was developed to increase managerial and supervisory buy-in.

= Train managers and supervisor on how to track attendance and enforce the rules consistently to avoid basis.

Policy must be in writing and every team member acknowledge receipt of the policy.

o Team members are to understand that compliance with the policy is an on-going condition of employment.
= Train managers, supervisors, and HR staff on how to counsel a team member who is frequently absent or late.
o Remind the team member of the policy and why their absenteeism or lateness is excessive.

o Give the individual the opportunity to share their reasons and determine if they may qualify for FMLA or ADA
leave.

o Set clear expectations and agree on an improvement plan.




Overview

Attendance Policies shape our workplace culture by:

= Providing consistency

= Effectively manage workforce scheduling

= Minimize disruption by promoting reliability

= Increase employee satisfaction and team collaboration
= Decrease turnover

= Balance fairness and accountability

= Reinforce that everyone’s contributions matter

= Protect organizations if discipline or legal issues arise
= Reduce HR headaches

= Eliminate unwritten rules




Questions?
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