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8 Ways to Manage and Improve
Employee Attendance
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Managing and improving employee attendance
goes beyond simply tracking hours worked and
addressing absences.

It involves creating an environment that promotes
attendance excellence, motivates employees to
prioritize attendance, and provides the necessary
support to overcome attendance-related
challenges.

With the right approaches, managers can
cultivate a high-performance workforce and
establish a foundation for success.
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TRACK ATTENDANCE

Implementing automated systems that accurately record employees’ work
hours, track leave requests, and provide real-time attendance data can
streamline attendance management processes.

Automated scheduling systems ensure accuracy, reduce administrative
burdens, and aid in promptly identifying attendance patterns. By leveraging
algorithms, they generate error-free schedules, saving time spent on manual
tracking.

Integration with attendance data enables real-time monitoring, allowing
managers to swiftly address issues like absences or tardiness. This
streamlining enhances efficiency and empowers proactive management,
fostering a productive work environment.
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COMMUNICATION

Figuring out what is the best way to improve
employee attendance starts with a good
communication foundation.

e Regularly communicate the importance of
attendance, update attendance records,
and offer feedback on individual
attendance performance.

 Engage in constructive conversations with
employees to understand any underlying
Issues impacting their attendance and
offer support or resources to help address
those challenges.

e Proactively address attendance concerns
and motivate employees to prioritize
attendance by fostering a positive
communication and feedback culture.



https://www.indeavor.com/blog/2023/01/13/enhancing-communication-with-hourly-workforce/
https://www.indeavor.com/blog/2023/01/13/enhancing-communication-with-hourly-workforce/
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#03

SET CLEAR ATTENDANCE
POLICIES

Establishing clear attendance
policies and communicating them
effectively to employees is the
foundation for managing
attendance.

Key elements to include in an
attendance policy:

1.Expectations regarding
punctuality, absences, and
tardiness.

2.Procedures for employees to
report absences, tardiness, or
the need for leave, including who
they should notify and within
what timeframe.

Sick leaves

3.Consequences of excessive
absences, tardiness, or
unauthorized leave, including
disciplinary actions or termination
procedures.

4.Documentation requirements
necessary for excused absences,
such as medical notes or family
emergency documentation.

Ensure these policies are easily
accessible to all employees through
employee handbooks, intranet portals,
or other relevant communication
channels. By setting clear guidelines,
employees will understand how
essential attendance is and the
consequences of non-compliance.
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IMPROVE VISIBILITY

One effective way to improve attendance
visibility and empower employees is by
incorporating technology, allowing
convenient access to schedules from their
mobile devices.

By embracing this digital approach,
managers and directors can give
employees real-time access to their
schedules, fostering transparency and
flexibility.

Benefits of mobile scheduling:

e Real-time Updates: Mobile scheduling apps provide instant updates,
ensuring employees always have the most current information about their
shifts, changes, or any updates made by management.

e Reduced Errors: By eliminating the need for manual data entry or
communication, mobile scheduling reduces the likelihood of errors or
misunderstandings in scheduling, leading to more accurate attendance
records.

e Time Savings: Employees save time by not having to contact their
managers or HR for schedule information, and managers save time by not
having to manually distribute schedules or handle scheduling inquiries.


https://www.indeavor.com/solution/mobile-engagement/
https://www.indeavor.com/blog/2023/04/24/transition-your-online-schedule-to-outage-mode-with-ease-using-indeavor/
https://www.indeavor.com/blog/2023/04/24/transition-your-online-schedule-to-outage-mode-with-ease-using-indeavor/
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ALLOW FLEXIBILITY i i O 5

Knowing how to improve employee attendance is to recognize the diverse
needs of your workforce and consider implementing flexible work
arrangements, such as remote work options or flexible scheduling.

Some examples of common flexible scheduling practices include:
e Shift Swapping

e Compressed Workweeks
e Voluntary Overtime

Flexible arrangements demonstrate a willingness to accommodate employees’
needs, leading to increased job satisfaction and reduced absenteeism.
Allowing employees to adjust their work hours or work remotely can help them
manage personal obligations while maintaining a commitment to attendance.
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EMPLOYEE RECOGNITION AND
INCENTIVES

Recognizing and rewarding employees who consistently demonstrate
exemplary attendance can be a powerful motivator. Implement an employee
recognition program that acknowledges individuals with exceptional
attendance records.

Recognition can include monetary rewards, additional time off, or public
announcements. Celebrating good attendance reinforces the value placed on
attendance and encourages other employees to strive for improved
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attendance.
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TRAINING AND
DEVELOPMENT

Investing in employees' professional growth
through training positively impacts
attendance by fostering job satisfaction and
loyalty.

This commitment to development
strengthens the bond between employees
and the organization, increasing their
motivation to attend work regularly and
contribute actively to success. Additionally,
acquiring new skills boosts confidence,
further motivating employees to prioritize
attendance.

Overall, such investments not only enhance
skills but also cultivate a positive work
culture where attendance is valued and
encouraged.
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— THE NUMBERS ARE CLEAR —

Employees who feel valued and invested are more likely to maintain
regular attendance and actively contribute to the organization's

success.
(o) 0
37% 41%
The average decrease in Decrease in turnover
employee absenteeism when compared to organizations
employees are engaged at with lower employee

work.* engagement.*

*(Source : Society for Human Resource Management (SHRM))
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PROCESSES

Managers and directors can create a seamless employee experience while
efficiently managing attendance by simplifying key processes, such as the time-
off request process.

Simplifying attendance policies streamlines communication and enforcement,
reducing confusion and improving compliance among employees. Clear and
concise policies also enhance employee satisfaction, as they understand
expectations more easily, fostering a positive work environment.

Managers and directors empower employees to take ownership of their
attendance while minimizing administrative burdens by ensuring a user-friendly
time-off request process.



https://www.indeavor.com/blog/2023/02/23/scheduling-employees-fairly-effectively-and-easily/
https://www.indeavor.com/blog/2023/02/23/scheduling-employees-fairly-effectively-and-easily/
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Conclusion-

Track attendance with automated
# O 1 systems for streamlined, accurate, and
proactive attendance management

Communication is key to supporting
# O 2 employees while improving attendance

Set clear attendance policies to
#O 3 ——— establish expectations and ensure
accountability among employees

Improve visibility by integrating mobile
# O 4 ——— scheduling for real-time access to
employee schedules

Allow flexibility with flexible scheduling
# O 5 ——— options to enhance employee attendance
and satisfaction

Employee recognition and incentives
# O 6 — reinforce attendance value, motivating
and encouraging improved attendance

Training and development initiatives
# 07 —— enhance attendance, fostering
satisfaction, loyalty, and a positive culture

Simplify processes through the
# O 8 —— implementation of a user-friendly time-off
request system
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Plan. Schedule.
Engage. Optimize.

The Modern People Operations Platform for Manufacturing,
Consumer Products, Energy and Public Enterprises.

www.indeavor.com



