Topic of Discussion: Strengthening Attendance
What is currently in practice:

1. We currently stress the importance of attendance in our sourcing and prescreening, candidate selection process.

2. Throughout orientation and our onboarding process, attendance is also discussed and we walk through the counseling steps if someone were to have an attendance issue. We set the expectation up front of our manufacturing and production needs and the importance of a reliable, timely workforce.
3. The new timeclock system flags employees who are coming in late and we daily have visibility to every employee’s attendance. 

4. Prior to the new timeclock and still on a go forward basis, We utilize a missed punches report and document in each employee profile any attendance follow up or issues.

5. At a glance, we can pull an attendance report for each employee.

6. We have a counseling process in place to hold individuals accountable for all policy and procedures including attendance and the expectation for punching in/out for scheduled shifts as well as lunches.
The first time someone is late, they receive a verbal critique.

The second time, a written critique.

The third time, termination.

The counseling process is consistent and fair and if someone is making measurable improvement without attendance issues or if someone is not making improvement.
Note: If someone hasn’t had an issue in several months and all of a sudden has one issue, we have some leeway with giving them a written and a chance to improve vs immediate termination . The counseling process always moves forward regardless of the timeframe.

7. We have also implemented a STAR (Stupendous Timely Attendance Record) program

For each week an employee goes without any attendance issues (missed work, late, etc) their name will be placed in our STAR box. At the end of the month we will have a $50 cash drawing. Each employee has the opportunity to have their name entered up to 4 times a month
What is an action plan in addition to current process:

  1. Currently, we have had a 5 minute grace period with tardies that has been a policy supported by CMG’s team and the Illume production leadership team.
2. Action Items: Client input? Do we want to move to a zero tolerance policy and remove the grace period. 

I.E. Regardless of whether the employee is 1 minute late vs. 15 minutes late, both will receive the same follow up?
Suggestions for action plan
1. Discussion of pertinent client suggestions and feedback Received To Date
2. Based upon the policies we have in place currently and the attendance acknowledgement form we will have all new employees sign going forward, we are open to any input you feel would better the process for holding individuals accountable to be here on time.
Questions
Mutual support of attendance follow up for all employees, production and skilled roles
