Strengthening the attendance
What is currently in practice:

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

Throughout orientation and our onboarding process, attendance is also discussed and we have an attendance acknowledgement form they sign off on at the time of hire.

What is an action plan in addition to current process:

There are no grace periods for tardies

Regardless of whether the employee is 1 minute late vs. 15 minutes late, both will receive the same follow up.

*Lay out the rules up front, have a clear policy that will be adhered to everyone


Determine if this is for those that are habitually late or everyone


Will there be any exceptions (skilled positions)


Will there be a period after which we will start over, clean slate (after 6 months) 

*Communicate to all employees, making sure they understand completely

*Enforce policy

This falls under what we are currently doing:  as far as counseling verbal, written, written, etc.

In my own opinion, I don’t think we should take someone off the schedule due to attendance. Simply, the counseling process should be consistent and fair. If they can’t be on time, the written critique process will result in termination if there is no improvement.

Suggestions for action plan

*First occurrence: verbal warning. Employee is talked to and warned what will happen if another occurrence.

*Second occurrence: will be taken off the schedule for 2 days

*Third occurrence: will be taken off the schedule for 1 week

*Fourth occurrence: terminated

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.
