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Purpose of using Absence Manager for Attendance

The workforce Absence Manager solution is an advanced employee absent tracker to
track attendance occurrences. It automates and streamlines our attendance policies so
that you as the Manager can enforce organizations’ rules consistently and control the
costs, risks, and lost productivity associated with your employees’ absenteeism.
Absence Manager notifies you as the Manager when employees approach or reach
designated attendance thresholds with appropriate documents via your email inbox.

What is our Attendance and Punctuality Policy?

Absence Occurrence is a failure to report to work on a scheduled day and time due to
personal reasons, illness and/or family matter.

Absences related to leave of absence, Intermittent FMLA, PSL, or worker’s
compensation will NOT be counted as an absence occurrence.

Partial Absence Occurrence — is arriving at work late or leaving work early without
written or verbal supervisory approval. Arriving at work late is defined as clocking in any
time after the employee’s scheduled start of shift. This also includes coming back late
from a meal period.

Current Guidelines for Corrective Action

The following guidelines are to be followed for absence occurrences

5 occurrences Verbal, Documented
6 occurrences Written Warning

7 occurrences Final Written Warning
8 occurrences Termination

To be considered for disciplinary action, the absence occurrence must have occurred
during the last rolling 12-month period. Any occurrences prior to this time frame will
not be considered.
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No Call No Show

When an employee does not show up to work on a scheduled shift AND does not call
in, Director or Manager will add the following paycode (with zero hours) to the
employee’s timecard for the day that the employee did not show nor called:

Example:

Timecard | Schedule | People | Reports | More ¥

TIMECARD

Hame & ID
Last Saved: 12:44
Time Peric
E Actions * Punch * Amount > Accruals ¥ Comment > J
Date Pay Code Amount
Sat W21 -
sun 322 -
Mon 323 This Day Approved | 1.0
Mon 323 -
Tue 3/24 PAYCODE «~7ERO HOURS

AlElEEE G

Wed 325 : - e
Thu 3126 NO CALL NO SHOW
Fri 32T -

The following guidelines are to be followed for a “No Call No Show”

= ] [ (] (] (%] (%] (] )

1 NCNS Occurrence Final Written
2 NCNS Occurrences Termination
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Repetitive Written Warnings and Final Warnings

Upon receiving the third corrective action for EITHER a “Written Warning” for 6
occurrences OR a “Final Written Warning” for 7 occurrences within a rolling twelve (12)
month period, the employee will be subject to termination of employment.

Example:

An employee who received the following within a rolling twelve (12) month period:
Written Warning for 6 occurrences

Final Written Warning for 7 occurrences

Final Written Warning for 7 occurrences

3 corrective actions with either a written or final written warning within a rolling twelve
(12) month period = TERMINATION

How does Kronos track these occurrences?

Employee Employee Time Attendance
Schedule (all is Collected in Infractions are
employees will :> Time Card {i.e., :> identified (i.e.,
have a schedule) punch times and “LateIn”, “Long
paycodes) Break”, “Early
Out™)
Manager igtt?gndf e Outcomes are
attaches ;
determined when managed and
comment to attendance rules |::> eze
infractions (i.e., |::> are applied, auto
“Excused” o e
Telmiilesl of occurrences
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What triggers an occurrence in Kronos?

Time Card Transactions | Attendance Event Absence Value
(Occurrence)

“Late In”” infraction with Late In - (only applies if the 0.5
comment “Unexcused”. employee clocks in 8 minutes or

later after start of scheduled

shift.)
“Early Out” infraction with Early Out - (only applies if the 0.5
comment “Unexcused”. employee clocks out 8 minutes or

earlier before end of scheduled

shift.)
“Long Break™ infraction Long Break (when meal period is 38 0.5
with comment minutes or greater)
“Unexcused”.
Pay Code “VAC-HOL - Absence (A full shift missed, 1.0
Absent” with a schedule employee calls in sick for self or for
for that day. an unexpected event)
Pay Code “PD PT Absent” Part time or Per Diem Absence (A 1.0
with a schedule for that full shift missed, employee calls in
day. sick for self or for an unexpected

event)
Pay Code “EXEMPT FULL Absence (A full shift missed, 1.0
ocCcC”. employee calls in sick for self or for

an unexpected event). Used for
Exempt employees.

Pay Code “HALF OCC” This paycode will trigger half (0.5) 0.5
of an occurrence. Used in the event
that the employee does not have
enough PSL hours to cover the
entire full shift that was missed.
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How to access the Attendance Workspace

From “Workspaces”, click on “Attendance”:

= Kronos WORKFORCE CENTRAL{R) - Windows Internet Explorer

@;;V |E‘ SIEFFIE, COMm b ‘, fal

Flle Edt  wiew Favorites  Tools  Help % EhCuverl v EHSeL
1‘:( Favuriles 1“:9 T & -
| € Kronos WORKFONCE CENTRAL(Y) | | %~ B - ] o v Pajer Safetys Toolsw |

[1oaf 10 Items ]

Next, the following screen should appear:

This is the Attendance Workspace

Attendance - o]
& Back to Attendance
ATTENDANCE —
L Refreshed: 13:49 Hiow, |“”H°|T|E 'l

ast Refreshed: 13

Time Period |Pre.|uus Pay Period - | _
Actions ¥ Punch ¥ Amount~ Accruals ¥ Schedule ¥ Approvals ¥ Payroll Prep ¥ Person ¥ Attendance ¥ Leave ¥
[ Last Attendance [ Action Action Action [ Action
Name 1/ D Hire Date Apply Rules Occurrences Recognized Completed

Date Action | Date Date Status | Date
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The following table explains the types of information in the Attendance Workspace.

Field Name Description

Last Applied Rule Date The date up to which attendance policy rules were last applied.

Occurrences The current total of the occurrences balance within the last 12 months.

Attendance Action An activity performed by the organization to discipline or reward an employee.

Example: Suspension

The date on which the employee incurred the behavior that launched the

Action Date action.

Action Recognize Date The date on which the action was processed and recognized by the system.

Example: An employee incurs PTO-Absent on 3/1/2014 which triggers the
action Written Warning. The Attendance rules are applied on 3/3/2014. The
Action Date is 3/1/2014 and the Action Recognize Date is 3/3/2014.

Action Status Displays the current status of the action. This is especially important if you are
responsible for monitoring disciplinary actions.

Example: Initiated or Completed

Action Completed Date The date on which the action was carried out, such as delivering a verbal
warning to an employee. This is especially important if you are responsible for
documenting the date on which the disciplinary action was carried out.
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How to access an employee’s attendance editor to view occurrences

Select the employee’s name in the Attendance Workspace, and click on “Go To”, then
select and click on “Attendance Editor”:

# Attendance aix

Attendanoe
Anendance Loaded 804 Previous Pay Period - All Home
=R iii"‘ ? l‘&. e}. - v . d ’- = Select the employee, then click on O -
el Filer wople  Timeherping  Accrial Approw hrdule Ahsencr "Go Te" and click on "Attendance pras er
fniac snios Editar”....
Hams W ] Hire Date Last Oecurran..s Attendance Action Action Action Actior
™ Apply Rules Action Date Recognized Status Complet
Date, P o « Go to widget
LOPEZ, FABIAN P 000GATY Reparts
GONZALEZ. MODESTO F_ DOOGE1S Timecmds 2
STROMENGER, CARGLYN 91164 nfa nfa na na n'a Timecard Exceptions
EALA LILIBETH F_ D0OGB1Z L/0T/200T A Tiwci
A ANDEZ SILVI 06E3Z B/ 14/200T
DURAN-HERNANDEZ SILVIA P DOOGA3: 814120 ﬁ Anendance Edios
LOPEZ, ASHLYN F_ 0006813 sloTEnT Rule Anatysis !
DANIELS, GENIE P D0OGHOE ozt * Go to workspace
TRUBILLA, KATRINA F_| 0006817
COX, JANA P D00BE31
RGBT A FRR £ | nanRma RinTINT

Next, click in the “Time Period” field and select “Range of Dates”:

- BaCK TO ATIENTANCE
>

ATTENDANCE EDITOR Person & Id

SUMMARY CALENDAR INCIDENTS ACTION DETAILS DOCUMENTS AUDITS

Processed through 3/07/2015

LR s e il Previous Pay Period 3082015 — 32172015 ﬁ
Current Pay Period
Day Mext Pay Period Actual Amount Balance Change Total Balance Type Shift Start Tir

This table CUITe preyinys Schedule Period

Current Schedule Period
Next Schedule Period

Today
“esterday
Week To Date

Last Week

C
Range of Dates

Enter the “Range of Dates” (normally, it is practical to see the last 12 months since we
are on a “rolling” 12 month policy), then click on “Apply”. This will allow you to see all of
the occurrences for the last 12 months:
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W My Genies i# Attendance

-

Attendance -

48 | PBackto Attendance

ATTENDANCE EDITOR

Person & Id

SUMMARY CALENDAR INCIDENTS ACTION DETAILS DOCUMENTS AUDITS

Processed through 3/07/2015

Next, you will see in detall, all of the occurrences within the “Range of Dates” that you
have selected:

TEmeP&riod|Hﬂng&ufDﬂt&s W |3.23r2|]14 | E |3,r2&r2015

ATTENDANCE EDITOR

Person & Id

SUMMARY CALENDAR INCIDENTS ACTION DETAILS DOCUMENTS AUDITS

Processed through 3007/2015

Time Period | Range of Dates V| |3f23f2014 | 3 |3,23.»2015_ | = m
Da Date / Event/Pattern/Action — ZTEIEY Total Balance Type Shift Start Time Source Poli Per:
¥ Amount Change ¥p el
Thu 4242014
T 412412014 Counted 1.0 1.0 Dccurrences Historical-Occurrences-
Calendar Days
Sun BA02014 ‘Ignore Timecard Dats”

Marker
Thu 121872014 Absent

[l o o

121872014 Absent Counted 1.0 2.0 Occurrences

Occurrences Occurrences-Scheduled
Days
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About the Attendance Editor

The following table explains the types of information in the Attendance Editor.

Field Name Description

Date The date on which the employee incurred the event, pattern or action..
Event/Pattern/Action The attendance event, attendance pattern or attendance action that the employee
incurred.

Example: No Call No Show

Actual Amount The amount of time that the employee was early or tardy.

Example: 0:50 (30 mins) or 0.0833 (5 mins)

Balance Change The number of points, occurrences that the employee incurred as a result of the
attendance event, pattern or action..

Example: 0.50r 1.0

Total The total balance of occurrences within the last 12 months.
Example: 6.0

Balance Type The type of units that represent what the balance is tracking. Balances is based on
occurrences.

Example: Occurrences

Shift Start Time The employee’s scheduled shift start time.
Example: 730
Source Policy Link that provides information on the attendance policy rule that generated the

attendance event, pattern or action when attendance rules were applied.

To edit or excuse an Occurrence after Payroll has Signed-Off

Check the box next to the Occurrence that you want to edit, and then click on “Edit”:

ATTENDANCE EDITOR Person &Id

SUMMARY CALENDAR INCIDENTS ACTION DETAILS DOCUMENTS AUDITS

@wm

Processed through 3/07/2015

Time Period | Range of Dates V| ‘ 3282014 ‘ = | 322015 | = m
Day Date / Event/PatterniAction :n%tilt EC:I:I_T;: Total Balance Type Shift Start Time Source Policy P
Thu 4242014 Abszent
O Thu 42412014 Absent Counted 1.0 1.0 Occurrences Historica-Occurrences-
Calendar Days
O Sun 8102014 ‘Ignore Timecard Data’
Marker
O Thu 121872014 Absent

Thu 121812014 Absent Counted 1.0 20 Occurrences Occurrences-Scheduled
Days

O
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Go to the “Event” field, and change this field to the proper event (i.e., “Absent No
Occurrence” or “Late In Excused”, etc.):

Click on “Save & Return”:

# My Genies ® Attendance

Attendance ~

4 | PBackto Attendance

EDIT ATTENDANCE EVENT Person & Id

FRSTROSIN | ST i

Processed through 3/07/2015

Thu 412412014 g Absent
Absen = cutive
ent No Occurrence

Fat

Adjust +0.5 Event
Adjust +1.0 Event
Adjust -0.5 Event
Adjust -1.0 Event
Early Out

Early Out Excused
History-Final Written
History-Werbal
History-Written

Late In

Late In Excused
Long Break

Long Break Excused
No Call No Show
Unexcused Late In-Early Out

Next, click on “Apply Rules”

W My Genies @ Attendance

Attendance ~

4 | Backto Attendance

ATTENDANCE EDITOR T
SUMMARY CALENDAR INCIDENTS ACTION DETAILS DOCUMENTS AUDITS

aa

Processed through 4/23/2014

Time Period | Range of Dates v| |3,-2&fz[|14 | E |3¢23r2[|1 5 | E M
Day | Date / Event/Pattern/Action fn%ﬁt Bc?:u:;: Total | BalanceType | Shift Start Time Source Policy
| Thu 42472014 Absent Mo Occurrence
O Ti 14 nted 1 1 OCCUMTENCES Historical-Occurrences-
Calendar Days
O Sun 8102014 ‘ignore Timecard Data’
Marker

O Thu 121812014 Absent

8/2014 Absent Counted UTTEnCes =-Scheduled
O 1 o Occurrences-Scheduled

Days
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Click “OK”

M My Genies @ Attendance

Attendance  ~

L] Back to Attendance

ATTENDANCE EDITOR

SUMMARY CALENDAR

Person & Id

INCIDE N1I (2! Apply Attendance Rules - Windows Internet Explarer

Processed through 412372014

®  Use default start date

Time Period | Range of Dates

Day Date #
O . Thu . 4/24/2014
O T 412472
O Sun . 8102014
O . Thu . 12182014 .
] Th 12182014

The event will change and the number of occurrence will fall off the attendance editor:

ATTENDANCE EDITOR

SUMMARY CALENDAR

Abzent No Ocoul

1 -3
‘Igrore Timeeard) L

I [ eravee @
Event/Patternd, lw IW h"-’-e‘--\,i

' Policy

frences-

Marker T T T T T

Absent

Person & Id

ACTION DETAILS DOCUMENTS AUDITS

Processed through 3/25/2015

Time Period | Range of Dates

T | oo

V| [ameeo1s | B [seeeors | REEE
ErenbRaitacn/A ction :‘;E'ﬂt E:I::Es Total | BalanceType | Shift Start Time

Absent No Occurrence

Sun 102004

Thu 121872014

o |gj| (O

‘lgnore Timecard Data’
Marker

Absent

Occurrences-Scheduled
Days

Source Policy

Occurrences-Scheduled

Days

P
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To add an Occurrence after Payroll has Signed-Off
In the employee’s attendance editor, click on “Add Event”:
ATTENDANCE EDITOR Person & Id
SUMMARY CALENDAR INCIDENTS ACTION DETAILS DOCUMENTS AUDITS
Processed through 2/06/2016
Time Period |Pr&vinu3 Pay Period W 112412016 — 20612016
Day Date / Event/Pattern/Action Actual Amount Balance Change Total Balance Type Shift Start Time Source P

Thizs table currentty containg no data.

Next, enter the date of the occurrence, choose the Event Type (Adjust + 1.0 Event) or
(Adjust + 0.5 Event) and enter the amount of the occurrence in the Event field (i.e., 1.0
or 0.5):

"ADD ATTENDANCE EVENT Person & Id

Save ‘ Save & Return ' Return

—
Processed through 2/06/2016

*Date *Event *Amount
Sat 2/06/2016 | [ Adiust +1.0 Event ) v x

Click on Save & Return:
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Next, you should see the event that you have added:
Click on “Apply Rules™:
ﬁ] Back to Attendance
ATTENDANCE EDITOR Perso
SUMMARY | CALENDAR ‘ INCIDENTS ‘ ACTION DETAILS | DMTS | AaupITs
= Fooly wotes )] View|
"‘l-u.‘__‘__'_,.-l'"
Processed through 2052016
Time Period | Previous Pay Period 24206 — 2062018
eroa| | =
Day Date f Ewvent/PatterniAction Actual Amount Balance Change Total Balance Type Shift Start Time
IE' Sat 2062016 Adjust +1.0 Event 1.0
LN
Click on “OK":
1 Apply Attendance Rules - Windows Intermet Explores ooy

lli () Use detaut siar date
0 =
EndDete [3zseos | B

f‘ﬁwﬁ
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The event/occurrence will be added to the employee’s attendance editor (see under the
“Total” Column):

o

ATTENDANCE EDITOR Person & Id

SUMMARY CALENDAR INCIDENTS ACTION DETAILS DOCUMENTS AUDITS

Rid il At 5~ [ 5| =

Processed through 2M2/2016

Time Period | Previous Pay Period V| 112412016 — 21062016  |Eale LY
) Actual Balance ; .
¢
Day Date Ewvent/Patterns/Action Amount Change Balance Type Shift Start Time Source Policy

Oecurrences Occurrences-Schedule
Days

0 Sat | 2062016 | Adjust+1.0 Event 1.0

Make sure the occurrence has
been added to the "Total Column”
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Action Details to View Notifications for Disciplinary Actions

Click on “Action Details” to view notifications for disciplinary
actions

Please note: Disciplinary notifications will also be sent to the Manager's Kronos
inbox as well.

* Artendance

Time Peried  Camrerit Paw Persodd - Show  AllF
Attendance -
-
ATTENDANCE EDITOR Person & ki

i
SUMMARY | CALENDAR _ ACTION DETAILS

Processed through 6102014

Add Manual Adjustment -3

T

Time Perbod | Prevous Pay Peros ¥ SHRZON4 - S04 m
o Date © | EventPamermieton | oo BABRR o BasnceT Saen St T Source Py
ay ate Wl d Amound | Change Tota alance Typs fi Stan Time ource Polcy
I Mon SHS014 LatE In 0.08 0s 0s Ocourmences 8 Occurrences-
Scheduled
Days
I Tos L200e Lbsent
I Ciccurrences-
Scheckled
Days
r Wied tr s Drah Laie In 0.0& ek 20 Sccurnences
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Click on the paperclip to open the document

KRONQS' ™' [Fesh S

Sign Oul

A Scheduling | Atterdance
Time Ferdod ~ Cumrent Pav Penod w(d  Show  ANHome Location - [
Attendance = |}
-
ATTENDAMCE EDITOR Person & ke
SUMMARY CALENDAR INCIDENTS DOCUMENTS AUDITS

Cneen | e ] ot | o ts | vw | e | roers

Processed through 6102014

Tierett Priod | Previces Pay Period W EHARDNE - SR04
Afientance &ctien Triggensd Date Initanad Date Cufrent Stabhis Compietad Date Datais Sauncs Pobcy
- Fpproaching Dscpine E2naing Enains Irdated Balance
r verzal Decymanmed it ez raned Ealang
- Rapetitrve Acton Counter e L= et B It Balance
r irtien Viaming ik Ve rnsd Balance
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Motice of Corrective Action will open in Word

E Sierra View .

Disirict Hosp Notice of
Corrective Action

Emplovee Name: Date Action lssued:

I 52812014

rUSYn. Department:

Department Dl'ri:turﬁullnlgnr:

MNature of Performance Concern:

[ Palicy/ Procedure Vielation: List specific policy procedure violated
[0 Unsatisfactory Job Performance

[0 Behavier/Conduct Concemn

| B Absenteeism Tardiness

Attendance/Functuality Disciplinary Level | No-CallMo-Show Disciplinary Level

Overbal Waming (5 occumences) O Final Written (1% No-Call/No-Show)
(& Written Waming (6 occumences) O Termination (279 No-Call/No-Show)
O Final Written (T occurmences)
[O] Termination (8 oCccumences)

SI26/0014 Approaching Discipline
SI2TIA04 Verbral Documented
SAAUNE Repetitive Action Counter
S2EATL Written Warming

Occurrences Leading to Corrective Action:

SMH14 Late In 0.5 Coowrrences
S0 014 Absant 1.0 Docurrences
Sia1rara Late In 0.5 Crocurmences
SS2ara4 Absent 1.0 CROCUTTEN CES
SI23IA04 Late In 0.5 Cecurmences.
SI26I2014 Absent 1.0 Dococurrences
SZTIa014 Late In 0.5 Crocurrences.

Corrective Action

S2arnitd Absent 1.0 Deocurrences
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Once action has been completed, click on the action and click on
“Edit”

Time Perted  Cuirens Pay Penod = 2 Shwow Al Home Locabons -
Atendance -
™
ATTENDANCE EDITOR person & id
SUMMARY !_H_(_{l\I.INDNR INCIDENTS DDLUMENTS AUDITS
Regenerabe W Forward 9
[ i ot | s | v | e | Forri |
\\_-”
Froceased thiough 6102014
Time Period | e cus y Feres Rl [T T T m
Anbacaton Acten Trigpensd Dt roaisd Do Carment Status Cosmplatad Date Ctais Seures Polcy
Agoropchieg Decping Lkl o ntaied Balange
B Varbal Documenisd 2l i rraies
= Aagttes &t Chents 5280818 ML (e L] Saance
L
| & risin Yiaming = nigied
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Type in the completed date, add any additional comments

under “Details”, and click on “Save & Return”

'-.i;|rl-1-lllt-

KRONOS

¥ Attemdance
Time Feriod  Cument Pay Penad =2 Shew AllHomelocasons | =| fig
Atlendance = o]
™
EDITATTENDANCE ACTION Person & Id
-~ - T .,
\""'\_ _,/
Frocessed through 60014
Aferdance Ao Trigpered Dabe ndisled Dwte | Correst Status .ﬁ:ﬂ:ﬂm . fﬂ_,__—.“-ﬂ.ﬁ__q_h\ Sowrce Polcy
Wriken Waring s Ene it { emaco = ([ camment goes tere ) Buanct
\ ' e -
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Manually Applying the Attendance Policy Rules

You can apply the attendance rules without waiting for the regularly
scheduled time {Payroll Thursday).

For example, you might want to manually apply the attendance rules if you
made a change to an employee's timecard and need to see attendance
results/notifications right away.

Time Pevied  Cuirent Pay Penoed ] ] Sl AllH

ATTENDAMNCE EDITOR Person B ki

/
SUMMARY CALENDAR ?:l ACTION DETAILS CHFCUMENTS -l'\t.lﬂl'l‘."

[ nds et > | Add ot Adptoment > = 3

Processed through 6102014

Time Pariod | Prevous Pay Parcs W SN0 - D014
Day Date * EventiPameensclien ::':‘T_ E:‘::;’: Tetal | Balance Tyse  Shit SanTeme | Source Polcy
Man SHSI014 Lats i o.o2 as 0.5 DEcurTenced 8 DecufTances-
Sl
Days

DecurTences-
Bz Petativibind
Days

20014 Late 0.0& =K 2.0 DEcuffenced B efces
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Click on “"0OK”
Then attendance results will appear

KRONOS ™" foegs o4

* Woarkspace

Time Period  Currert Pay Pesiod -

= Shew | Al Home Locytons

= Apply Attendance Rulss - Windows Internet Explorer

ATTENDANCE EDITOR

() Use detaut start dass

O =
SUMHARY CALENDAR
End Dmie | 6105002 j
= =
Processed through 60504 P,m m
=

Time Period  Frevous Pay Pened ¥
Day Cate # Event®atemiscty fendanc
o Megn SIRE0S Lt h weE = 0% Qooumesces  E QetuTences-
Schedsled
Diys
— Tue P

Oooumences-



