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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:  
 

 
 
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? 
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What triggers an occurrence in Kronos? 
 

Time Card Transactions Attendance Event Absence Value 
(Occurrence) 

“Late In” infraction with 
comment “Unexcused”. 

Late In – (only applies if the 
employee clocks in 8 minutes or 
later after start of scheduled 
shift.) 

0.5

“Early Out” infraction with 
comment “Unexcused”. 

Early Out – (only applies if the 
employee clocks out 8 minutes or 
earlier before end of scheduled 
shift.) 

0.5

“Long Break” infraction 
with comment 
“Unexcused”. 

Long Break (when meal period is 38 
minutes or greater) 

0.5

Pay Code “VAC-HOL – 
Absent” with a schedule 
for that day. 

Absence (A full shift missed, 
employee calls in sick for self or for 
an unexpected event) 

1.0

Pay Code “PD PT Absent” 
with a schedule for that 
day. 

Part time or Per Diem Absence (A 
full shift missed, employee calls in 
sick for self or for an unexpected 
event) 

1.0

Pay Code “EXEMPT FULL 
OCC”.  

Absence (A full shift missed, 
employee calls in sick for self or for 
an unexpected event). Used for 
Exempt employees. 

1.0

Pay Code “HALF OCC” This paycode will trigger half (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. 

0.5
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How to access the Attendance Workspace 
 
From “Workspaces”, click on “Attendance”: 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Next, the following screen should appear:  

This is the Attendance Workspace 
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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 

Action Date The date on which the employee incurred the behavior that launched the 
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”: 
 

 
 
Next, click in the “Time Period” field and select “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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Next, you will see in detail, all of the occurrences within the “Range of Dates” that you 
have selected: 
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About the Attendance Editor 

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

 

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”: 
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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”: 

 

 

Next, click on “Apply Rules” 
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Click “OK” 

 

The event will change and the number of occurrence will fall off the attendance editor: 
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To add an Occurrence after Payroll has Signed-Off 

In the employee’s attendance editor, click on “Add Event”: 

 

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): 

 

 

Click on Save & Return: 
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Next, you should see the event that you have added: 

Click on “Apply Rules”: 

 

 

Click on “OK”: 
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The event/occurrence will be added to the employee’s attendance editor (see under the 
“Total” Column):  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



17 
SVMC Kronos Absence Manager for Attendance User Guide 

 
 

Action Details to View Notifications for Disciplinary Actions 
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Manually Applying the Attendance Policy Rules 
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