Company Name & Logo
[bookmark: _bmzjxgao7vdr]Attendance Policy
Period Applicable: ______________ (From Date)    to  ____________________ (Date)

This Policy is to enhance the management of employee attendance and to establish or refine the company's attendance policy. This document may also be known as an Attendance Management Policy, Absenteeism Policy, or Tardiness Policy. Our policy sets clear expectations regarding employees' attendance at work, emphasizing the importance of punctuality for maintaining workplace efficiency.

Importance of Time and Attendance Policy:
1. Enhances punctuality and regularity.
2. Boosts productivity.
3. Optimizes skilled resource utilization.
4. Reduces absenteeism.
5. Identifies major attendance issues.
6. Facilitates career advancement.
7. Improves morale.
8. Ensures timely payment.
9. Enables attendance improvement strategies.
10. Encourages good attendance through incentives.

[bookmark: _GoBack]Objective
Employees of <Company Name> are required to attend work promptly and consistently. Regular attendance and punctuality are crucial for ensuring smooth operations within the team and the company as a whole. Tardiness or absences disrupt workflow and place undue strain on colleagues.

Scope and Applicability
[bookmark: _70w9pj4jlqzs]This policy applies to all employees of the organization, excluding those who have received specific approval from management. It is binding on all nonexempt employees, irrespective of their position or employment status

Definition/Glossary
Shifts: Each of two or more recurring periods in which different group of employees/ workers does the same job in a relay.
Break: It may be defined as the pause at work or during the time work is taking place.
Weekly work hours: The number of hours a non-exempt employee may spend doing work for his/her employer without being entitled to overtime pay.
Presentism: It refers to being present at work beyond the scheduled time even when overtime is not required. This can cause you to overwork and have an impact on your productivity and job satisfaction.
Attendance: The action or state of going regularly to or being present at a place or event.
Absent: An employee is deemed absent when he / she is unavailable for work as per his / her assigned / scheduled shift and such time off was not scheduled / approved in advance as required by <Company Name> Leave policy.
Absenteeism: is defined as frequent absence of an employee from his job responsibilities. It does not include holidays, leave or any emergency situations. It can be categorized into
· Excused absence: when an employee schedules time off in advance with permission from the employer. Such as any type of leave, jury duty, vacation leave, funeral, health issue of self or dependent, medical emergency, weather or environmental conditions, natural disaster, any religious holiday etc. 
· Non-excused / Chronic absence: absence due to reason such as holidays or leave without approval and not informing immediate manager, waking up late, shopping, watching theatre, Stopping on the way to work for personal reasons, Traffic or public transportation delays excluding situations that result in closing of roads, Bad weather excluding extreme weather conditions like blizzards, hurricanes and floods. 
Tardiness: It refers to coming in late, taking longer breaks then one is entitled to and consistently leaving early without any reason. Leaving early for the scheduled break, returning to work late after a scheduled break or leaving early before closure of official work time.
Truant: An employee who has been absent for more than 6 times without informing the immediate manager or HR.
Short absence: As per real time attendance short attendance is the absence for one or two days not more than 2 weeks at a stretch.
Long absence: As per attendance policy in office, long absence may be defined as an absence which is for more than 2 consecutive weeks.

How Absenteeism affects the business?
Excessive employee absences can have a negative effect on productivity, company finances, and team morale. The employer runs the risk of lost productivity and labor costs, ultimately affecting the business's bottom line. Additionally, excessive absenteeism contributes to employee turnover, resulting in increased labor and hiring costs when replacement employees need to be brought on board.

Cost of Absenteeism:
Direct costs are the easiest to calculate and track, as these refer to paid-time-off, accounting for wages or salaries, overtime costs, and if applicable, replacement hiring costs.
Indirect costs refer to the larger impact of absenteeism. For example, the cost of delayed work, lost productivity, and low team morale.

General Attendance guidelines
· The attendance policy of the company stress upon the guidelines to be followed for attendance and punctuality.
· The work/shift schedule is to be notified and the work must continue till the end of work timings except for the break time like the lunch break or tea break etc.
· Employee should apply for leave as per leave policy, in case an employee is unable to attend office due to some emergency. The immediate manager should be informed on the same by telephone, message or email. In case the immediate manager is not reachable, HR should be informed on the same. 
· In case you are getting late for any reason, inform reporting manager /supervisor on the same.
· An employee requests to leave work early may be considered by the manager. Approval in case of absence is based on the urgency of the reason. Generally, it cannot be granted for more than 5 times in a calendar year.
· Employee attendance must be marked regularly
· All employees are supposing to report to work 10 min before the start time.
· Employees must finish all his personal tasks before the start time of office.
· Employee is required to work at the workplace (excluding permitted to work from home) and should take break only as and when permitted.
· Don’t extend the break hours. finish off lunch, coffee break etc within the time allotted for such activities.
· Try working for 20-30 minutes more after the finish of work timings. This is to ensure no pendency of work next morning.
· Contact should be maintained between the manager and the employee even during period of absence. The basic purpose behind the contact is that employee feel supported and appropriate assistance is followed.
· In case an employee is absent without information / approval or the absence exceeds approved leave then the disciplinary actions may be taken as per policy.
· absence cannot be taken casually and the regular absence or tardiness or absenteeism will be dealt with strict disciplinary action.
· In case an employee fails to report for work at the assigned/scheduled shift time, manager may need to replace the tardy employee with another employee for the full shift 
· Any unreported absence for more than 3 days will be considered as the willingness to leave service voluntarily and strict disciplinary action will be taken in such case. 


Good Attendance
      An employee is said to have best attendance record if the following are met:
· The Employee is reporting for work consistently
· Punctual with entry and exit time’
· Staying at work during working hours
· Break taken only in the assigned timeline
· Proper approval has taken in the case being absent or late
· Absent or Late only for valid reasons.
· Employees who have less than [three incidents] of absenteeism or tardiness in a year will receive an additional paid day off for next year.

Consequences of Poor Attendance:
· In eligible for voluntary overtime.
· No holiday’s payments.
· Not eligible for bonus etc.
 
Responsibilities
Senior Management: 
· The task of senior management is to define the policy on the basis of business demands and to ensure that attendance policy is implemented and followed within the organisation so that policy works well.

 HR Department: 
· The foremost task of HR department is to make sure that this policy is introduced and its supervision is also done by HR Department as explained under time and attendance policy.
· Monthly reporting of absentees with senior management by maintaining real time attendance.
· To give training to managers on how to go ahead with attendance policy in office

Managers and supervisors:
· To make sure that the attendance policy is followed within their teams.
· To provide a secure working environment to employees and maintain relevant standard on day to day basis and follow the best attendance policy.
· To seek support from HR regarding implementation of attendance policy template.
· To make sure that employee attendance is maintained as per the attendance policy guidelines.
· To ensure that employee absence is monitored regularly so that if there is any problem it can be identified in an early stage. This is captured under real time attendance.
· In case any employee is coming late to the office on regular basis a meeting can be arranged with the employee to discuss the issue faced by an employee.
· Options like flexible hours, work from home etc. can be given to employees for helping them to manage work-life balance.
· If there are issues related to mental health of employee which result in absenteeism, help team member to meet the mental health professional.

Employees:
· To follow the rules and regulations as per the work attendance policy.
· Getting approval from immediate supervisor for the leaves, tardiness or any other deviation from the normal routine.
· In case an employee is on prolonged illness they are supposed to inform their supervisors on a day to day basis.

The normal office timings will be as follows:
	Shift
	Timing/ Week Off
	Break
	Grace Period

	Shift-General
	Monday to Friday – 
9.00 am to 6.00 pm
Week Off: Saturday, Sunday

	Lunch break: 1 to 2 pm
Tea Break: 3.30 pm to 3.45 pm

	Total 5 minutes will be given every day (Check-in/out, Break)

	Shift-I
	Monday to Saturday –
9.00 am to 5.00 pm
Week Off: Sunday


	Lunch break: 1 to 2 pm

	Total 5 minutes will be given every day (Check-in/out, Break)

	
	
	
	


Note: 
· In case business demands to work on Week off; there will be working as per “Late stay and holiday working” policy.
· Employees who are studying along with working can attend their academic institution by taking permission from their immediate reporting manager and HOD. However, they have to complete 8 Working hours as per the time and attendance policy. 
· Employees are expected not to leave the office premises during office hours. If in case of lunch etc. they need to go out than it can be done with the permission of their immediate reporting manager.
​
Attendance Marking Mode: (Online or Offline)
Online Attendance:
In case of Online Access card/ web/ Mobile App uses:
· Employee are supposed to use the mode of attendance (i card / access card / punch through mobile App/ web check or Thumb/ Face recognisation machine) in regularly entering or leaving the office. In case the above is missed or face problem in marking attendance on any given day, HR should be informed on the same.
· Employees are expected to regularize such Check in / out in the system at the earliest for any late arrivals or early departures or for excused leaves of absence with the approval of respective Managers, failing which Loss of Pay (LOP) rules will apply.
· Late coming and early going shall be treated as per absenteeism policy. 
· Appropriate leaves have to be applied promptly within a reasonable period of time for such unscheduled leaves of absence, failing which LOP will be applied for that day(s)
· In the event an LOP has been applied and the respective Manager feels appropriate to reverse such action, then LOP Reversal has to be applied for those days so that the employee shall receive back the deducted pay in the next pay cycle.  
· For any visit locally or outstation for official purpose, the tour/ visit must be reported by software tool meant for recording of attendance.
· As per employee attendance any day leave taken must be updated on HR software as per the leave policy.


Offline Attendance: 
· Attendance sheet is maintained in the offices where there is no automatic access machine. The attendance sheet purpose is to mark attendance of employees in these offices.
· All the details including the employee code, employee name, DOJ etc are captured in attendance sheet.
· The attendance sheet must be maintained regularly without any over writing etc.
· All attendance sheet regulations are to be maintained by branch manager.
· Attendance sheet must be checked regularly so that there is no signing of any proxy or future dates.  Strict disciplinary action will be taken against the employee found guilty of doing so.

Responsibility of maintaining Attendance Sheet:
· It is the responsibility of branch manager to maintain attendance sheet well.
· Attendance sheet must be kept at a place which is near to entrance of the office so that it is the first task done by employees while entering the office.
· All details must be filled and signed by employees neatly so that HR can apprehend the sheet rightly.
· The sheet must be sent to corporate HR by 20th of every month. One copy of the same must be kept with branch manager.
· Any incomplete details will not be entertained by HR department.
· HR should ensure they receive fully filled in sheets, in case of any discrepancy the branch manager and employee must be informed via an email.
· The data must be collated and sent to payroll team for further processing.
· Internal audit of salary sheet must be done by audit team before payroll process it for salary purpose.


Tracking and Treating absenteeism

Option 1

Tracking absenteeism through point system:

Calculation of Point system:
· The point system takes into account the progressive past 12 Calendar months.
· On the first day of each calendar month, points accumulated during that same month one year prior will be removed from the employee’s record for purposes of this policy.

	Item
	Points Accumulation
	Remarks

	Absence due to work related injury, lack of work, extreme weather conditions, Emergency condition, Approved leave.
Or
Excused Absence

	Zero (0)
	If absence is due to illness or injury, you may be required to provide a Medical Certificate from doctor’s supporting the necessity of your absence
(if absence > 3 days)

	Late coming or Leaving work early due to the proven emergency
	Half (0.5)
	

	Late coming by 30 min or Early going by 2 hours for any reason not excused above.
	One (1)
	with permission of Authorized person

	Late coming by >30 min or Early going by >2 hours for any reason not excused above.
	Two (2)
	with permission of Authorized person

	Absence for any reason not mentioned above
Or absence without proper information/ approval.
	Three (3)
	For Each day of absence


Grace Period: Employees are given a Ten-minute grace period at the start and end of each scheduled shift and for breaks and for lunch.

Example for point calculation:
The Employee is 45 minutes late and leaves work 2 hours early and 3 absences without approval.
2 Points + 1 point + 9 points= 12 points.

Action based on the following point system:
	Total Points in Last 12 month
	Rewards/ Penalty 
	Remarks

	Less than or equal to  3
	employee will be rewarded with one day off with pay
	Points shall be reset to Zero

	12 Points
	Verbal Warning
	Drop the points to 8

	16 points
	Issue Warning Letter
And Meeting with manager/ supervisor
	drop the points to 10

	24 or more points 
	Employee may be terminated immediately. 

	Benefit of Bonus, Incentive, Leave encashment shall be forfeited






Option 2

Attendance Calculation and penalty
	Item
	Attendance 
	Remarks

	Mode of Attendance
	Offline/ Mobile App/ Web portal/ Access Card/ Punch Machine
	

	On time Check-in/ out 
	Present and payable
	Employees must check-in and check-out for each shift. If there is any problem in recording a check-in/out, employees should inform the manager immediately. 

	Entitled Leave with approval
	Leave but Payable
	Medical Certificate for Medical leave more than 3 days

	Unpaid Leave
	Leave but Not Payable
	

	absence without proper information/ approval 
And not contactable for 5 days in continuation
	unauthorised absence 
It will be considered as Loss of Pay
	Strict disciplinary action will be taken against the employee including termination without notice.

	Late coming or Early Going (upto 30 min)
	Allowed upto 4 instance in a month

	If number exceed 4, half day leave/ salary will be deducted

	Late coming or Early Going (upto 30 min)
	4 consecutive instance

	One day leave/ salary will be deducted

	For each case of late more than 30 min
	
	Loss of pay up in proportionate.

	Late coming or Early Going (more than min)
	
	Half day leave/ salary will be deducted

	Employee worked for Less than or equal to Half day 
	Half day present 
	In case of illness only

	Employee worked for more than Half day 
	Full day present 
	In case of illness only

	
	
	


Grace Period: 10 Min grace period is allowed in each Check-in, Check-Out, Break. 




Option 3
Attendance Calculation and penalty (Instance based) 
An instance is documented as an absence, tardy or missed Check-in/out. While an absence refers to a single failure to be at work, an instance may cover consecutive absent days when an employee is out for the same reason.
The following grid is designed to provide guidelines when addressing the total number of instance in a rolling 12-month period.
	Items
	Number of Instance
	Action
	Remarks

	1 Instance is equal to:
1 Absence with intimation
2 Tardies with intimation
2 Missed Punch 
	4 Instance
	Step 1 : Verbal Warning
	Drop instance to 2

	
	8 Instance
	Step 2 :Written Warning
	Drop instance to 5

	
	12 Instance
	Step 3 : Final Written Warning
	Drop instance to 9

	
	15 Instance
	Step 4 :Termination 
	Drop instance to 10

	Total # of Days Absent
Consecutive or Non Consecutive with intimation
Does Not Apply to Tardy
	6 Days
	Step 1 : Verbal Warning
	

	
	9 Days
	Step 2 :Written Warning
	

	
	12 Days
	Step 3 : Final Written Warning
	

	
	15 Days
	Step 4 :Termination
	

	Unauthorized absence of 1 day
	1 Instance
	Step 2 :Written Warning
	

	
	2 Instance
	Step 3 : Final Written Warning
	

	
	3 Instance
	Step 4 :Termination
	



Attendance Management Protocol:
Managers are responsible for regularly monitoring employee attendance and addressing any issues promptly and consistently. If a pattern of unexcused tardiness or absences emerges, managers should engage in a constructive dialogue with the employee to resolve the matter.
Notification of absence:
· Get in touch with employee through phone/email.
· Try to get details from colleagues in case they have any clue of their absence.
· To visit the employee after getting contact details from HR. Any other person from some department or HR department must accompany the manager to employee house. For any \assistance or guidance HR should be contacted on regular basis

Disciplinary Warning: It is recommended that unauthorised absence should be handled with an issuance of warning. In case there is no change in employees behaviour after Two/three warning than an employee can be held for the disciplinary hearing 

Disciplinary Hearing:
· Employee is to be asked for personal hearing for explaining his position for unauthorized absence. If the employee does not give satisfactory response or continues unauthorized absence, it will result in progressive disciplinary action up to and including termination. Follow the disciplinary action steps listed.
· During this meeting, ask what happened, provide proof, and discuss what’s expected of them moving forward. If their actions warrant disciplinary action, make this known to the employee. While discussing frequent absences with your employee, try to address the underlining cause and possible solutions.
· Submission or production of any false documents while explaining your position may lead to direct termination of employment. 

Termination of an employee
· Make sure you keep records of the employees' absenteeism to avoid a potential legal wrangle where he/she tries to claim unemployment benefits in the future.
· Make sure that your employee's personnel file is up to date and includes all documentation, such as performance reviews, hours logged, written warnings, etc., including a record of your attempts to contact the employee.
· Issue an official employee termination letter.
· Contact the employee and ask for a letter of resignation.
· In This type of termination, the employee is then separated from employment as a voluntary quit. The employee can’t claim for any benefit of notice period. 
· Accounts shall be settled as per resignation or voluntary quit policy. Notify your accountant that the employee left voluntarily to ensure that your unemployment insurance tax rate is not affected.
· If employee didn’t give request to quit, this termination will be considered a job abandonment or termination without notice.
· Employee cannot claim any benefit of notice period/ leave encashment/ or unemployment claim/benefit in case of The termination due to absenteeism 
· Employees may request exceptions for work absences from human resources and management. These must be approved on a case-by-case basis.


[bookmark: _1t3h5sf][bookmark: _svbz755b2ggr][bookmark: _qazmf2ilo1rd]




