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ERC Absence Management Practices Survey

Overview

In May of 2010, ERC conducted a survey on organizations in Northeast Ohio to explore absence management

practices among Northeast Ohio employers specifically related to attendance and unscheduled absence. The

results show several key trends among Northeast Ohio employers in terms of their absence management

practices. This survey was co-sponsored by ERC’s Preferred Partner, AdvoCare.

Key findings in the survey

The most commonly-used attendance policy by employers is concerned with excessive absence.

Sixty percent of organizations use the same attendance policy for exempt and non-exempt employees.

The majority of employers track attendance information using time and attendance software.

An average of 7 days of unscheduled absences and 16 instances of tardiness are considered to be
acceptable by organizations, though there are differences among industries.

Employers most commonly manage or control absence by recording attendance, employing flexible work
arrangements, and using attendance as a performance criterion.

Seventy-three percent of employers describe their paid time-off benefit as a standard vacation, holiday,
personal leave, and sick-leave plan.

Most organizations offer both short-term and long-term disability benefits.

The most common causes of unscheduled absences are iliness, childcare issues, and doctor’s appointments.

© ERC, 2010 | www.ercnet.org 2



ERC Absence Management Practices Survey

Attendance

Most employers describe their attendance policy as primarily concerned with excessive absence. Some
employers (23%) use a points system, meaning that points are assigned to an employee for any unexcused
absences and tardiness. Fifteen percent (15%) of organizations report using a no-fault attendance policy. Some
organizations report having different policies by position (i.e. salary and hourly or exempt and non-exempt) or no
formal policy. A sample of the policies provided by respondents can be found in Appendix B.

Figure 1 | Which of the following best describes your organizations attendance policy?

B Points system
= No-fault
m Excessive absence

Other

Manufacturing organizations (34%) were more likely to use a points system than non-manufacturing (4%) and
non-profit organizations (8%). Non-manufacturing (75%) and non-profit (46%) tended to have attendance policies
penalizing employees for excessive absence. In addition, larger organizations (500+) were more likely to have

excessive absence policies compared to smaller organizations.
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The majority of organizations (60%) do not have different policies for exempt and non-exempt employees.
Manufacturers (57%) and larger organizations with 500+ employees (75%) are more likely to have different
policies for exempt and non-exempt employees. The majority of non-profit (92%) and non-manufacturing (88%)
organizations and organizations with fewer than 500 employees report having the same policies for exempt and

non-exempt employees.

Figure 2 | Does your organization have different attendance policies for exempt and non-exempt
employees?

mYes

= No
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The majority of organizations (66%) report that all attendance violations are typically treated the same. Larger
organizations with 500+ employees (62%) were more likely to report treating absences differently than smaller

organizations. No significant industry differences were observed with regard to treatment of attendance violations.

Figure 3 | Does your organization treat all attendance violations the same?

mYes

" No

The most common reason cited by respondents for treating absence violations differently is that absences are
considered on a case-by-case basis. Employers generally take the reason for the absence into account, being
more lenient for valid or legitimate excuses. Some employers categorize reasons as excused or unexcused and
others report taking into account extenuating circumstances or emergency situations. Many cited that FMLA
issues, leaves of absence, scheduled time off, and medical or health issues are not factored into the attendance
policy, and therefore not treated the same. A few organizations reported that attendance violations are treated
differently based on departmental or managerial discretion.
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The majority of organizations (62%) report that repeated absences on Mondays, Fridays, or right after holidays

are not treated differently. This finding was fairly consistent across most industries and organizational sizes.

Figure 4 | Are repeated absences on Mondays, Fridays, or right after holidays treated differently?

mYes

= No

Most organizations have a system for tracking and monitoring attendance. The majority of employers (36%) use
time and attendance software (such as Kronos, HR Grid, and Time Trak). Some organizations (22%) track their
attendance manually using written attendance logs or Excel spreadsheets. Timecard or time-clock systems
(20%) are also commonly used to track attendance. Seventeen percent (17%) of employers report using a payroll

system for monitoring attendance (i.e. Paychex or ADP).

Figure 5| What system does your organization use to track attendance?
Time and attendance software 36%
Manual recording

Timecard or time-clock system
Payroll system

None

Automated call line

0% 5% 10% 15% 20% 25% 30% 35% 40%
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Among organizations using software or payroll systems to track attendance, Kronos (20%) tends to be the most
popular system. Additionally, some employers report using ADP (13%) or Paychex (8%). Other organizations

used a variety of different software or payroll systems to track attendance.

Figure 6 | Software or payroll systems used to track attendance

Kronos

ADP

Paychex

ABRA

Gradience Attendance
HRIS

Soft Time Pro

Paycor

20%

Optima
Metronome

Plex Online
Shopview

Glovia

EZ Labor Manager
PayTime

OpenAir

Cort Payroll

Labor Trak
Ceridian Time Solutions
Time Trak

HR Grid

Time Force

0% 5% 10% 15% 20% 25%
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The majority of employers (96%) report that they do not benchmark monthly absences against other
organizations. A small percentage of employers (3%) use BNA reports for benchmarking absences. This

suggests that the majority of organizations are not benchmarking absence information.

Figure 7 | Does your organization track its monthly absences and benchmark them against any of
the following?

3% 1%

® Do not benchmark absences
m Benchmark absences using BNA reports

Other
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Employers tend to differ in the ways they determine what frequency of absences and instances of tardiness are
acceptable. The majority of respondents indicated that they examine the number of occurrences both in terms of
absenteeism (77%) and tardiness (67%). Some organizations determine the acceptability of unscheduled
absence or tardiness on a case-by-case basis. Other organizations use a points system and earned paid time off

to determine the acceptability of unscheduled absence.

Figure 8 | How does your organization determine how many unscheduled absences are acceptable within
a given period of time?

B Number of occurrences
E Case-by-case basis
= Point system

Earned paid time-off

Figure 9 | How does your organization determine how many instances of tardiness are acceptable within
a given period of time?

B Number of occurrences
E Case-by-case basis
= Point system

Other
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The average number of acceptable absences reported by organizations is 7 days per year, however, this varies
by industry. Non-profit organizations are the most lenient, allowing an average of 11 days per year, while non-

manufacturing organizations are slightly more stringent, allowing an average of 5 acceptable absences per year.

The average number of instances of tardiness considered acceptable reported by employers is 16. Non-
manufacturing organizations tend to be the most lenient in terms of tardiness, allowing an average of 30 instances
per year, while non-profit organizations tend to be the most stringent, allowing an average of 8 instances of
tardiness.

Figure 10 | How many unscheduled absences are acceptable within a given period of time?

0
1-4
5-8 49%
9-12
12+
0% 10% 20% 30% 40% 50% 60%

Figure 11 | How many instances of tardiness are acceptable within a given period of time?

0
1-10 31%
11-20
21-30
30+
0% 5% 10% 15% 20% 25% 30% 35%
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Most employers (51%) tended to regard even a minute late as an instance of tardiness. Non-manufacturing

organizations tend to be the most lenient, constituting tardiness as 10 minutes late, on average.

Figure 12 | How many minutes constitutes being late or tardy?

1 minute 51%
2-5 minutes
6-10 minutes
11-20 minutes

20+ minutes

0% 10% 20% 30% 40% 50% 60%

The majority of organizations (86%) do not record employee absentee rates. Of the remaining 14% that do

calculate absenteeism rates, an average absentee rate of 2.5% is reported.

Figure 13 | Does your organization record employees ‘absentee rates?

mYes

= No
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Many employers (40%) cite that employees’ absences remain on their record for one year, although several
employers (37%) report that absences remain on employees’ records for their full length of employment at the
organization. Twelve percent of organizations report using a rolling 12 month period. Other common lengths of
time for keeping absence information include 6 months, 9 months, and a few organizations reported not recording

this information at all.

Figure 14 | How long do employees' absences remain on their record?

B One year
E Full length of employment
® Rolling 12 month period

Other (6 months, 9 months, not tracked)
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Organizations use many methods to manage and control employee absences. The majority of organizations
(92%) record absences to manage absence. Many employers (79%) use disciplinary procedures to reduce
absences. Many (67%) also use attendance as a performance criterion to hold employees accountable for their
attendance. Changing the workload or the environment or creating stricter attendance policies were the least

common used methods to manage or control absence.

Figure 15 | What methods does your organization use to manage or control absence?

Recording absences 92%
Disciplinary procedures

Using attendance as a performance criterion
Providing family leave

lliness verification

Flexible work arrangements

Docking pay

Attendance rewards/incentives

Referring employees to an EAP

Wellness programs

Offering paid time off banks

Restricting paid time off

Managerial training on managing absences
Wellness/health coaches

Creating stricter attendance policies

Changing the workload or the environment

% 20% 40% 60% 80% 100%
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Scheduled Absence

The majority of employers (73%) describe their paid-time off benefit/plan as a standard vacation, holiday,
personal leave, and sick-leave plan. Some organizations (20%) use a paid time-off plan, where employees can
draw from a paid-time off bank regardless of the reason for the absence (i.e. illness, vacation, etc.). This type of
paid time off benefit was most commonly used by non-profit and smaller organizations. Only a few organizations

use a modified paid time-off plan or other plan.

Figure 16 | Which of the following best describes the paid time-off benefit/plan your organization offers to
employees?

B Standard vacation, holiday, personal leave, sick-leave plan
® Paid time-off plan
= Modified paid time-off plan

Other
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Short-term disability benefits are typically provided by organizations. Eighty-two percent (82%) of employers
provide short-term disability benefits to employees. Manufacturing organizations (89%) are somewhat more likely
to provide short-term disability benefits compared to non-manufacturing (75%) and non-profit (62%)

organizations.

Figure 17 | Does your organization offer short-term disability benefits?

mYes
" No
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The majority of organizations (58%) provide 25-36 weeks of short-term disability benefits. Fewer (25%) provide

13-24 weeks. In addition, most organizations (59%) provide 60% of employees’ pay as the benefit.

Figure 17a | For what length of time does your organization provide short-term disability benefits?

Percent
0-12 weeks 15%
13-24 weeks 25%
25-36 weeks 58%
37+ weeks 2%

Figure 17b | What percentage of pay does your organization provide for short-term disability benefits?

Percent
40% of pay 2%
50% of pay 4%
60% of pay 59%
66% of pay 23%
70% of pay 4%
75% of pay 2%
80% of pay 2%
100% of pay 4%
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Many organizations (80%) also offer long-term disability benefits. Non-profit organizations (92%) are somewhat

more likely to provide these benefits as opposed to non-manufacturers (83%) and manufacturers (76%).

Figure 18 | Does your organization offer long-term disability benefits?

mYes

= No
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The majority of organizations (73%) provide long term disability benefits for the duration of disability to age 65 and
Fewer (14%) provide the benefits for 1-2 years. In addition, most organizations (70%) provide 60% of employees’

pay as the benefit.

Figure 18a | For what length of time does your organization provide long-term disability benefits?

Percent
1 year or less 9%
1to 2 years 14%
2 to 3 years 2%
3to 4 years 2%
Duration of disability to age 65 73%

Figure 18b | What percentage of pay does your organization provide for long-term disability?

Percent
50% of pay 11%
60% of pay 70%
66% of pay 17%
70% of pay 2%
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Unscheduled Absence

The average number of unscheduled absences per year across all organizations is 4.5 days. Most organizations
(71%) report 1-4 days being lost due to unscheduled absence. Non-manufacturers report a slightly higher

average number of days (6.9) compared to manufacturers (3.4) and non-profits (4.8).

Figure 19 | What is the average number of days lost per employee per year due to unscheduled absence?

0 days 2%
1-2 days 31%
3-4 days 40%
5-6 days 17%
7-8 days 4%
9+ days 6%

Employers report that there are several main causes of unscheduled absence at their organizations. The most
frequently cited reason for unscheduled absences is illness (85%). Slightly less frequent, but still a major cause

of unscheduled absences, is child-care issues (56%).

Figure 20 | What are the primary causes of unscheduled absence at your organization?

lliness 85%
Child-care issues
Doctors' appointments
Home/family obligations
Injuries/accidents
Elder-care issues

Stress

Mental health

0% 20% 40% 60% 80% 100%
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Organizations (99%) almost unanimously require that employees notify their supervisor in the event of an
unscheduled absence. When further inquired as to the time interval in which the employee must contact their
supervisor, organizations commonly indicated within an hour or two of the employee’s shift or before the start of

the work day.

Figure 21 | Are employees required to notify their supervisor of their unscheduled absence?

1%

mYes

= No

Employers cite a wide range of times by which an employee must notify their supervisor of an unscheduled

absence. Most employers (30%) say employees must notify their supervisor anytime before their start time.

Figure 21 | By what time must an employee notify their supervisor of their unscheduled absence?

15 minutes prior to start
1/2 hour prior to start

1 hour prior to start

1.5 hours prior to start

2 hours prior to start

4 hours prior to start

As soon as possible
Anytime before start time 30%
Same day

Next day

0% 5% 10% 15% 20% 25% 30% 35%
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Many organizations require a doctor’s note when employees miss work due to an illness-related reason. The vast
majority of employers (85%) only require a doctor’s note after an extended illness. Some employers (9%) require
a doctor’'s note after an employee misses a single day of work due to illness, and a small percentage of

organizations (6%) have no doctor’s note requirements.

Figure22|Underwhat circumstances does your organization requir
note?

m After an extended illness

EWhenever an employee misses a day of work for illness-
related reasons

Do not require doctor's note for any reason

Employers typically define an extended illness as 3 consecutive days of absence, as reported by 87% of

respondents.

Figure 23 | Please specify how many consecutive days are considered an extended illness.

2 days 7%
3 days 87%
4 days 1%
5 days 5%
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Most employers (92%) responded that they do not measure presenteeism, or productivity lost due to employees

coming to work sick.

Figure 24 | Does your organization measure presenteeism?

8%

mYes

"No

© ERC, 2010 | www.ercnet.org 22



ERC Absence Management Practices Survey

Respondent Demographics

Ninety-nine (99) organizations in Northeast Ohio participated in the survey; a breakdown of the industries and

sizes they represent is provided below.

Figure 25 | Respondent demographics by industry and organizational size

Industry

Manufacturing 63%
Non-Manufacturing 24%
Non-Profit 13%
Organizational Size

1-50 22%
51-200 55%
201-500 14%
Over 500 8%
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Appendix A: Industry and Organizational Size Breakouts

Due to the quantity of differences in survey responses by industry and organizational size, the following

breakouts are provided for each question.

Figure al | Which of the following best describes your organizations attendance policy?

Points Systems

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

23%

34%
4%
8%

9%
28%
27%
25%

No-Fault

15%

18%
4%
23%

14%
17%
14%
13%

ERC Absence Management Practices Survey

Excessive Absence

43%

31%
75%
46%

41%
43%
36%
63%

Other

18%

18%
17%
23%

36%

13%

21%
0%

Figure a2 | Does your organization have different attendance policies for exempt and non-exempt

employees?

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
40%

57%
12%
8%

23%
42%
43%
75%

No
60%

43%
88%
92%

7%
59%
S57%
25%
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Figure a3 | Does your organization treat all attendance violations the same?

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Figure a4 | Are repeated absences on Mondays, Fridays, or right after holidays treated differently?

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
66%

69%
61%
58%

81%
66%
57%
38%

Yes
38%

42%
25%
46%

28%
37%
64%
37%
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No
34%

31%
39%
42%

19%
34%
43%
62%

No
62%

58%
75%
54%

72%
63%
36%
63%
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Figure a5 | What system does your organization use to track attendance?

Time and Timecard/

attendance Manual time clock SP;);;O# Alégmi?]fd
software system

All Organizations 36% 22% 20% 18% 3% 1%
Industry

Manufacturing 33% 26% 19% 18% 2% 2%
Non-Manufacturing 37% 13% 25% 25% 0% 0%
Non-Profit 46% 23% 15% 0% 15% 0%
Organizational Size

1-50 28% 29% 33% 10% 0% 0%
51-200 38% 18% 18% 20% 4% 2%
201-500 29% 29% 14% 21% 7% 0%
Over 500 50% 24% 13% 13% 0% 0%

Figure a6 | Does your organization track its monthly absences and benchmark them against any of the
following?

Do not benchmark Benphmark absences Other
absences using BNA reports

All Organizations 96% 3% 1%
Industry

Manufacturing 97% 1% 2%
Non-Manufacturing 96% 4% 0%
Non-Profit 92% 8% 0%
Organizational Size

1-50 96% 0% 4%
51-200 94% 6% 0%
201-500 100% 0% 0%
Over 500 100% 0% 0%
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Figure a7 | How does your organization determine how many unscheduled absences are acceptable
within a given period of time?

Number of Case-by-case Earned paid time-
occurrences basis off

All Organizations 77% 10% 6% 7%
Industry

Manufacturing 2% 15% 4% 9%
Non-Manufacturing 88% 0% 6% 6%
Non-Profit 80% 0% 20% 0%
Organizational Size

1-50 69% 0% 13% 18%
51-200 76% 18% 4% 2%
201-500 84% 0% 8% 8%
Over 500 100% 0% 0% 0%

Figure a8 | How does your organization determine how many instances of tardiness are acceptable within
a given period of time?

Number of Case-by-case Point

occurrences basis system iz
All Organizations 67% 17% 7% 9%
Industry
Manufacturing 54% 26% 8% 14%
Non-Manufacturing 91% 0% 9% 0%
Non-Profit 100% 0% 0% 0%
Organizational Size
1-50 71% 0% 29% 0%
51-200 58% 24% 3% 15%
201-500 91% 9% 0% 0%
Over 500 83% 17% 0% 0%
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Figure a9 | How many unscheduled absences are acceptable within a given period of time? (Average)

Average # of absences

All Organizations 6.8
Industry

Manufacturing 6.0
Non-Manufacturing 5.5
Non-Profit 11.3
Organizational Size

1-50 4.7
51-200 5.3
201-500 11.2
Over 500 6.9

Figure a10 | How many unscheduled absences are acceptable within a given period of time? (Frequency)

0 days 1-4 days

All Organizations 11% 21%
Industry

Manufacturing 14% 21%
Non-Manufacturing 9% 27%
Non-Profit 0% 13%
Organizational Size

1-50 29% 14%
51-200 9% 22%
201-500 0% 27%
Over 500 17% 17%
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5-8 days 9-12 days 12+ days
49% 11% 8%
46% 12% 7%
55% 0% 9%
50% 24% 13%
43% 0% 14%
65% 4% 0%
27% 19% 27%
33% 33% 0%
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Figure all | How many instances of tardiness are acceptable within a given period of time? (Average)

Average # of instances

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

15.7

13.3
29.9
7.8

13.0
16.4
8.0
23.7

Figure al2 | How many instances of tardiness are acceptable within a given period of time? (Frequency)

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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0
10%

14%
0%
0%

0%
12%
33%

0%

1-10
31%

29%
14%
75%

57%
23%
33%
33%

11-20
28%

32%
14%
25%

14%
31%
32%
32%

21-30
18%

18%
29%
0%

29%
19%
0%
0%

30+
13%

7%
43%
0%

0%
15%
0%
33%
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Figure a13 | How many minutes constitutes being late or tardy to work? (Average)

Number of minutes

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Figure al4 | How many minutes constitutes being late or tardy to work? (Frequency)

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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1
51%

60%
24%
50%

50%
50%
50%
50%

2-5
23%

19%
41%
10%

7%
30%
21%
17%

5.6

4.1
10.4
5.2

4.9
3.2
5.3
4.7

6-10
16%

15%
18%
20%

36%
9%
21%
17%

11-20
6%

2%
12%
20%

7%

7%

0%
17%

20+
4%

4%
6%
0%

0%
5%
7%
0%

30



Figureal5|Does your
All Organizations

Industry

Manufacturing
Non-Manufacturing
Non-Profit

Organizational Size

1-50

51-200

201-500

Over 500
Figureal6|How | ong

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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organi zation record employees

Yes No

14% 86%

15% 85%

9% 91%

15% 85%

0% 100%

21% 79%

7% 93%

0% 100%

do employees’ absences remai
Rolling 12 month Full length of
One year X
period employment

40% 13% 37%
44% 15% 33%
39% 5% 52%
23% 15% 31%
29% 5% 62%
41% 20% 30%
57% 7% 29%
25% 0% 38%
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Other
10%
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37%

31

r

e



Figure al7 | What methods does your organization use to control absences?

Attendance rewards/incentives

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Changing the workload or the environment

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
32%

42%
17%
8%

14%
32%
50%
50%

Yes
2%

3%
0%
0%

0%
2%
7%
0%
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No
68%

58%
83%
92%

86%
68%
50%
50%

No
98%

97%
100%
100%

100%
98%
93%

100%
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Creating stricter attendance policies

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Disciplinary procedures

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
6%

7%
4%
0%

0%
9%
0%
0%

Yes
79%

84%
75%
62%

64%

78%

93%
100%
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No
94%

93%
96%
100%

100%
91%
100%
100%

No
21%

16%
25%
38%

36%
22%
7%
0%
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Docking pay

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Flexible work arrangements

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
33%

37%
29%
15%

41%
32%
36%
13%

Yes
41%

37%
50%
54%

50%
35%
50%
50%
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No
68%

63%
71%
85%

59%
68%
64%
87%

No
59%

63%
50%
46%

50%
65%
50%
50%
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lliness verification

Yes No

All Organizations 44% 56%
Industry

Manufacturing 47% 53%
Non-Manufacturing 33% 67%
Non-Profit 54% 46%
Organizational Size

1-50 36% 64%
51-200 46% 54%
201-500 57% 43%
Over 500 38% 62%

Managerial training on managing absences

Yes No
All Organizations 11% 89%
Industry
Manufacturing 10% 90%
Non-Manufacturing 17% 83%
Non-Profit 8% 92%
Organizational Size
1-50 5% 95%
51-200 13% 87%
201-500 21% 79%
Over 500 0% 100%
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Offering paid time-off bank

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Providing family leave

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
21%

18%
21%
31%

14%
20%
21%
25%

Yes
53%

47%
63%
54%

27%
61%
50%
50%
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No
79%

82%
79%
69%

86%
80%
79%
75%

No
47%

53%
37%
46%

73%
39%
50%
50%
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Record absences

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Referring employees to an EAP

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
92%

95%
92%
7%

91%
96%
79%
88%

Yes
27%

34%
13%
23%

5%
33%
21%
50%
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No
8%

5%
8%
23%

9%
4%
21%
12%

No
73%

66%
87%
7%

95%
67%
79%
50%
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Restricting paid time-off

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Using attendance as a performance criterion

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

© ERC, 2010 | www.ercnet.org

Yes
14%

18%
8%
8%

18%
11%
14%
25%

Yes
67%

69%
63%
62%

50%
72%
71%
63%
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No
86%

82%
92%
92%

92%
89%
86%
75%

No
33%

31%
37%
38%

50%
28%
29%
37%
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Wellness/health coaches

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Wellness program

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
10%

7%
13%
15%

0%

9%

7%
38%

Yes
25%

23%
29%
23%

14%
30%
14%
38%
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No
90%

93%
87%
85%

100%
91%
93%
62%

No
75%

7%
71%
7%

86%
70%
86%
62%
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Figure al8 | Which of the following best describes the paid time-off benefit/plan your organization offers
to employees?

Standard vacation, holiday, Paid time-off Modified paid

personal leave, sick-leave plan plan time-off plan
All Organizations 73% 20% 3% 4%
Industry
Manufacturing 73% 16% 5% 6%
Non-Manufacturing 75% 25% 0% 0%
Non-Profit 69% 31% 0% 0%
Organizational Size
1-50 68% 32% 0% 0%
51-200 72% 15% 6% 7%
201-500 79% 21% 0% 0%
Over 500 88% 12% 0% 0%

Figure al19 | Does your organization offer short-term disability benefits?

Yes No
All Organizations 82% 18%
Industry
Manufacturing 89% 11%
Non-Manufacturing 75% 25%
Non-Profit 62% 38%
Organizational Size
1-50 7% 23%
51-200 79% 21%
201-500 93% 7%
Over 500 88% 12%
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Figure a20 | For what length of time does your organization provide short-term disability benefits?

0-12 weeks 13-24 weeks 25-36 weeks 37+ weeks

All Organizations 15% 25% 58% 2%
Industry

Manufacturing 9% 31% 60% 0%
Non-Manufacturing 20% 20% 60% 0%
Non-Profit 25% 17% 50% 8%
Organizational Size

1-50 25% 25% 50% 0%
51-200 14% 25% 57% 4%
201-500 18% 18% 64% 0%
Over 500 0% 38% 62% 0%

Figure a21 | What percentage of pay does your organization provide for short-term disability benefits?

40% 50% 70% 75% 80% 100%
All Organizations 2% 4% 59% 23% 1% 2% 2% 4%
Industry
Manufacturing 0% 3% 67% 23% 7% 0% 0% 0%
Non-Manufacturing 10% 10% 40% 20% 0% 0% 0% 20%
Non-Profit 0% 0% 50% 24% 0% 13% 13% 0%
Organizational Size
1-50 0% 10% 50% 20% 10% 0% 0% 10%
51-200 4% 0% 64% 16% 4% 4% 4% 4%
201-500 0% 0% 38% 62% 0% 0% 0% 0%
Over 500 0% 20% 80% 0% 0% 0% 0% 0%
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Figure a22 | Does your organization offer long-term disability benefits?

Yes No
All Organizations 80% 20%
Industry
Manufacturing 76% 24%
Non-Manufacturing 83% 17%
Non-Profit 92% 8%
Organizational Size
1-50 82% 18%
51-200 77% 23%
201-500 86% 14%
Over 500 88% 12%

Figure a23 | For what length of time does your organization provide long-term disability benefits?

1to 2 to 3 to Duration of disability
2 years CRCES 4 years until age 65

All Organizations 9% 14% 2% 2% 73%
Industry

Manufacturing 11% 15% 4% 0% 70%
Non-Manufacturing 0% 9% 0% 9% 82%
Non-Profit 14% 14% 0% 0% 2%
Organizational Size

1-50 0% 18% 0% 9% 73%
51-200 9% 14% 5% 0% 72%
201-500 29% 0% 0% 0% 71%
Over 500 0% 20% 0% 0% 80%
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Figure a24 | What percentage of pay does your organization provide for long-term disability

benefits?

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

50%
11%

15%
7%
9%

0%
13%
0%
33%

60%
74%

70%
67%
91%

100%
63%
86%
67%
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66%
13%

11%
26%
0%

0%
21%
14%

0%

70%
2%

4%
0%
0%

0%
3%
0%
0%

Figure a25 | What is the average number of days lost per employee per year due to unscheduled

absence?

Number of days

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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4.5

3.4
6.9
4.8

3.2
5.5
4.1
3.9
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Figure a26 | What is the average number of days lost per employee per year due to unscheduled

absence?

0 days

1-2 days

3-4 days

5-6 days

7-8 days

9+ days

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

2%

0%
0%

17%

6%
0%
0%
0%

31%

41%
14%
17%

38%
32%
0%
0%

40%

44%
50%
0%

38%
39%
60%
50%

17%

9%
29%
33%

6%
18%
40%
50%

4%

0%
0%
33%

6%
4%
0%
0%

Figure a27 | What are the primary causes of unscheduled absence at your organization?

Child-care issues

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
56%

55%
71%
31%

55%
57%
57%
38%

No
44%

45%
29%
69%

45%
43%
43%
62%

6%

6%
7%
0%

6%
7%
0%
0%
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Doctors appointments

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Elder-care issues

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Size
1-50
51-200
201-500
500+
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Yes
39%

45%
29%
31%

36%
37%
57%
38%

Yes
11%

11%
8%
15%

14%
11%
7%
13%
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No
61%

55%
71%
69%

64%
63%
43%
62%

No
89%

89%
92%
85%

86%
89%
93%
87%
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Home/family obligations

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

lliness

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
38%

42%
38%
23%

36%
43%
29%
38%

Yes
85%

90%
83%
62%

82%
89%
79%
75%
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No
62%

58%
62%
7%

64%
57%
71%
62%

No
15%

10%
17%
38%

18%
11%
21%
25%
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Injuries/accidents

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Mental health

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
15%

15%
17%
15%

14%
13%
29%
13%

Yes
4%

3%
8%
0%

5%
6%
0%
0%
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No
85%

85%
83%
85%

86%
87%
71%
87%

No
96%

97%
92%
100%

95%
94%
0%
0%
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Stress

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500

Figure a28 | Are employees required to notify their supervisors of their unscheduled absences?

All Organizations
Industry
Manufacturing
Non-Manufacturing
Non-Profit
Organizational Size
1-50

51-200

201-500

Over 500
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Yes
8%

5%
17%
8%

5%
9%
14%
0%

Yes
99%

98%
100%
100%

96%
100%
100%
100%
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No
92%

95%
83%
92%

95%
91%
96%
100%

No
1%

2%
0%
0%

4%
0%
0%
0%
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Figure a29 | During what time interval must an employee notify their supervisor of their unscheduled
absence?

15 g 1shr 2hrs  ahis ASAP DS S(j‘;’)‘,e

All Organizations 3% 13% 1% 19% 14% 3% 8% 30% 7% 2%
Industry

Manufacturing 4% 16% 2% 22% 14% 0% 4% 29% 7% 2%
Non-Manufacturing 5% 9% 0% 13% 5% 5% 13% 40% 5% 5%
Non-Profit 0% 8% 0% 8% 31% 15% 15% 15% 8% 0%
Organizational Size

1-50 0% 10% 0% 19% 10% 0% 18% 33% 5% 5%
51-200 4% 12% 2% 22% 14% 2% 4% 33% 7% 0%
201-500 7% 7% 0% 7% 21% 15% 0% 36% 7% 0%
Over 500 0% 29% 0% 14% 15% 0% 14% 0% 14% 14%

Figurea30 |Under what <circumstances does your organization r
note?

Whenever an employee

None, we do not require After an extended

misses a day of work for

3 COEHEIS [ illness-related reasons NIz
All Organizations 6% 9% 85%
Industry
Manufacturing 7% 12% 81%
Non-Manufacturing 8% 8% 84%
Non-Profit 0% 0% 100%
Organizational Size
1-50 9% 5% 86%
51-200 7% 7% 86%
201-500 0% 14% 86%
Over 500 0% 25% 75%
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Figure a31 | Please specify how many consecutive days are considered an extended illness.

2 days 3 days 4 days 5 days

All Organizations 7% 87% 1% 5%
Industry

Manufacturing 9% 87% 0% 4%
Non-Manufacturing 5% 90% 0% 5%
Non-Profit 0% 82% 9% 9%
Organizational Size

1-50 0% 94% 0% 6%
51-200 10% 83% 2% 5%
201-500 9% 82% 0% 9%
Over 500 0% 100% 0% 0%

Figure a32 | Does your organization measure presenteeism?

Yes No
All Organizations 8% 92%
Industry
Manufacturing 8% 92%
Non-Manufacturing 8% 92%
Non-Profit 8% 92%
Organizational Size
1-50 5% 95%
51-200 11% 89%
201-500 7% 93%
Over 500 0% 100%
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Appendix B: Sample Attendance Policies

The following are attendance policies provided by respondents in the survey.

Points Attendance Policies

e Any call off regardless of reason will result in an ‘occurrence." Tardiness or leaving early in excess of 4 hours
will also earn an 'occurrence.’” Count of occurrences is kept over a rolling 12 month period. At 9 occurrences
the employee gets a verbal warning. At 10 occurrences they get a final warning. At 11 occurrences they are
terminated. A multi-day absence (like being out with the flu) counts as only 1 occurrence.

e The employees are given 1 point if they call off, come in late, or leave early. They are given 2 points for a no-
call no-show. If they reach 7 points they are given a 3 day suspension and on the 8th point they are terminated.

¢ If an employee fails to call off before the start of his/her shift, and will be more than 30 minutes late - 1/2 point.
If an employee misses less than 2 hours (includes tardies), 1/2 point; 2 or more hours, 1 point - with a
maximum in one day of 1.5 points. The employee may use available sick time to cover the absence and avoid
the point - their choice. Points stay on their record for one year. At 4 points, a documented verbal warning; 5.5
points, level one written warning; 6.5 points, level two written with a 3-day unpaid suspension (within fifteen
days, at employer's discretion); 8 points termination.

e For an unexcused absence of 3 hours or less, employee receives 1/2 occurrence; anything over that gives
them 1 occurrence. When 6 occurrences have occurred within a 12-month rolling calendar year, employee
receives a verbal warning; 7 occurrences produces a written warning; 8 occurrences produces a 5-day
suspension; 9 occurrences leads to termination.

e 1/4 point is allocated for every 2 hours of work missed. A rolling calendar is used. An employee is terminated
upon reaching 8 points in a 12 month rolling period.

o Employees receive: 1 point for every unexcused day of absence; 1/2 point for every unexcused tardy or leave
early; 2 points if you don't call in to report an absence. If employee has perfect attendance in a calendar month,
they buy back 1 point. All employees start at zero points in January of each year. Any employee with 12
points in a calendar year will be terminated.

o Employees receive: 1/2 point for late or leave early of less than 2 hours; Full point for more than 2 hours; 1/2
point for long lunch; 1 point for unexcused absence. 3 points - verbal warning, 4 points - written warning, 5
points - termination. This is based on a rolling year.

e Points accumulate based on tardiness or absence in 1/2 or 1 point increments on a 12 month anniversary
calendar. Employees can receive up to 5 points without any negative impact. At 6 points, employees lose 1%
increase on next merit and go on attendance probation. 12 month becomes rolling 12 month cycle, ending
when last point drops off. 12 points is termination. Excessive absence at any time may warrant discussion or
action based on the situation.

e Employees receive 1 point for each absence. They cannot exceed 5 in a quarter or 12 in a year. That is

grounds for termination.
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Employees are allowed 4 unscheduled absences, on the 5th there's a written warning, on the 6th, termination.

We have a progressive system. 6 points = verbal warning; 5 points = written warning; 4 points = final warning;
3 points = termination. Based on 6 month time period. If employee does not progress to the next step within a
6 month period, they go back one step in the system. Excused absences (jury duty, bereavement,

documented medical) do not count as points.

Hourly - 8 points per 12 rolling months on a pro-rated basis.

Salary - Supervisor discretion

The following is our absence policy for hourly employees:

3 minute grace period for late - i.e., If the start time is 6:00 a.m. an employee is not late until 6:03 a.m.

If you at least work 1/2 of your scheduled shift and then leave early, you will be given 5 points.

If you work less than 1/2 of your scheduled shift and leave early, you will be given 10 points.

If you report off prior to the start of scheduled shift you will be given 10 points.

If you report off after the start of your scheduled shift, but within 4 hours of the start of your scheduled shift you
will be given 15 points.

If you fail to report off within 4 hours of the start of your scheduled shift and do not come to work that day, you
will be given 25 points.

If you are sick for 2 consecutive days - only get 10 points for both missed days (as long as you call off before
the start of your scheduled shift).

Points are calculated on a rolling 12-month period (to the beginning of the next month). For example if you
earn 10 points on May 4, 2010; those 10 points do not fall off until June 1, 2011.

75 points in a rolling 12-month period is a written warning.

100 points in a rolling 12-month period is a warning with a 1-day suspension.

2nd suspension = 3 days

3rd suspension = 5 days

4th suspension or 140 points = termination

No-Fault Attendance Policies

e Each absence (except family death, jury duty, and FMLA qualifying) accumulates for a rolling 12 month time
period. Starting at the 3rd absence employees receive 2 unpaid suspension days; 4th absence employees
receive 4 unpaid suspension days and a 25% reduction to annual gain sharing bonus; 5th absence employees
receive 8 unpaid suspension days and loss of entire gain sharing bonus. Attendance bonus = 96 hours of pay
for perfect attendance in set 12 month period, 48 hours of pay with 1 absence and 24 hours of pay for 2
absences.

e The no-fault attendance policy is to track the union hourly employees. Points are allocated for an all day
absence, tardy, leave early, long lunch break, failure to clock in/out and failure to report off 30 minutes prior to
the start of shift. The points are tracked on a rolling calendar year, at 5 points a verbal warning is issued, at 7

points a final written warning is issued, an employee is discharge at 10 points.
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An Occurrence of Absence is defined as a full day of work missed...each incident of tardiness or leaving early
is a half occurrence of absence...multiply days due to illness or injury will be counted as one occurrence of
absence if the employee is under a doctor’s care and presents evidence satisfactory to the Company within
one week. Exceeding 6 occurrences of absence triggers progressive disciplinary action. Occurrences of
absence are tracked over a rolling 12 months. Warnings stay in file and are active for 12 months.

Total of 8 occurrences before dismissal. An occurrence can be one day or more. After 4 occurrences a
warning is issued at #5. #6 another, #7 a final and on the 8th dismissal. These are all unscheduled absences -
call in on the day of the event. If there is an ongoing health issue, that is considered one occurrence.

Any absence that is not pre-approved or FMLA protected is counted under our Attendance Policy. Corrective
action steps (Counseling, written warning, final warning then discharge) are based on unapproved absence
hours.

Three unexcused absences in a 4 month window results in corrective action; four steps of corrective action
results in termination.

Missed time is calculated based on work days in the month. 2% or more missed time is unacceptable based
on a rolling 12-month period.

Employees receive: 25 point for late/leaving early (4-59 minutes)

1 point for late leaving early (>60 minutes)

1 point for absent

Excessive Absence Policies

Employees receive their vacation and personal days on their anniversary. If they take off more than the days
that they have available, and it is not excused, they will receive some type of disciplinary action (verbal
warning, written warning, etc).

A pattern of consistently exceeding the allowed number of days for paid time off constitutes excessive
absence.

Employees must maintain 97% attendance. If they fall below, they receive a written warning. The attendance is
based on scheduled vs. worked hours. They may use personal time; this does not count against them. If an
employee maintains a 100% attendance, they receive a progressive bonus each quarter they keep the 100%.
Employees accrue time throughout the year, with full accrual at end of year. Excessive is taking more than
earned at anytime through the year.

We expect all employees to be to work on time and in full uniform ready to go at their starting time. They are
given write ups for excessive absences. They are verbal, written, suspension and then termination.

All absences not previously authorized by an employee’s supervisor, including tardiness of 90-minutes or more,
will be classified as unexcused CSI employees may incur no more than five (5) unexcused absences (single,
multiple-day or a combination of the two) in any 12-month period. However, in no circumstance may an
employee incur more than 7 unexcused days in any 12-month period. Employees who incur more unexcused

absences than allowed by this policy will be subject to disciplinary action.
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e Excessive absences occur when more than allotted sick days and vacation days are taken.

e Excessive absence is per management discretion as compared to other employees in department.

e Excessive absenteeism is defined as three or more absences from your scheduled work day (or a part of the
work day) in a thirty (30) day period of time, when these absences have not been pre-approved by the
employee’s supervisor regardless of whether the leave is for paid or unpaid time.

e We give (5) sick days & (5) sick days annually. If these days are used & there are not 'extenuating'
circumstances, then a written warning, followed by unpaid time off is given for absences.

e 4 incidents in any 6 month period = written warning
6 incidents in any 12 month period = 3 day suspension
8 incidents in any 12 month period= termination
NOTE: An incident will be defined as a situation recorded as tardy, left early or unexcused absence.

e We look at absenteeism on a case by case basis.

e Excessive absence occurs after an employee has consumed all of their available Paid Time Off.

¢ We take into account any call-offs, lates, leave earlies. More than 3 occurrences per month for 3 months are a
row is excessive.

e We assume that the average days absent per year is three. If an employee reaches 5 days off per year without
a medical reason, progressive discipline applies.

e Excessive absence would be anything over the allotted 5 days annually without a physician’s certification.

e Associates must call off in 10 minutes of their start time and speak with a human. No more than 5 unexcused
call-offs (less than 24 hour notice) or tardies allowed in a year. We warn associates once they go over 5 with a
termination once they are 10 over. Also, attendance problems result in a decrease in raise percentage allowed
for that individual at raise time.

¢ No firm definitions — progressive discipline if supervisor/manager determines unexcused/unapproved absence
trends are excessive.

e Eight absences in a 12-month look-back are considered excessive. Additionally, 3-5 absences since the last
progressive discipline step was issued is considered excessive and would warrant the next step of discipline.

e Over 40 hours absent constitutes excessive absences.

e Excessive absences are when an employee uses more than 12 per calendar year.

e Employees have 3 PD per year not including snow days.

e When a manager feels that an employee is having excessive absence the employee's record is examined.
Rarely does that occur.

e For salaried employees: absences in excess of six days per year. For hourly employees: they have a 16 point
Attendance Program.

e Absences exceeding earned vacation or paid absence time allocation are excessive.
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Other absence policies

Employees can work flexible hours. Time can be made up, or employees can take up to four personal days a
year. After that, absences are considered excessive.

Allowable absence hours are accrued at the rate of 8 hours per month, to a maximum accumulation of 720
hours.

We expect people to be at work, on time, on a consistent basis. If you are absent, you discuss the reason for
being off with your supervisor. The absence is classified either excused or unexcused. Employee absences
are reviewed monthly by the Director of Employee Relations. Improvement plans are developed for individuals
who are developing a pattern. No formal guidelines exist. People are expected to be at work every day. We
went to this program from a points system and reduced our absenteeism. Absenteeism is around 1 %.

Our organization has no attendance policy.

Employee has 5 paid sick days which can be used for their own iliness, their child's or parents, also for doctor's
appointments, etc. They can call in that day with no consequences. Employee also has a set number of PTO
days that can be used but they must be requested 24 hours in advance. If they have more than 3 PTO days
that were not requested in advance they will receive a verbal warning.

According to designated work schedules, employees are expected to arrive in time to be working at the
assigned starting time. It is the employee’s responsibility to call the main call off number (440-498-6142) for
any absence or tardiness on a daily basis within the first hour of the employee's scheduled workday. If you will
not be at work, you must call the call off line at least one hour prior to your regular starting time. If the
employee does not have PIE time to cover the time away they receive disciplinary action.

For production: it is an excessive absenteeism policy (progressive disciplinary policy).

For office: we have flexible schedules, compressed workweek and telecommuting so do not experience much
absenteeism.

Our PTO is a combination of our sick and vacation days. If someone isn't here we take time away from their
PTO total.
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About ERC

ERC is Northeast Ohio's largest organization dedicated to HR and workplace programs, practices, training and
consulting. ERC membership provides employers access to an incredible amount of information, expertise, and
cost savings that supports the attraction, retention, and development of great employees. We also host the
nationally recognized NorthCoast 99 program and sponsor the ERC Health insurance program. For more

information about ERC, please visit www.ercnet.org.

GOHERC.,

Where Great Workplaces Start.

About AdvoCare

The AdvoCare Group has been an innovator in the development of absence management services. One of the
original founders of the Ohio Chapter of the Disability Management Employer Coalition, the AdvoCare Group is
recognized for its expertise in all aspects of absence management with a special emphasis on managing disability
related absences and return-to-work programming. The AdvoCare Group understands the importance of fitting
into the employers’ current stream of business development, by designing customized solutions and
implementation strategies to meet each customer unique needs.

ADVOCARE

R P
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Conducted by ERC

6700 Beta Drive, Suite 300, Mayfield Village, OH 44143
440/684-9700 | 440/684-9760 (fax)

www.ercnet.org

Be sure to follow us online for the latest survey information from ERC:
® www.ercnet.org in’ linkedin.com/groups?gid=86241
® twitter.com/ERC_HR



