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Overview-Absence Reporting 
 

The Continuous Process Improvement Team—Absence Reporting was established during Fall 2016.  
The charge of this Continuous Process Improvement Team was to review the current process for 
absence reporting.  During our initial discussions, it became clear that the manner in which 
supervisors were tracking employee absences for hourly employees was inconsistent and that 
procedures for keeping track of these absences were absent. 
 
In addition, unique to Henry Ford College, is the need for supervisors of any Support Staff 
Association (SSA) employee to monitor and adhere to the SSA employee Absence Program as 
outlined in the SSA Collective Bargaining Agreement (Appendix A).  In very basic terms, an SSA 
employee earns sick days each month.  However, as part of the Absence Program, the employee 
may only use a portion of the accrued sick time if the absence is considered “unexcused”.  If the 
employee exceeds a certain number of unexcused sick hours, the employee will be subjected to 
disciplinary action. With that mind, each supervisor is responsible to have some method of knowing 
when an employee has reached the point of disciplinary action.  What makes this a challenge for 
supervisors is the fact that there currently is no way for a supervisor to know whether or not an 
absence is considered “excused” as that information is determined and recorded by the Office of 
Human Resources. Given the privacy issues that surround a person’s health issues, it is 
understandable that medical documentation would be housed with Human Resources.  However, as 
it is part of the Absence Program it is also necessary for supervisors to know which hours are 
considered excused. 
 
In an effort to create a process for recording absences as well as allow supervisors to have access 
to the information needed to adhere to the SSA Absence Program, the Absence Reporting CPI team 
decided the focus of this project would be to review, analyze and make recommendations related to 
absence tracking for hourly employees. Further, due to the specific nature of this project, the focus 
is solely on regular, hourly employees and does not include student workers.  In addition, the tracking 
of sick leave presented the greatest issue.  As such, the project centers about sick leave and only 
references other leave categories (Vacation, PRB…).  
 
It is important to note that one of the biggest “resisting forces” faced by this team is the timing of this 
topic.  It is expected that Ellucian will release “Self Service Leave and Absence Reporting” in 2017.  
This is a module within the Ellucian Self Service suite of products.  HFC has already purchased this 
module.  However, at this time there is limited information in regards to what will be included in the 
module.  As a result, the team was not clear as to whether we were solving a long-term problem or 
a short-term problem.  The new Ellucian module may resolve the identified issues in a more efficient, 
automated way.  However, we had no way of knowing.  Therefore, the team sought to resolve the 
issues we found and make recommendations in a manner that used current resources until more is 
known. 
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Project Statement-Absence Reporting 
 

To improve the absence tracking for hourly employees as measured by: 
• Increased standardization 
• Decreased reliance on the Office of Human Resources and 
• Increased awareness of absence policies 
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Operational Definitions-Absence Reporting 
 

 
Absence Program: 
As defined by the SSA union contract.  (Appendix A) 
 
Colleague 
Software system used at HFC, commonly referred to as HANK.  Colleague provides the 
tools currently used by Payroll and Human Resources in regards to absences. 
 
Disciplinary Action:  
Action taken against an employee when a violation of policy occurs. 
 
Ellucian   
Vendor that provides the software used in Colleague.   
 
Excused Absences 
Absences that are excused per contract language. 
 
Hourly Employee 
An employee who is paid an hourly wage, is paid bi-weekly, and fills out a time card (e.g., 
SSA staff, subs, non-classified, non-union). 
 
ImageNow 
Document imaging software. 
 
Self Service Time Entry 
An Ellucian Self Service product that is an online time reporting module which allows for 
both the submission and approval of online timesheets. 
 
SSA 
Support Staff Association 
 
Stakeholder 
A person or department with an interest or concern in the Absence Program (e.g., 
employee, supervisor, human resources). 
 
Supervisor 
The person responsible for reviewing and approving time cards.   
 
Unexcused Absences 
Absences that are not excused per contract language. 
 
Time Card 
The form currently used at by HFC hourly employees to record start and end of shift.  A 
time card is also used by employees to record time off (e.g., vacation, personal business, 
and sick).  Time cards are approved by an immediate supervisor. 
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Background Information 

 
Henry Ford College employs 272 hourly employees that are not student workers.  76 of those 
employees are non-classified and the other 196 are part of the HFC Support Staff Association.  
Hourly employees submit bi-weekly timesheets filled out by hand and signed off by their supervisor.  
The College has made efforts in the past to move to online timecards using Web Time Entry via 
WebAdvisor.  However, barriers, including substantial systematic set up prevented the college from 
ever moving forward with this. Since that time, a move has been made to have Ellucian Self Service 
replace WebAdvisor.  As it stands today, the college does not use online time cards or have an 
electronic system for recording of absences either by employee or supervisor.   
 
The CPI team reviewed and documented the current processes to determine how a timesheet moves 
through the system.  The team also documented the process in which absences are determined as 
excused or are to be considered as unexcused. 
 
A survey was conducted of current HFC employees that supervise hourly employees.  Data from the 
survey showed inconsistencies not only with how absences are tracked, but also with the awareness 
that supervisors even need to track absences. 
 
Based on the information we collected, taking into account pending software that will be released in 
2017, the team compiled the recommendations included in this report. 
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Current Process—Employee and Supervisor 
 

The focus of this team was to review absence reporting specifically as it relates to sick time.  Figure 
1 represents the flow of a time card from when the employee fills it out through the time when the 
payroll process is complete. During this process, the employee records sick leave.  However, there 
is no designation at any part of this process as to whether or not the sick leave recorded is considered 
“excused” or “unexcused”. 
 
Separate from the time card process, but related, is how sick leave absences are determined to be 
“excused”.  Figure 2 documents the process of how an absence is determined as excused.  The 
process begins with the employee calling in sick and then follows how and when documentation is 
submitted to Human Resources to determine whether or not the absence is considered excused.   
 
In regards to requests for time off as well as sick leave, there is no process or documented 
procedures for how supervisors keep track of these requests.  There is only an unwritten expectation 
that time card information is recorded by the employee and signed off as accurate by the supervisor.  
In addition, supervisors are expected to adhere to the SSA Absence Policy.  To confirm excused 
absences, supervisors must contact Human Resources to ask about any employee that may be 
close to or exceeding their unexcused absences. 
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Figure 1 
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Figure 2 
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Current Process—Technology 

 
HFC currently owns the Ellucian Self Service Time Entry module.  Time Entry is an online time 
reporting module which allows for both the submission and approval of online timesheets.  However, 
the Time Entry module has not been implemented at HFC.   At this time there is no timeline in regards 
to when or if this module will be implemented. 
 
In addition to Self Service Time Entry, Ellucian has also developed a Leave Request and Leave 
Reporting module for Self Service.  It is a new module and is expected to be released by Ellucian in 
2017.  Not much is known about this product at this time.  While it is expected that leave time will be 
tracked, it is not known whether or not the system will distinguish between excused and unexcused 
hours. 
 
 
Survey 

 
A survey was conducted of the 43 HFC employees that supervise hourly employees.   The goal of 
the survey was to determine what, if anything, supervisors are doing to track employee absences 
(Appendix B). Of the 43 surveys sent to supervisors, 19 were completed and returned.  The 19 
respondents supervise 151 of the 272 hourly employees (Figure 3). 
 
Figure 3 

 
 
 
 
 
 
 
 



Continuous Process Improvement – Absence Tracking                                                                     12 
 

 
Figure 4 shows the different methods supervisors use to track absences.  The figure demonstrates 
that supervisors have varied methods to track absences.  The figure represents the different methods 
used by 17 of the respondents.  One of the respondents indicated they did not track absences and 
one of the respondents did not answer the question. 
   
Figure 4 

 
 
Figure 5 represents the response to the survey question regarding frustrations with the current 
process.  According to Pareto’s 80/20 principle the “vital few” issues identified indicate the process 
is too time consuming, and is manual (as opposed to automated). 
 
Figure 5 
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Analyze 

Both the measurement outcomes as well as the analysis exercises outlined below helped guide the 
direction of the Improvement Theory.  The recommendations address four key areas: 

• Creating a standardized process; 
• Creating an automated process; 
• Centralizing data; and  
• Providing training 

 
Figure 6-Cause and Effect Diagram 
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Figure 7-Relationship Diagram 
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Figure 8 represents the driving and resisting forces related to absence reporting.  One of the 
Resisting Forces worth noting is related to pending software.  The potential use of Ellucian Time 
Entry as well as the pending release of Self Service Leave Request and Absence Reporting were 
limiting factors as it was not clear if we were trying to resolve a short-term or long-term issue.  Until 
those modules are thoroughly reviewed it will be difficult to determine the most efficient, long term 
solution to the issues identified in this report. As a result, the team focused on how to address the 
defined issues in a ways that provided solutions that were cost effective.   
 
Figure 8-Force Field Diagram 
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Improvement Theory 

 
Based on the information we collected and taking into account the current systematic capabilities, 
the CPI team has identified five recommendations for improvement.   
 
 
Recommendation # 1: Implement an Absence Reporting Smartsheet 
Develop and implement an Absence Reporting Smartsheet.  The Smartsheet will be a shared 
document between Human Resources and supervisors.  Supervisors will record all employee 
absences on the Smartsheet.  Human Resources will record any “excused” absences.  This 
document will allow supervisors to have immediate, up-to-date access to employee absence totals 
that include those absences that are excused.   
 
Benefit: Addresses the following “causes” of the Absence Tracking Relationship Diagram:  
Training, No Standard Operating Procedure, and No Centralized Data Source, Management Not 
Aware.  This will also help improve employee accountability as there will be a process in which to 
track and monitor absences. 
 
 
Recommendation # 2: Training for Hourly Supervisors 
Provide training for current supervisors of hourly employees.  The focus of the training will be on 
the SSA Absence Program, access to Imaging as well as entering absences on the new 
Smartsheet.   
 
As there will be a new process, it will be important to be sure supervisors are aware of this process 
and the benefits the process will provide them.  In addition, feedback from the survey indicated 
there were supervisors of SSA employees that were not aware of the Absence Program.  The 
recommended training would cover the program as well as the supervisor’s role within that 
program. 
 
Benefit:  Addresses the following “causes” of the Absence Tracking Relations Diagram:  Training, 
Management Not Aware, Management Accountability, Employee Accountability 
 
 
Recommendation #3: Allow Supervisors Access to Imaged Copies of Hourly Timesheets 
Currently there is some duplication of effort as some supervisors are making copies of employee 
timecards to use as a reference when needed.  In addition, all of the hourly timesheets are being 
imaged.  The recommendation of this team is to update the set up in ImageNow so that hourly 
timecards are imaged not only by employee but also within employee group (Facilities, Financial 
Aid, Enrollment Services, etc…).  In addition, we recommend supervisors of hourly employees be 
given access to view the timecards imaged within their employee group. 
 
Benefit:  Addresses the following “causes” of the Absence Tracking Relations Diagram:  Employee 
Accountability, No Centralized Data Source, Time Consuming 
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Recommendation #4: Create Timeline for Review and Implementation of Self-Service Leave 
Request and Absence Reporting 
One of the biggest resisting forces faced by this team is the pending release of Ellucian’s Self 
Service Leave Request and Absence Reporting.  This is a module within the Ellucian Self Service 
suite of products.  HFC has already purchased this module but it has not yet been released by 
Ellucian (anticipated release is 2017).  At this time, there is limited information in regards to what 
will be included in this module.   
 
The recommendation is to create a timeline that streamlines the review and implementation of Self-
Service Leave and Absence Reporting once it is released.  This is recommended as the new 
software may include features that resolve the issues we have identified in an automated manner.  
In addition, numerous comments on the Absence Reporting Survey indicated the desire for online 
timesheets. 
 
Benefit:  Addresses the following “causes” of the Absence Tracking Relations Diagram:  No 
Standard Operating Procedure, No Centralized Data Source, Employee Accountability, 
Management Accountability, Time Consuming 
 
 
Recommendation #5: Add DRA (Doctor Appointment) Code to Hourly Timesheet 
Add a DRA code to the hourly timesheet.  Currently, if an employee has a doctor’s appointment, 
the only option they have to code it on the timesheet is “SIC”.  While both sick leave and doctor’s 
appointments come out of the sick leave bank, there is a maximum number of hours for which an 
employee may have “excused” hours for doctor’s appointments.  By having separate codes for SIC 
and DRA, it will be easy for both supervisors and Human Resources to determine if the employee 
is reaching the maximum number of “excused” hours for doctor appointments. 
 
Benefit:  Addresses the following “causes” of the Absence Tracking Relations Diagram:  No 
Standard Operating Procedure, No Centralized Data Source, Employee Accountability, Time 
Consuming 
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Figure 9 represents the RACI Chart for the Improvement Theory Recommendations.  For each 
recommendation, the CPI team has identified the appropriate individuals within the related offices to be 
“Responsible” and “Accountable”.  The team tried to identify individuals to “Consult” that are related to or had 
knowledge of the process that will be updated or changed.  Finally, the team made every effort to identify 
those individuals that needed to be “Informed” of the change.  While these individuals may not be directly 
involved in the change, they may have staff within their area that will be involved and/or the change falls 
within their department. 
 
Figure 9 – RACI Chart 
 

 

 

 

Figure 10 – Gantt Chart 
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Steering Committee Feedback 
Absence Reporting 

 
 

 
Idea for Improvement 
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Appendix I 

ARTICLE 17 – ABSENCE PROGRAM 

A. Program Definitions 
 
1. This program excludes: 

a. Work-related injuries. 
b. Excused/authorized absences for vacation, jury duty, personal business, leave 

of absence, holidays, bereavement leave, and disciplinary suspensions. 
c. Illnesses or disabilities resulting from a heart attack, broken bones, surgery, 

life threatening conditions, or illnesses requiring hospitalization. 
d. Medically directed and documented absences of four (4) or more. Such 

documentation must include dates of absence, prognosis, and must have a 
physician’s signature (no substitutes). 

e. Upon request from an employee and by mutual agreement between the 
Association and the College, exceptions to the absence program limits may be 
granted. Such requests shall be made within thirty (30) days of returning to 
work. 

f. Up to sixteen (16) hours of doctor, dental or vision appointments for the 
employee or for the employee’s dependent children or spouse, provided the 
employee’s supervisor is informed at least 24 hours in advance of the 
appointment and that the employee provides the Office of Human Resources 
with a note from the caregiver confirming the employee’s presences at the 
appointment. 

g. Up to sixteen (16) hours of doctor appointments. 
h. Family Medical Leave Act (FMLA). 

2. Absences for the following reasons are included: 
a. Common illnesses including but not limited to a cold, the flu, or sore throat. 
b. Time taken for doctor’s appointments in excess of sixteen (16) hours annually 

or when less than 24 hours prior notice is given to the employee’s supervisor. 
c. Absences which show an on-going pattern, such as Monday and Friday, days 

after a holiday or absences during previously designated “critical times” in a 
department. 

d. All other absences. 
 

B. Attendance Notification  
 
When an employee is absent for a total of six days (48 hours), the employee shall be given 
a verbal warning. Absences for part-time employees will be based on days, not hours. 
 

C. Excessive Included Absences in One Fiscal Year 
 
Effective July 1, 2016, if in a fiscal year an employee's record of included absences causes 
the employee’s absentee record to reach the following levels, then the employee will be 
subjected to disciplinary action as specified below: 

Absence Level Disciplinary Action Steps 
7 days (56 hours) Written Warning 
9 days (72 hours) One (1) day suspension without pay 
11 days (88 hours) Three (3) day suspension without pay 
13 days (104 hours) Discharge from employment with the College 
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Appendix II 
 
Henry Ford College 
CPI Team: Absence Reporting Survey 
Fall 2016 
 

1. How many hourly employees do you supervise (do not include student 

workers)? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

01 2 10.5 10.5 10.5 

02 1 5.3 5.3 15.8 

03 2 10.5 10.5 26.3 

04 3 15.8 15.8 42.1 

05 4 21.1 21.1 63.2 

06 1 5.3 5.3 68.4 

10 2 10.5 10.5 78.9 

11 1 5.3 5.3 84.2 

27 1 5.3 5.3 89.5 

45 1 5.3 5.3 94.7 

No Answer 1 5.3 5.3 100.0 

Total 19 100.0 100.0  

 
2. How much time is spent each pay period reviewing and submitting timesheets for your 

hourly employees? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Less than 1/2 hour 13 68.4 68.4 68.4 

1/2 hour – 1 hour 3 15.8 15.8 84.2 

1 hour – 2 hours 3 15.8 15.8 100.0 

Total 19 100.0 100.0  
 
 
 

2a. If more than 2 hours, how much time do you spend each pay period? 
• No comments 
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3. Do you track employee requests for time off? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 16 84.2 84.2 84.2 

No 3 15.8 15.8 100.0 

Total 19 100.0 100.0  

 

 
4. Do you track employee absences? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 17 89.5 94.4 94.4 

No 1 5.3 5.6 100.0 

Total 18 94.7 100.0  
Missing System 1 5.3   
Total 19 100.0   

 
 
5. If you track requests for time off or employee absences, what methods 
do you use for tracking? (check all that apply) 
 

5a. GroupWise calendar 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 
Yes- GroupWise 

Calendar 
9 47.4 100.0 100.0 

Missing System 10 52.6   
Total 19 100.0   

 
5b. Excel spreadsheet 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 
Yes- Excel 

spreadsheet 
7 36.8 100.0 100.0 

Missing System 12 63.2   
Total 19 100.0   
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5c. Manual calendar/notes 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid Yes- Manual calendar/notes 9 47.4 100.0 100.0 

Missing System 10 52.6   
Total 19 100.0   

 
5d. Someone else in my office maintains that information for me 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes- Someone else in my office 

maintains that information for 

me. 

2 10.5 100.0 100.0 

Missing System 17 89.5   
Total 19 100.0   

 
 

5e. Call HR to obtain needed information 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 
Yes- Call HR to obtain needed 

information. 
5 26.3 100.0 100.0 

Missing System 14 73.7   
Total 19 100.0   

 
5f. Call Payroll to obtain needed information 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 
Yes- Call Payroll to obtain 

needed information. 
1 5.3 100.0 100.0 

Missing System 18 94.7   
Total 19 100.0   
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5g. Other 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid Yes- Other 1 5.3 100.0 100.0 

Missing System 18 94.7   
Total 19 100.0   

 
 
 
5g. If other, please specify: 

• WebAdvisor Leave Plan Summary 
• I keep electronic copies of time cards and voicemails for reference. 
• As a reminder note they initiative to me. 

 
 

6. Do you supervise Support Staff Association (SSA) employees? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 18 94.7 94.7 94.7 

No 1 5.3 5.3 100.0 

Total 19 100.0 100.0  

 
6a. If yes, are you aware there is an absence program as part of the SSA Bargaining 

Agreement that outlines excused and unexcused absences? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 15 78.9 83.3 83.3 

No 3 15.8 16.7 100.0 

Total 18 94.7 100.0  
Missing System 1 5.3   
Total 19 100.0   
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7. What issues or frustrations, if any, do you have with the current process 
of tracking employee absences? 

• When my staff ask for time off I cannot approve it without asking them 
to print the Leave Summary Plan. 

• Nothing.  We have a good system in our small area. 
• None, but all of my employees are incredibly reliable. 
• No reports showing usage and/or balances of leave time available. 
• No real system to track.  Ad-hoc tracking is done. 
• No issues. My team stays on top of this, as do I. 
• Manual processes = manual errors.  Ensure a consistent practice is 

followed (no matter the supervisor) 
• Manual process . . .  I have to remember to make the note that they did 

not work or had reduced work hours for the day. 
• Keeping track of excused compared to unexcused absences. 
• It's manual - I'd like it online for everyone: sign in, out, and personal 

time. 
• It's hard to believe that in 2016 we are still basically tracking time and 

attendance the same way we did thirty years ago.  This process should 
be done electronically.  I keep track of absences and vacations, but I 
never really know where people stand for the year.  I don't keep track of 
the total hours they have taken for the fiscal year. 

• It is very unclear when I'm supposed to do things, what I am supposed 
to do, and how I am supposed to know since I have no access to 
employee time allotments. Also, while Lori is fantastic, it does not seem 
efficient that I should have to call her every time someone is getting 
close to the allotted time to figure out if past absences were excused or 
not. 

• It is time consuming. It requires gathering information from multiple 
sources. 

• I wish we had greater information regarding their initial approved time 
off for the year. 

• I keep track of these absences on my calendar, but there is probably an 
easier way, and I wasn't aware that I need to report absences to HR. 

• I find it frustrating that I cannot see the employee totals for days earned 
and days used whether it is for sick, personal, vacation or other.  If I 
was able to see the totals, I would be able to verify my data with the HR 
data. 

• Evaluation time is tough because we don't track absences in that much 
detail. It's difficult to track PB vs. sick, vs. FMLA, etc, and the total hours 
of each. I have no up to date information available to me regarding 
leave banks unless I keep my own spreadsheet. This leaves room for 
human error and should be a direct report from HANK. Procedures are 
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unclear and different depending on who you ask. For example, does a 
staff member need to enter their leave bank type of time on their time 
card when using FMLA? 

• (1.)  I have no way of knowing employee leave balances. (2.)  I do not 
know whether or not an absence is considered excused which means I 
have to call HR to determine when/if an employee is reaching a point 
where disciplinary action is needed. 

 
8. What, if anything, do you like about the current process of tracking 
employee absences? 

• Vacation tracking Personal time Sick time All online 
• Nothing.  It is very outdated. 
• Nothing. 
• None 
• None 
• na 
• N/A. 
• It is certainly flexible. 
• I like the guidelines that both management and staff can follow. 
• I don't like the current process because there is no way for me to match 

up my tracking data with the actual real time tracking data for each 
employee. 

• I can go back and verify the two week period by just opening my 
calendar. 

 
9. What suggestions do you have to improve the way employee absences 
are tracked? 

• There seem to be several ways that this could be dealt with. One would 
be for HR to set-up an auto tracking notification that is sent to the 
supervisors each month showing the number of unexcused absence, 
the number of excused absences for all of their SSA employees, and 
the remaining number of absences needed until they are to get a 
warning. This could just come in e-mail just like a budget synoptix 
report does. A second way, would be to use one of the many developed 
tracking systems that work similar to the SPOL system, and has an 
employee submit the request electronically, it sends it to the supervisor 
for approval showing the amount of available time, and when approved 
sends it directly to HR and is printed on the timesheet (rather than the 
handwritten timesheets). A third idea is to have the hand written time 
cards come with the amount of time (vacation, sick, personal business) 
that has been used and excused, printed just as the employee's name 
is printed. This way, the supervisor would be able to immediately see if 
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the new time would take them passed the unexcused sick time limit. 
Excusing sick time after the fact seems to be part of the issue as well. 
Some people wait until they have 5 days then send in all the excuses in 
one pile, then they get excused, and it starts again. As a supervisor, we 
have no mechanism for following this process so if we could figure out a 
way to have this information communicated on a regular basis, without 
having to spend a significant amount of time tracking, figuring and re-
figuring what is excused and not, that would be very helpful. 

• Some type of automation would be great.  I would like to be able to see 
leave balances as well as excused/unexcused absence totals. 

• See above 
• Online system with my employees listed . . . can check days they did or 

did not work. 
• Nothing. 
• Move to electronic timekeeping and eliminate the manual process. 
• It would be nice if I would be able to have access to see time off totals 

both earned and used. 
• Implementation of a campus-wide system for all supervisors, such as 

WebTime Entry, 
• I'm sure there are systems out there that can streamline the time and 

reporting function, although I am not familiar with them.  It would be 
great if the SSA employees could self-report absences and vacations 
and the supervisors could get some reports regarding the time taken 
and time available. 

• I would love for the college to use timecards or a computer sign in 
process so that attendance and lunch breaks are tracked. 

• Go to a college wide system. 
• Consistent tracking across all departments. An electronic system to 

track leave banks. Electronic approvals. 
• be able to run a report showing absences used, beginning balances 

and current balances as well as unexcused or excused sick time 
• Automated system sponsored/hosted by HR 
• 1) Allow managers / administrators access to electronic records 

pertaining to the employees for which they are responsible. 2) Establish 
a time frame in which employees MUST submit medical documentation; 
do not permit hourly employees to tally unexcused sick days first and 
then return to their personal physician months later for just the right 
amount of documentation excusing them from work, thereby either a) 
avoiding discipline or b) earning a merit bonus. Only documentation 
submitted immediately upon return to work should be accepted. 3) 
Upon establishment of said time frame, create access for managers / 
administrators performing payroll to information indicating not only how 
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many sick / care of family days have been used, but also whether such 
days qualify as excused or unexcused as directed by HR. 4) Streamline 
the process so that it is easily followed by all managers and 
administrators performing payroll. Hold managers accountable, but 
ensure they are also informed and adequately trained. 
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Ideas for Future CPI Teams 

 

The Absence Reporting CPI team recommends a future team look at Online Time 
Cards.   
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