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 Executive Summary
 Jubilant Organosys Limited is the largest Specialty Chemicals
 Company in India and the leading manufacturer of acetyl products,
 pyridines and pyridine derivatives, fine chemicals, animal feed, additives
 and other chemicals. The company is amongst the global leaders in the
 manufacture and development of pyridine and pyridine derivatives.
 The Project done by me primarily aims at,
 Studying the existing attendance management policy at Jubilant.
 Understanding the Visual Star attendance management software used
 at Jubilant.
 Finding strategies to improve attendance at Jubilant.
 Proposing the need for an Attendance Management policy for
 Jubilant.
 The study has reveled the need for a new Attendance management policy
 for Jubilant. The policy needs to take into confidence of all the concerned
 parties such the line and staff managers, so also the role of HR
 department.
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 CORPORATE OVERVIEW
 Jubilant Organosys Limited is the largest Specialty Chemicals Company in
 India and the leading manufacturer of acetyl products, pyridines and pyridine derivatives,
 fine chemicals, animal feed, additives and other chemicals. The company is amongst the
 global leaders in the manufacture and development of pyridine and pyridine derivatives.
 The meaning of Organosys derives from an amalgamation of Organic i.e., life and nature
 and Sys i.e., systems, synthesis and science. This combination makes us a powerful
 company that is positioned as Science Active, as we move up the Value Chain by
 focusing on research based knowledge industries.
 Jubilant Organosys Limited is a part of Jubilant Corporation. This parent
 company has an interest in the Chemicals, Information Technology, Foods and
 Ventures businesses. In keeping with our positioning as Science Active, we have
 invested in the Bioinformatics and Chemo informatics sectors through a subsidiary called
 Jubilant Biosys Limited based in Bangalore, India.
 The revenues of Jubilant Organosys Limited are over Rs.900 crore ($180 million
 approximately). The Corporate Headquarters are at NOIDA (near Delhi). An
 international subsidiary in USA and a marketing office in China support the Company.
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 Global customers in more than 50 countries rely upon our Science Active quality
 products.
 This global reach is supported by an Enterprise Resource Package (ERP), which
 has been implemented at all our manufacturing plants, headquarters, and sales offices
 The Re-branding
 Vam Organic Chemicals changed its name to Jubilant Organosys along with its logo and
 company colures in a massive re-branding exercise undertaken in the last quarter of 2001.
 The name change celebrates a strong move up the value chain from being in low-end
 commodity chemicals to a new emphasis on high-value specialty and fine chemicals that
 have carved out a global presence for the company.
 The name Vam Organic had become unrepresentative over a period as it projected the
 earlier emphasis on commodity chemicals. The new name, Jubilant Organosys, reflects
 the company's current and future direction with the added consumer promise of "Making
 Science work for you", since many chemicals manufactured and marketed by Jubilant
 Organosys are now used in a host of consumer products.
 'Jubilant' symbolizes positivity, dynamism, triumph and joy, all of which guide and shape
 the company's collective experiences and efforts. 'Organosys' suggests life and nature.
 'Sys' embodies the company's emphasis on systems, synthesis and science. The
 combination powerfully positions the new name to reflect the company's 'Science Active'
 approach that seeks to continuously apply scientific knowledge to enrich the quality of
 life.
 The name change to Jubilant Organosys celebrates real shifts in strategy led by R&D and
 implemented over the last five years. Jubilant Organosys has world class ISO 9001
 certified plants at Gajraula, near Delhi, Nira, near Pune and Samlaya, near Vadodara. The
 Gajraula plant has already implemented ISO 14001.
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 The Jubilant logo is a bird in flight designed to communicate the joy and freedom of life.
 In addition, the general perception was that Vam Organic was only in the alcohol-based
 industry and relatively few people knew that it was the flagship of a large and diversified
 group, which has interests in chemicals and biotechnology, information technology,
 foods and ventures. It was, therefore, decided to create a new group identity called
 Jubilant Corporation to focus and establish common corporate values across different
 businesses with the promise of, namely, Caring Sharing and Growing together.
 Apart from Jubilant Organosys Limited, the other companies that will come under the
 umbrella of Jubilant Corporation are Jubilant Biosys, Network Programs, Digital Talkies,
 Domino's Pizza, Hot Breads, Food Express Stores, Jubilant Enpro, Geo-Enpro Petroleum,
 Dyno-Enpro Oilfield Chemicals and AIA Capital. The Jubilant bird will also be used as
 the group logo for all the sectors of the newly named Jubilant Corporation.
 BUSINESS OPERATIONS
 The business of Jubilant Organosys Limited is organized into three sectors. The
 individual businesses have fully integrated strategic business units.
 Organic Intermediates,
 Specialty and Fine
 Chemicals
 Performance
 Chemicals
 Plant Health and
 Animal Nutrition
 Acetyls Latex Plant Health
 Pyridine/Pyridine
 Derivatives
 Coating and Specialty
 Polymers Animal Nutrition
 Fine Chemicals Textiles
 Industrial Adhesives
 Woodworking
 Solutions
 Footwear Adhesives
 Specialty Gases
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 The Science Active products from the above business units serve a number of
 industries such as pharmaceuticals, agrochemicals, construction, paper/packaging, foods
 and beverages and textiles.
 MANUFACTURING
 Jubilant Organosys Limited has three state-of-the-art manufacturing plants
 strategically located at Bhartiagram, Gajraula (100 km from Delhi), Nira (near Pune,
 Maharasthra) and Samlaya (near Vadodara, Gujarat). Adoption of modern processes has
 ensured safety in our manufacturing operations and has also led to consistent product
 quality. Many of our fine chemical plants are built and operate as per CGMP
 requirements.
 RESEARCH AND DEVELOPMENT
 Research and Development is a focus area for Jubilant Organosys Limited. Each
 business unit invests significantly in R&D, which not only includes market driven new
 product development but also
 Development of new processes and improvement in existing ones. Our
 sophisticated R&D Centre is based in about a 20,000-sq. ft laboratory and Pilot plant
 area.
 QUALITY AND ENVIRONMENT SYSTEMS
 A commitment to quality in all the operations of Jubilant Organosys Limited is
 carried out through a rigorous method of checks and control. ISO 9001 standards have
 been implemented at all our plants and in all our processes. ISO
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 14001 Certification has also been granted for achieving international
 environmental standards in several plants at Bhartiagram.
 MANUFACTURING FACILITES
 Jubilant Organosys has three modern plants strategically located at Bhartiagram, Gajraula
 (100 kms. from Delhi), Nira (near Pune, Maharasthra) and Samlaya (near Vadodara,
 Gujarat).
 Our strength in manufacturing is due to our constant effort to update processes,
 implement safety measures and focus on consistency in product quality. Many of our fine
 chemical plants are built and operate as per CGMP norms.
 Safety in the plants is a key concern, evidenced by the fact that the Gajraula plant
 received the national safety award for maximum accident free man-hours worked from
 the Ministry of Labour. Similarly, the Council of Industrial Safety, Mumbai, awarded the
 Nira plant for the lowest accident frequency rate.
 Our efforts to ensure consistency in product quality and operating efficiencies are now
 augmented with the ERP package being implemented at all three manufacturing
 locations. In addition, both telecom initiatives and information systems’ fine-tuning has
 also contributed to the above.
 Quality systems are adhered to and furthered. This is evident in the ISO 9001
 standards implemented at all our plants. Also ISO 14001 Certification has been achieved
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 by several of our plants in pursuance of our commitment to keeping our environment
 clean and safe.
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 JUBILANT
 CORPORATION
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 JUBILANT CORPORATION
 Jubilant Corporation, with the promise of Caring, Sharing, Growing, is a
 conglomerate of four businesses namely, Specialty Chemicals & Biotechnology, Food,
 Information Technology and Ventures.
 Jubilant symbolizes positivism, dynamism, triumph and joy, all of which guide
 and shape the company's collective experiences and efforts. Jubilant will always care for
 the human need, share its expertise to provide a better life and help upgrade the
 stakeholders' standard of Living and the company's sustainable growth by dynamiting the
 value chain within the Corporation.
 Our vision is to be amongst the top 10 most admired companies to work for. We
 want to maintain and acquire the first or second leadership position in our chosen area of
 business in India and to establish it globally. We will endeavor to create new
 opportunities for growth in our strategic businesses, which give a 10-point higher rate of
 return than the cost of capital.
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 Our values guide us to achieve our vision in our four chosen areas of business,
 which comprise of the following:
 JUBILANT WORLDWIDE
 Having started with a vision to create a niche market for our products in this
 competitive world, today we find the whole world as our niche market. A dream that our
 products would become global solutions and not just local commodities has come true
 sooner than we expected. It is just the beginning though.
 PRODUCTS EXPORTED
 Our products touch different facets of life of our global customers. Starting from
 Pyridine, Pico lines and their derivatives, which go into Pharmaceutical & Agrochemical
 industries, we offer products like Adhesives for general purpose & specialized
 applications; Choline Chloride for poultry feed; Vinyl Pyridine Latex for tyres; PVA
 solid for chewing gum. These are besides our strong acetyl range, which includes acetic
 acid, acetic anhydride and ethyl acetate.
 QUALITY STANDARDS
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 Having benchmarked our products as per international quality standards and
 supplementing them with strong ISO systems, we are now creating our own standards,
 for others to follow. This logically has resulted into a quantum jump in export volumes
 for last couple of years and slowly but steadily we are becoming one of the preferred
 suppliers to end-users, in our product categories.
 GLOBAL POSITIONS FOR JUBILANT ORGANOSYS
 LIMITED
 Jubilant Organosys has emerged as a leading global player in several categories:
 Largest distillery in the world outside Canada and Brazil.
 3rd
 largest in Pyridine, Pico line and derivatives.
 6th
 largest in Acetaldehyde.
 6th
 largest in Solid PVA.
 6th
 largest in VP latex.
 7th
 largest in Choline Chloride.
 8th
 largest in Ethyl Acetate.
 9th
 largest in Acetic Anhydride.
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 PROJECT PROFILE

Page 16
                        

A REPORT ON ATTENDANCE MANAGEMENT AT JUBILANT ORGANOSYS
 LIMITED NIR
 Babasabpatilfreepptmba.com Page 16
 OBJECTIVES
 Studying the existing attendance management policy at Jubilant.
 Understanding the Visual Star attendance management software used at Jubilant.
 Finding strategies to improve attendance at Jubilant.
 Studying the need for an Attendance Management policy for Jubilant.
 Methodology
 Sources Of Information:
 Primary:
 The primary data was largely obtained through direct interaction with the HR staff
 and observations of their functioning.
 Secondary:
 The Secondary data has been obtained from the company’s website, HR Journals and
 Web sites etc.
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 Scope Of The Study:
 The study largely aims at providing a new attendance strategy for Jubilant. This
 would help identify key areas of improvement in attendance at jubilant. This study also
 highlights the need of employee involvement in attendance management.
 Limitations of the study
 Busy Schedules of employees.
 Limited literature on attendance management.
 A rather shorter time period.
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 INTRODUCTION TO
 TIME OFFICE
 TIME OFFICE
 THE JUBILANT PROMISE
 Caring, Sharing, Growing
 We will, with utmost care for the environment, continue to enhance value; for our
 customer by providing innovative products & economically efficient solutions; & for
 our shareholders through sales growth, cost effectiveness & wise investment of
 resources.
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 THE JUBILANT VISION
 To be among the top 10 admired company’s to work for.
 To maintain & acquire the 1’st or 2’nd leadership position in our chosen areas
 of business in India.
 To expand our position of leadership in India to establish global presence.
 To continuously create new opportunities for growth in our strategic business.
 To continuously achieve a return on invested capital of at least 10 points higher
 than the cost of capital.
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 THE JUBILANT VALUES
 Inspire confidence
 We will carefully select, train and develop our people to be creative, empower them
 to take decisions, so that they respond to all customers with agility, confidence &
 teamwork.
 Always stretch
 We stretch ourselves to be cost effective & efficient in all aspects of our operations & focus on
 flawless delivery to create & provide the best to our customers.
 Sharing knowledge
 By sharing our knowledge & learning from each other & from the markets we serve, we will
 continue to surprise our customers with innovative solutions.
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 Excellent quality
 With utmost care for the environment & safety, we will always strive to excel in the quality of our
 processes, our products & our services.
 HUMAN RESOURCE PHILOSOPHY Preamble
 Our philosophy affirms our belief that people are the organizations major asset, & that together they
 will sustain jubilant as an institution with vitality & perpetuity. This consequent human resource
 philosophy articulates our beliefs & principles to guide our human resource management processes.
 PHILOSOPHY
 Empower & energize employees (inspire confidence).
 Encourage internal employee growth (always stretch).
 Hire skills (sharing knowledge).
 Measure talent & skills (excellent quality).
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 DETAILS OF WORK DONE IN TIME-OFFICE
 1) TIME-OFFICE STAFF: -
 A) PRAFULL JAGTAP. SENIOR ASSISTANT.
 2) TIME-OFFICE WORKS: -
 A) Maintain registers.
 B) Maintain attendance of employees in visual star software.
 C) Maintain overtime entries in FoxPro programs.
 D) Maintain filing system.
 E) Updating leave forms, out door slips, out station duty & over time slips.
 F) Maintain holidays & others notices on notice board and keep records.
 G) Maintain a leave record & calculate leaves per year.
 H) Distributes payments slips per salary.
 I) Distributes forms about any activities.
 J) Maintain man-days format.
 K) Maintain shift scheduled.
 L) Maintain baan software.
 3) TIME-OFFICE FORMS & SLIPS: -
 A) Leaves form full day & half-day.
 B) Over time slip.
 C) Out station duty & out door slips.
 D) Leave card.
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 Shift pattern
 1st shift “A” 4AM TO 12PM
 2ND
 shift “B” 12PM TO 8PM
 3RD
 shift “C” 8PM TO 4 AM
 4TH
 shift “GENERAL SHIFT” 8AM TO 5PM
 ATTENDANCE SYSTEM
 Punching system that is further captured, processed & saved in visual software.
 CATEGORY OF EMPLOYEES
 A-apprentice
 E-executive
 W-workers
 LEAVES
 PL-privilege leave
 SL-sick leave
 CL-casual leave
 WEEKLY ROTATION PATTERN
 R1- SHIFT A C B
 R2- SHIFT B A C
 R3- SHIFT C B A
 GENERAL SHIFT DAILY EXCEPT SUNDAYS
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 LEAVE FORM FULL DAY: -
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 LEAVE FORM HALF DAY: -
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 OSD slip (out station duty) slip.:-
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 OUT DOOR SLIP: -
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 OVER TIME SLIP: -
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 INTRODUCTION TO
 VISUAL STAR
 SOFTWARE
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 DETAILS OF VISUAL STAR SOFTWARE
 At the front of Time office there are two punching machines of print Electronics
 Company. In that punching machines all employees of our company will punch theirs
 card at time of in & out of company. There are four entries of punching cards employees
 are doing.
 This software’s main work is collecting & processes data of Employees who
 punch card in punching machine. There are some steps of the process that are mentioned
 here.
 Visual star software was made on base of visual basic Programming language.
 Advantages of this software are all reports are in good and formatted positions. It
 gives many details about employees in & out and performance, attendance, over time,
 late arrival, early departures,
 And Software’s utilities are.
 1) Reports: - daily, weekly, monthly, yearly.
 a) Physical arrival, b) performance, c) attendance, d) manpower, e) out door duty, f)
 absent, g) irregular, h) continuous absent, I) overtime, j) summery, k) late arrival, L)
 entries, m) early departure, n) shift agreement.
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 1) Process: - a) daily, b) monthly.
 2) Utility: - a) indexing, b) change password, c) backup, d) restore. e) Version.
 3) Updating-department master, shifts rotation master, holidays, leave transaction
 correction, lost entry, and edit paid days.
 ATTENDANCE
 PROCEDURE
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 AUTOMATIC DATA COLLECTION PROCESS
 1) THIS IS AUTO CAPTURE WINDOW.
 2) HERE ALL STEPS ARE DONE AUTOMATICALLY.
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 HERE ALL STEPS ARE DONE AUTOMATICALLY.
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 HERE ALL STEPS ARE DONE AUTOMATICALLY.
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 HERE ALL STEPS ARE DONE AUTOMATICALLY.
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 HERE ALL STEPS ARE DONE AUTOMATICALLY.
 THIS IS THE LAST WINDOW OF DATA COLLECTION FROM PUNCHING
 MATCHINE.
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 ATTENDANCE DATA PROCESSING
 VISUAL STAR SOFTWARE
 .
 1) CLICK ON THE PROCESS MENU ON THE MENUBAR OF VISUAL STAR.
 2) THEN CLICK ON DAILY OPTION.
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 3) THEN CLICK ON THE ENTER DATE PROCESS FROM TO CURRENT DATE.
 4) THEN SHOW’S CALANDER AND NOW SELECT THE PERTICULAR DATE
 TO PROCESS.
 5) AND CLICK ON OK NOW.
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 6) NOW CLICK ON PROCESS OPTION.
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 7) IT SHOW’S THE MASSAGE:-IF YOU ARE-RE PROCESSING FOR THE SAID
 DATES THEN MANUAL CORRECTIONS WILL GET LOST.
 8) THEN CLICK OK.
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 9) THEN V STAR SHOWS SELECT EMPLOYEE TASK BAR.
 10) CLICK ON SELECT
 11) CLICK OK.
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 12) NOW SHOW’S SELECT DATA FILES FOR PROCESS TASK BAR.
 13) CLICK ON ADD BUTTON.
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 14) NOW SHOW’S OPEN RESOURCE. CLICK ON CURRENT DATA FILE.
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 15) AS LIKE 27.09.03.DAT.
 16) NOW CLICK ON OK BUTTON.
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 17) NOW DAILY PROCESS START’S.
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 18) AFTER SOME TIME IT SHOW’S ON THE SCREEN, DAILY PROCESS IS
 OVER.
 19) THEN CLICK OK BUTTON.
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 20) AFTER PROCESS IS COMPLETED IT SHOW’S THIS SCREEN.
 21) AT HERE CLICK ON FINISH BUTTON.
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 22) THEN CLICK ON INSTALL MENU ON MENU BAR.
 23) AND CLICK EXIT TO EXIT VISUAL STAR.
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 PROCESSING TO SEE ABSENT REPORTS OF WORKERS
 & OFFICERS
 VISUAL STAR: - ABSENT REPORTS DETAILS
 AFTER PROCESSING DATA SEE REPORTS OF ABSENT TO MARK ON
 REGISTER
 STEPS: - START - PROGRAMS - PRINT ELECTRONICS - VISUAL STAR -
 1) CLICK ON REPORT MENU ON MENU BAR.
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 2) AT HERE CLICK ON DAILY OPTION.
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 AND CLICK IN REPORTS FOR THE DATE OF.
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 3) THEN SCREEN SHOES THIS SECTION. HERE
 SELECT THE CALANDERS DATE WHICH IS SHOWN BELOW
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 4) THEN APPEARS THIS SCREEN.
 HERE CLICK ON ABSENT OPTION.
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 5) THEN APPEARS THIS SCREEN.
 ON THIS SCREEN CLICK ON THE EMPLOYEE OPTION AND CLICK OK.
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 6) THEN CLICK ON THE PREVIEW MENU.
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 7) THEN V STAR SHOW’S THIS SCREEN WHICH SHOWS ABSENT PERSONS
 DETAILS.
 SEE THIS SCREEN REPORT OF ABSENT PEOPLE AND MARK ON MUSTER
 WHO IS ABSENT.AND CLOSE THIS WINDOW.
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 PROCESSING OF LEAVE ENTRY.
 1) CLICK ON UPDATION - LEAVE TRANSACTION - AVAIL.
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 2) TYPE LOGIN PASSWORD "PRINT"
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 3) CLICK OK.
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 4) CLICK ON CURRENT MONTH & YEAR.
 5) AND CLICK OK.
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 6) CLICK ON EMPLOYEE CODE. & SELECT EMPLOYEE.
 7) CLICK ADD BUTTON.

Page 63
                        

A REPORT ON ATTENDANCE MANAGEMENT AT JUBILANT ORGANOSYS
 LIMITED NIR
 Babasabpatilfreepptmba.com Page 63
 8) CLICK ON LEAVE CODE.
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 9) ENTER LEAVE CODE.
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 10) ENTER DATE FROM TO.
 11) CLICK ON SAVE BUTTON.
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 12) SHOWS LEAVE ADDED IN THE RECORD.
 13) CLICK EXIT TO EXIT.
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 14) THE CLICK ON INSTALL MENU ON MENU BAR.
 15) AND CLICK EXIT TO EXIT VISUAL STAR.
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 VISUAL STAR SHIFT SHEDULE ENTRY.
 1) CLICK ON START - PROGRAMS - PRINT ELECTRONICS - VISUAL STAR.
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 2) TYPE PASSWORD " PRINT " HERE.
 3) CLICK OK BUTTON.
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 4) SHOW’S THIS SCREEN OF VISUAL STAR SOFTWARE.
 5) CLICK ON UPDATION MENU ON MENU BAR.
 6) CLICK ON SHIFT SHEDULE.
 7) CLICK ON SHEDULE MASTER.
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 8) SHOW’S SHEDULE MASTER WINDOW.
 9) CLICK ON EMPLOYEE CODE.
 10) CLICK ON EDIT MENU.
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 11) EDIT HERE STARTING DATE OF WEEKLY OFF
 12) SHIFT CODE
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 13) WEEKLY OFF DAY SUN?
 14) CLICK ON SAVE MENU.
 15) CLICK ON SHIFT SHEDULE.
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 16) CLICK ON CHANGE SHEDULE.
 17) CLICK ON CURRENT MONTH & YEAR.
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 18) CLICK OK.
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 19) CLICK ON EMPLOYEE CODE.
 20) CLICK ON MASTER.
 21) AND EDIT SHIFT SHEDULE. WEEKLY OFF SUNDAY AND SHIFT
 TYPE.G.FOR GENERAL
 22) SAVE TO EXIT.

Page 78
                        

A REPORT ON ATTENDANCE MANAGEMENT AT JUBILANT ORGANOSYS
 LIMITED NIR
 Babasabpatilfreepptmba.com Page 78
 23) THE CLICK ON INSTALL MENU ON MENU BAR.
 24) AND CLICK EXIT TO EXIT VISUAL STAR.
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 VISUAL STAR CORRECTION
 CORRECTIONS IN ATTENDANCE RECORD
 1) CLICK ON UPDATION MENU ON MENU BAR
 2) CLICK ON CORRECTION.
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 3) TYPE PASSWORD HERE FOR ENTER. "PRINT".
 4) CLICK OK.
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 5) CHEAK THE EMPLOYEE CODE, MONTH, YEAR.
 6) DOUBLE CLICK ON CORRECTIONS DATE.
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 7) MAKE CHANGES THAT DO WANT TO CHANGE.
 8) AND SAVE TO EXIT.
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 9) THE CLICK ON INSTALL MENU ON MENU BAR.
 10) AND CLICK EXIT TO EXIT VISUAL STAR.
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 FINDINGS
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 The Findings
 Shortcomings Of Existing Attendance Management.
 The following areas need an improvement in the current Attendance
 Management at Jubilant organosys, nira.
 1) Daily or monthly Performance report of II nd punch and III rd punch are not shown
 properly.
 2) When Irregular report is corrected and monthly report is processed that time Irregular
 report is shown as before.
 3) No system of Outdoor slip feeding.
 4) Overtime system is not in use.
 5) Some times punching is missed.
 6) Vam organics is the name appearing in the software, which should be changed to
 jubilant organosys ltd.
 7) Present attendance procedure consumes lot of time.
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 RECOMMENDATIONS
 & SUGGESTIONS
 RECOMMENDATIONS AND SUGGESTIONS
 Attendance Management Strategy For
 Jubilant Organosys
 Purpose of Attendance Management
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 The management of attendance is an important aspect of supervision in the workplace
 The purpose of attendance management is to develop a willingness on the part of all the
 employees to attend work regularly and to assist them in motivating their coworkers to
 attend work regularly. This can be done through;
 1. Addressing the physical and emotional needs of employees.
 2. Communicating the attendance goals of the organization so employees can
 understand and identify with them.
 3. Dealing with cases of excessive absenteeism effectively and fairly so deterrence
 can occur.
 Elements of good practice
 My review of the literature on absence policies has led to the identification of three
 clusters of good practice, which are essential for an attendance strategy to be successful.
 These clusters are:
 Organizational culture of attendance
 Clarity of roles
 Clarity of procedure.
 Effective Attendance Management
 The Prerequisites For An Effective Attendance Management Policy
 A reduced administration burden
 Data entered once and used to populate other systems – no re-keying of data
 Simplified payroll and employee record administration
 Payroll accuracy
 Effective holiday planning
 Improved absence management
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 Control of Flexible Working arrangements
 Conformance to Working Time Regulations
 .
 Prevention better than cure?
 Clear and consistently applied procedures play an important part in managing attendance.
 However, these mechanisms do not easily address some of the underlying causes of
 sickness absence. It is in some of these areas where prevention may be better than cure.
 Specific areas for preventative action and increasingly common practice among
 employers include:
 Health promotion
 Recruitment and screening procedures
 Flexible working arrangements
 Help with travel
 Improving the physical working environment
 Job design
 Managing career expectations
 Rebuilding trust and loyalty.
 Effective supervisory efforts in attendance management will affect a relatively small
 percentage of employees but will generate substantial savings, increased productivity and
 morale.
 Involvement of Managers and Supervisors.
 Successful administration of an attendance management program requires managers and
 supervisors to be aware of, and create work environments in which the following can be
 actualized.
 1. The greater the extent to which individuals identify their goals with the goals of
 the organization and care what happens to it, the greater their motivation to be
 regular in attendance.
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 2. The more people find their jobs meaningful to them, the greater their motivation
 to be regular in attendance.
 3. As employee’s workload increases due to the absence of a co-worker, peer
 pressure is exerted on the absent co-worker to attend work on a regular basis.
 4. The more people like working for the organization the higher their motivation to
 attend regularly. Recognition of good employee attendance helps improve
 attendance.
 5. Employees will have a lower absence ratio if they feel free to discuss their on-the-
 job problems with their immediate supervisor.
 6. Employees with a low absence ratio have attitudes of confidence and "team"
 spirit.
 7. Low absence ratio employees are found to be more satisfied with their
 opportunity for promotion and upgrading.
 Commitment to Attendance
 To make an attendance management program truly successful, it will require insight into
 the special dynamics present in your work place. It will require two-way communication,
 as both the needs of the employees and of management must be met if good attendance is
 to be achieved. Attendance is the responsibility of the facility management and ultimately
 the administrators.
 Attendance is not an expectation. It is a right of employers to have good attendance. Each
 and every employee has a contractual obligation to attend work regularly. All levels of
 management must believe in, be committed to, and communicate their expectations of
 good attendance. If a specific number of sick days are considered acceptable per
 employee, at best that will be the result. Employees will live up or down to expectations.
 Expectations must be clear to both management and employees in order for an attendance
 management program to get maximum results. Goals must be tangible. Attendance
 expectations must be clearly communicated and followed.
 .
 The need for Effective Attendance policy At Jubilant.
 The purpose of an effective Attendance policy is to improve and support the health and
 well being of staff at work and to reduce the level of absence. The policy will also
 encourage and enable the adoption and implementation of best practice in relation to the
 promotion of health and well being at work.
 The policy aim
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 The aim of a Promoting Attendance policy is to help make the most of attendance by
 reducing short- and long-term absence through promoting positive attitudes to work and
 trying to reduce staff ill health as far as possible. However, it is important to remember,
 "owing to the very nature of a 'healthcare environment', the issues surrounding sickness
 absence need to be set in their own particular context”.
 Specifically, the Attendance policy must aim to:
 Enable the delivery of consistently high-quality services by achieving the best
 possible levels of staff attendance at work;
 Provide procedures - communicated to and understood by all staff - which make
 sure that everyone is dealt with fairly and consistently;
 Keep to the law, such as the Disability Discrimination Act (to make sure that
 reasonable adjustments to duties are made, or other suitable employment is
 offered through redeployment where necessary), and meet legal requirements
 relating to staff consent to the appropriate handling of sensitive personal data;
 Make sure that managers communicate regularly and openly with staff, and where
 possible, offer appropriate support and help to get them back to work;
 Make sure that the organization’s employment policies are based on good
 practice;
 Improve staff retention and prevent discrimination;
 Encourage staff to adopt a healthy lifestyle;
 Help managers to monitor attendance levels effectively by setting up systems
 which provide relevant and up-to-date information; and
 Give all staff the opportunity to be represented at all stages in the proceedings by
 a staff representative, colleague or friend.
 Responsibilities
 In putting the Attendance policy into practice it is vital that all those involved are fully
 aware of their roles and responsibilities, as defined below.
 All staff must:
 Attend work regularly;
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 Keep to their local Absence Reporting procedure) by letting their appropriate
 manager know as soon as possible about any absences, and to produce medical
 certificates (as necessary); and
 Maintain regular contact with their manager and let them know about their
 absence, length of time off and return to work date.
 Line managers must:
 Take responsibility for promoting attendance, using information on attendance in
 a way which will improve attendance levels, reduce absence costs and encourage
 staff to aim for high attendance levels;
 Use the Promoting Attendance policy and its procedures fairly and consistently,
 taking account of individual circumstances and the staff member's right to
 confidentiality in relation to their absence;
 Make sure that all staff know about the policy and local procedures for reporting
 absences;
 Be available to staff who have problems, whether health, emotional or personal,
 and be receptive, sympathetic and flexible in dealing with these problems, always
 letting staff know about the availability of the staff support services;
 Maintain open communication with staff, letting them know about the promoting
 attendance procedures and the implications for their personal situation at all
 stages;
 Manage health and safety in the workplace, carrying out risk assessments of work
 activities to prevent and reduce health problems as far as possible;
 Take part in training related to promoting attendance within the organization and
 make sure that staff involved in promoting attendance also receive training;
 Make sure all records and documents in relation to managing absence are kept in
 line, and
 Get advice and help from HR, Health and Safety, the Employment Service and
 the Disability Employment Advisor when appropriate.
 HR must:
 Provide support and guidance to managers, staff members and Trade
 Unions/Professional Organizations when interpreting the Promoting Attendance
 policy and procedures;

Page 94
                        

A REPORT ON ATTENDANCE MANAGEMENT AT JUBILANT ORGANOSYS
 LIMITED NIR
 Babasabpatilfreepptmba.com Page 94
 Train and develop the skills of managers and Trade Unions/Professional
 Organizations to allow the policy and procedures to be put into practice
 effectively;
 Provide support and expert and independent advice at attendance meetings; and
 Make sure that the Promoting Attendance policy and procedures are consistently
 followed throughout the organization.
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 CONCLUSION
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 Conclusion:
 The current attendance management policy definitely needs
 improvement. There is a need to bring in a new attendance management
 policy for Jubilant. There is also a need to involve employees in
 managing the attendance. There is also a need to bring in changes to the
 existing Software being used. All these can bring in a sea of change in
 the attendance is management at Jubilant. The software presently being
 used is not fulfilling the right need; it would be better to use one that
 fulfills all the requirements of attendance management.
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