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1. INTRODUCTION

The purpose of the Absenteeism Tracking Tool, which has been developed in Microsoft” Access
2007, is to keep track of and analyze absenteeism data gathered through Workplace Satisfaction
Surveys. The surveys are to be held periodically on pre-defined time periods to enable adequate
analysis o fabs enteeism caus es and to measure ef fectiveness of the mitig ation strategies
implemented to reduce absenteeism.

The structure of the database is illustrated in Figure 1:

Tables Queries
[5rojects
Absence Causes | PR '
[ 1
[ | :
I Reports

Main Forms i |

Dashboard I [
Enter Data I %
[ ]

Reports ‘
Documentation

Figure 1: Absenteeism Tracking Tool Structure

The tool is designed to be user friendly. T he user can easily enter data using the drop d own
boxes wherever applicable, while the results are simple to access and understand. Also, the user
can de sign ¢ ustomized que ries and reports us ing M icrosoft® Access 2007 in or der t o obt ain

specific data.



2. GETTING STARTED
1. Copy the file “Absenteeism T racking T ool V2.1” from the CD onto your desired hard
drive location.
2. Once the file is copied to the desired location, d ouble click the file and the following

screen will appear as illustrated in Figure 2:

@ Security Warning Certain content in the database has been disabled Options...
=7

» ) -~
== Main &witchboard

Déshboard |Data Entrvl Report:.l Documentati‘on|

Security

Warning Absenteeism Tracking Tool

Version 2.1

Figure 2: Security Warning Screen

3. Press “Options” and a security alert screen will appear as shown in Figure 3:

Microsoft Office Secunty Options @lﬂ

@ Security Alert

VBA Macro
Access has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

‘Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information
File Path: C:\...sentation Package 6-7-2011\Absentesism Tracking Tool ¥2.0.20.5ccdb

@ Help protect me from unknown content (recommended)

() Enable this content

Open the Trust Center P ok | ’ Cancel

Figure 3: Security Alert Screen

4. Choose “Enable this content” and press OK.



3. CONTENT

The Absenteeism Tracking Tool consists of 4 main navigation tabs listed below:

- Dashboard: is set as the default screen when the user runs the application, it has the main
selection criteria such as summary charts, project selection and time period selection.

- Data Entry: includes 4 tabs that enable the user to enter data collected through the survey
in the same order.

- Reports: provides the user with a wide variety of graphical and numeric representation of

data stored in the database.

- Documentation: provides user with the workplace satisfaction survey, license agreement

and the user manual.

Figure 4 shows the different tabs for the Absenteeism Tracking Tool:

% Main Switchboard

Dashboard |Data Entrvl Reports | Documentation|

32%

Poor working
o 200
conditions

Cawse of Absance

Absenteeism Tracking Tool
Version 2.1

Choose Project Choose Time Period

Proect2  [+] From: |19/05/2011

To:  |15/07/2011

Project Name:

Higher Level Causes of Absence Based on Frequency

O Personal lssues

B Waork/lob Conditions

Lower Level Causes of Absence Vs Average Absence Time

Personal 1200
Sppointment

Long working hours

|Tso

4 & g 10
Average Absence Time (Days)

Cause of Absarce

Trade

Project 2

Lower Level Causes of Absence based on Frequency
conditions
Personal sppoinment _ 2500

Long warking haurs 50.00%

0 10% 20% 30% 40% S0
Frequency of Absence (%)

Trade Vs Average Absence Time

Labourers 1zon
» Cement 200
FinisharMasons |
Bailermakers 500

o 2 4 [ g 10 12
Average Absence Time (Days)

Figure 4: Absenteeism Tracking Tool Main Switchboard




However, for simplicity the tool will divided into two main categories based on the data
processing:

1. Data Entry

2. Data Analysis.

3.1. Data Entry:

3.1.1. Adding a New Project:

For the data entry of a new project, the following describes the procedures undertaken in order to
add a ne w pr oject, t hen e ntering t he s urvey d ata. Procedures f or a dding a ne w pr oject is
previewed in Figures 5 and 6:

1. Double click on “Project Name” table.

All Access Objects t
e - = = || M Svchbews —
T age Groun Dashiboard | Data Entry | Reports | Documentation
IO greement Level

IO appeova statur

Absenteeism Tracking Tool
I caunes . Version 2.1
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= From: |19/05/2011 [Update Selection|

T commmuteng Duration Project 2 |
L

0 company s
To:  18/o7/2011
T coucation Level
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1
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T Method of T rerk sos |
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I off Dap a
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Figure 5: Adding a New Project

2. When the table opens add the desired project name to the table as shown in Figure 6:

£ Project Name o = X
Project Name -t
Project1
Project 2
Project 3
*
[Record: 4 450f3 |+ M b [ Search

Figure 6: Assigning a Project Name



3. Close the table (New data entered will be automatically saved)

4. On the “Main Screen”, click on the “Design View” as shown in Figure 7:
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| Project Name: Project2
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Design View
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Figure 7: Defining Project Name in Design View

5. Once the “Design View” has been chosen, the following screen in Figure 8 will appear:
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Figure 8: Design View Mode



6. Double click on the project name box and the properties sheet will appear as shown in

Figure 9:
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Navigation Pane
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Figure 9: Adding Project Name in Main Switchboard
7. After defining the project name, click “Form View” as displayed in Figure 10:
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Figure 10: Form View Selection

9




8. Now the new project name has been defined in the Absenteeism Tracking Tool as shown

in Figure 11:

(2] Main Switchboard

Dashboard |Data Entrvl Reportsl Documentau‘on|

Choose Time Period

Choose Project

Absenteeism Tracking Tool
Version 2.1

From: |19jc15j2011 ‘

[Update Selection ]

Project Name:

Project 2

Higher Level Causes of Absence Based on Frequency Lower Level Causes of Absence based on Frequency
w conditions
O Personal Issues g
:
= Personal appointment 25005
:
[i]
Lang working hours 50.00%
B Work/Job Conditions
oy 0% 203 a0% 0% s03 60%
Frequency of Absence (%)
Lower Level Causes of Absence Vs Average Absence Time Trade Vs Average Absence Time
Poot uarking 200 Labaurers o
o conditions
g
Cement
L 4 Firisheriiasans [ 1%
Personal ]
s f 1200 B
appointment =
] Carpenters a0
a
a4
Lang working hours 150 Boilermakers 500
0 z 4 [ g o 1z 1
] z + 3 ] 10 12 "
Average Absence Time [Days} Average Absence Time Days)

Figure 11: New Project Name Added

When the project name has been defined, the user then adds the company name through the

“Company IDs” table as shown in Figure 12:

Unassigned Cbjects

Age Group

Agreement Level

Approval Status

Causes of Absence

Causes of Absence with Category
Commuting Duration

COMPANY IDs
~N

Education Level e

’
Gender £

1. Select “COMPANY
IDS” table

Immigration

Local/loa/tra)

Method of Transportation to Jobsite

G ED G ED BB EEER R E

Method of Transportation-Home to Work

2. Add company name

EH COMPANY IDs — = ﬂx H
i COMPANYIL ~ COMPANYNAME ’/ - H
1 ’
1 ,/ Company Aj ,/ .
’
2 / Company B ,/
* 4 ’
’ ’
’

3. Close table

lof2

| Record: W

b ¥ b [ WK No Filter

Search

Figure 12

: New Company Name Added
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3.1.2. Entering Survey Data:
After defining the project name and company name, the user can then proceed with the data
entry of the collected surveys. The user will switch to the “Data Entry” tab where 4 new tabs
covering the items listed in the survey document will appear. The user can then fill the data

starting from Part 1/4 till Part 4/4. Figure 13 illustrates Part 1/4 of the “Data Entry” tab:

=] Main Switchboard - 0=

Dashboard | Data Entry | Reports | Documentation|

Part1/4 | Part 2/4 | Part 3/4 | Part 4/4|

1. GENERAL INFORMATION
(New)
Company:

Project:

EEE]

Union name:

Today's date:

2. INFORMATION ABOUT MOST RECENT ABSENCE

How many shifts (days/nights) worked prior to your most recent absence
What was the length of your most recent absence in days?:

When did you notify your supervisor/company of your absence?:

ERjEN

Did your supervisor pre-approve/approve?:

3. FACTORS CONTRIBUTING TO MOST RECENT ABSENCE

Cause name: |Z|
If other, the reason of my absence was:

Suggestion to mitigate cause of my absence - part 1:

Suggestion to mitigate cause of my absence - part 2:

Figure 13: Data Entry Screen

The user can enter the data from the questionnaire into the “Data Entry” tabs. Once the data
entry is completed, the user can then save the data by simply pressing “Save and Exit” on “Part

4/4” tab as shown in Figure 14:

11



E Main Switchboard

Dashboard | Data Entry | Reports | Documentation

| Part 1/a | Part 2/4 | part 3/ Part4/a |

10. WORK/JOB CONDITIONS
What has been your work shift in the last month?:

How many hours are you scheduled to work per day?:

In a cycle, how many consecutive days do you generally work?:
In a cycle, how many consecutive days do you get off?:
In a cycle, how long are you away from home?:

How long it take you to get to the jobsite on a daily basis™:

What is your method of transportation to jobsite, daily?:

What is your method of transportation to work from home?:

11. GROUP PERCEPTION

How many days per month do you think you take off or miss?:

How many days do you think your co-workers take off or miss?:

How many days would you like to work in a month?:

How do you asses your absence level to your co-workers?:

How long are you away from your accomodation daily for work?:

Day Shift

7 to 10 Days

4-7 days

15 to 30 minutes

Project provided busses

20

FE]E M EEEEE]

Save and Exit

AQS
~

Click on “Save and
Exit”

Figure 14: Saving Data

After saving the data, the user will be automatically returned to the “Dashboard” tab.

12




3.1.3. Modifying Survey Data:

For modifying previously entered survey data, simply select “Questionnaire” table as shown in

Figure 15:
MSysNameMap =] Questionnire o
MSysMavPaneGroupCategaries o . . B )
Date of Filling The Questionnaire - Database D - Company name | Project name - Union name .
MSyshavPaneGroups 1feE] 1 Company 1 Project 1 LABOURERS 7
MsysHavPaneGroupTaObjects 19/05/2011 2 Company 1 Project 2 SHEET METAL WORKES”
MSysNavPaneObjectiDs 19/05/2011 3 Company 1 Project 1 BOILERMAKERS ,’
MsysObjects 19/05/2011 Wy 4 Company 1 Project 1 BOILERMAKERS”
o 22/05/2011 \ 6 Company 1 Project 1 LABOURE}S'
) 21/05/2011 M, 9 Companyl Projegt2 Lapnyacec
MSys onships 23/05/2011 \ 11 Company 1 Proje 3. Close table. (You
MsysResources 21/05/2011 \13 Company 1 Proje will be prompted to
1 Number of Children 24/05/2011 1415Qmpany1 Proje save)
= offDays 26/05/2011 15 Comnany 1 Proje
] Putnring et 24/05/2011 2. Modify data Project 1 SHEET METAL WORKERS
25/05/2011 Project 2 LABOURERS
S postion-Craft Classes 02/06/2011 Project 1 LABOURERS
1 projetD 22/06/2011 23 Company 1 Project 1 SHEET METAL WORKERS
1 Project Name 14/07/2011 24 Company 1 Project 2 CEMENT MASONS
T Questionnaire 15/07/2011 26 Company 1 Project 1 BOILERMAKERS
S Relative Absence V\ 28/06/2011 40 Company 1 Pro%ec‘tl SHEET METAL WORKERS
N 30/06/2011 45 Company 1 Project 1 SHEET METAL WORKERS
S seheculed Hour S 07/07/2011 70 Company 1 Project 1 SHEET METAL WORKERS
A switd 1. Double click on * (New)
3 Time Questionnaire” table |Record: W 1of1g b M F ‘ & | Search ‘4 ]

= Time PENT Away From Home

T ACCUTIOGeToTT

Figure 15: ModlnyXIstlng Data

Once the “Questionnaire” table is displayed, the user has full accessibility o f modi fying d ata

he/she desires to adjust. After all modifications has been performed, the user can then close the

“Questionnaire table and return to the main dashboard.

3.2. Data Analysis:

The data analysis is allocated into 2 m ain tabs namely; (1) “Dashboard” tab, and (2) “Reports”

tab. Figure 16 illustrates the functionalities provided for the user to analyze the data saved in the

tool’s database:

13




Note: it is important to click the “Update Selection” button for the changes to take effect.

The “Dashboard” tab has 2 m ain functions for the user to benefit from: first, the user has 4
standard gr aphical representations to have a higher level overview of the current absenteeism
status on t he e nterprise 1 evel ( by choosing all pr ojects) or by s pecifying a s pecific pr oject

through the “Choose Project” and “Choose Time Period” options. Four main graphical charts are

2] Main Switchboard

Dashboard |Data Entryl Reportsl Documentahon‘

Absenteeism Tracking Tool

Version 2.1
Choose Project Choose Time Period
Project2  [v|  From: 19/05/2011 Update Selection | < — _
_____
*‘ To:  15/07/2011 » =9 3. Update selection
\ N Project Name: Project 2
\ \
{ligher Level Causes of Absence Based oN Frequency Lower Level Causes of Absence based on Freguency
N
\ Poorworking w50
‘\ 2. User to select the oo | e
2% time period for analysis
4 sppointment _ 25.00%
1. User to select the %
project to be analyzed B Work/lab Canditions Leng werking haurs S0
0% 10% 0% 0% 40% S0%
Frequency of Absence (3]

Lower Level Causes of Absence Vs Average Absence Time Trade Vs Average Absence Time
ol I P
g

Cement
g [ s FinicharelMasons [ 1™
5 200 ki
s spponrers [T £
8
Long werking hours 50 Boilermakers 5.00
o H 4 & 8 0 2 “

Average Absence Time [Days)

Figure 16: Data Analysis Tabs

configured on the main dashboard as follows:

Second, the users choice of project and date range will be reflected on the graphical and

numerical reports developed by the tool as will be explained later in the manual. Figure 17

Higher Level Causes of Absence Based on Frequency.

Lower Level Causes of Absence Based on Frequency.

Lower Level Causes of Absence vs. Average Absence Time.

Trades vs. Average Absence Time.

portrays the main dashboard for the Absenteeism Tracking Tool.
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5] Main Switchboard - =

| Dashboard | Data Entrvl Reports Documentation‘

Standard Reports ‘ Customizabl® Reports | Mitigation Strategiesl Demographics | Workplace Sansfactmnl

~
1. Cause of Absence 2. Work Mfqymation 3. Living Arrangments/Immigration Status
— — ~ J— — —
Frequency of Absence E] L._'Trades ~ =] E Living Status E E]
Average Absence Time [f= (34 position Click on (4] immigration status EE
Total Absence Time [ “Reports” tab 4 Jstaying In camp/ Not in camp =
4. Personal Information 5. Family Information 6.a Work Conditions
E'Age Group EE Illl?artneringsiatus EE LT_IW“”‘ Shift E E
LZ‘GE”C‘EF EE] L:I Partner Working Qutside i -= LL!SChEdulEd Hours E E
E‘Edu:atinn E'.EJ LI‘ Children Under 18 Living with You EIE LT\IWUrk Cycle E E]
LI‘ Children Under 18 Not Living with You EE Eoff Waork Cycle E E]
6.b Travel Conditions 7. Relative Absence Impact
LT_ITWE Period Away From Home EE LﬂﬁelativeAbsence Assessment l_EJ

Enaily Time Away From Accomodation

ElnailyTranspur‘tatiun Method to Jobsite

LT_'Tramspnrtatiom Method from Home to Work

Figure 17: Report Tabs

Once the user has defined the project to be investigated along with the time period, he/she can

proceed with moving to the “Reports” tab. A second line of tabs appear when the user clicks the

“Reports” tab. The new tabs are:

Standard R eports: these reports are predefined in the tool where the user just clicks the
category of entry or specific subcategory.

Customizable Reports: this tab is responsible for producing a graphical report with top 10
causes of absence on Y-axis vs. frequency of absence, average absence time and total
absence time respectively on X-axis.

Mitigation Strategies: a 1l ¢ auses o fa bsence a nd the pr oposed mitig ation strategies
proposed by workers who filled the survey are presented in this tab.

Demographics: a s tatistical analysis is presented numerically in this tab, where the user
can a cquire further br eakdown of t he s tatistics of a bsent workers ba sed on di fferent
demographics.

Workplace S atisfaction: t his t ab pr ovides t he m ean a nd s tandard deviation of t he

responses for the questions related to workplace satisfaction.
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The following section provides an in-depth illustration of the different reporting capabilities of

the Absenteeism Tracking Tool.

3.2.1. Standard Reports:
The part named “1. Cause of Absence “, has the capability of displaying the following graphical
representations as shown in Figure 18:

a) Frequency of Absence: this option lists three main graphical representations:

- Higher level causes of absence based on frequency

- Lower level causes of absence based on frequency

- Top 10 causes of absence based on frequency

| Dashboard | Data Entryl Reports | Documentationl
Standard Reports | Customizable Reports | Mitigation Strategies I

1. Cause of Absence 2. Work Information
Frequency of Absence [Z= , |Trades
quency Eh\ b
S~ :Iposition
~
N

~
~

Average Absence Time

Total Absence Time

~
oroiect Name Profect 2 =y Click on the
raject Mame Project —
! ! := button and
Date Range: 19/05/2011To 15/07/2011 the report
Causes of Absence Vs Frequency of Absencel below will be
created
Higher Level Causes of Absence Based on Frequency
T
|
i —
- = s . on om0 amn res .
Pragancy of A asce i)
Lower Level Causes of Absence Based on Frequency
g Teeermsiee ]
i
x -
H - [
i
i
Loy wrkig B
- “ - - “ - as
Fragmancy of Abaamce (%)
Top 10 Lower Level Causes of Absence Based on Frequency
—— |
e |
]
3
Lorgwirioryg Bour
“ = e . “ " an
'''''' oy o Abaance %)

Figure 18: Causes of Absence Frequency
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b) Frequency of Absence: this option lists three main graphical representations:
- Higher level causes of absence vs. average absence time

- Lower level causes of absence vs. average absence time

- Top 10 causes of absence vs. average absence time

Figure 19 provides a sample of the output of this reporting option:

| Dashboard I Data Entry| Reports | Documentat\on|
Standard Reports | Customizable Reports | Mitigation Strategies

1. Cause of Absence 2. Work Information
Frequency of Absence 4 | Trades
Average Absence Time N 4 | Position

~

Total Absence Time SN -
~ ~
~ ~ .
S Click on the
Project Name Project 2 ~<Jd i =button and
Date Range: 19/05/2011To 15/07/2011 the report
) below will be
Causes of Absence Vs Average Absence Time created

Higher Level Causes of Absence V5 Average Absence Time

feniess —

g
H
i
=
3
i
2 3 [ 2 10 12
Frenrage Asmeoe Toma (Dal
Lower Level Causes of Absence Vs Average Absence Time
¥ Fmar wodking cordiiora
H
3
=
i
H
a
eegwarkeg B |

2 3 e s e 12

Fvwragy Akaarsa Tema (Tea)

Top 10 Lower Causes of Absence Vs Average Absence Time

e

o o Abaemce

H 3 e a 41 12

Fvwragy Akaarsa Tema (Tea)

Figure 19: Causes of Absence Vs Average Absence Time
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c) Frequency of Absence: this option lists three main graphical representations:
- Higher level causes of absence vs. total absence time

- Lower level causes of absence vs. total absence time

- Top 10 causes of absence vs. total absence time

Figure 20 provides a sample of the output of this reporting option:

‘ Dashboard I Data Entry| Reports |Documentation|
Standard Reports | Customizable Reports I Mitigation Strategies I

1. Cause of Absence 2. Work Information
Frequency of Absence 4 | Trades
Average Absence Time 4 | Position

Total Absence Time = -

==

S~aa Click on the
~ —
Project Name Project 2~ ~ < _ := button and
-
the report
Date Range: 19/05/2011Te 15/07/2011 p.
below will be
Causes of Absence Vs Total Absence created
Hlgher Level Causes of Absence Vs Total Abzence Time
k]
i
S |
2 B L) a 12 2 {3 3
Total Azaacca T —a (Dwnl
Lower Level Causes of Absence Vs Total Absence Time
" fraswarksgreaien
i
o
2
3
g werlerg
2 a2 - = 1o 2 13 e
Tots AzaacaT—aTwal
Top 10 Lower Level Causes of Absence Vs Total Absence Time
e
|
i
o
i
§
=rgwedig Fooa
H 3 L = H= 12 e .=
Total Abmace Tima {0l

Figure 20: Causes of Absence Vs Total Absence Time
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The remaining reports in this tab address different criteria of analysis in the following manner:

—

a) Select .&. which lists the main criteria and provides a g raphical r epresentation

against average absence time and total absence time.

b) Select .: —

which lists the top 10 ¢ auses of absence for just one of the criteria

description a gainst 3 f actors na mely: ( 1) Frequency of a bsence, (2) A verage

absence time, and (3) Total absence time.

For example, if the user wishes to conduct an analysis against absence time for different trades,

then the following sequence is to be undertaken as portrayed in Figure 21:

2. Work Information

L_L]Trades
mposition

BE=
|E| B Immigration 5tatus

3. Living Arrangments/Immigration Status

@ Living Status

[l]staying In Camp/ Not In Camp

Ry=
BY=
=] 5

Figure 21: Hlustrative Example for Reports

For trades, select _a which lists the different trades on one axis and the average absence time

and total absence time respectively on t he other access, then the user can choose just 1 of the

trades by choosing a specific trade from the combination box and then clicking = to identify

their top 10 c auses of absence a gainst, frequency of abs ence, average absence time, and total

absence time as displayed in Figure 22:

3 =
Da;hhumd:m!u Entry | Reports | Documentation 18 Teades Vs Absence Time = x| Dashboard | DataEntry | Repons | Documentation
Standard Reports | Gustamizable Reparts | Mitigation S Standard Reports | Gustomizable Feports | Mitigation Sirategies | Demographics | Workplace Satistaction
1. Cause of Absence 2. Work Infermation rofect Name Praject 2 1. Cause of Absence 2. Work Infarmatian e
frequency of Absence 5= ":‘rradzs Dt Rash: INOS/2011 T 154772001 Frequency of Abserce £= (4] Trades pougmakers T':“ . 2
-, Trades Vi Abwace Time — =
Average Absence Time, 2 Ly Pesition Average Absence Time = L Positicr EE3 ~ o Pt s Bt
— ; — 4 S Duts Rsnges EVRBAIN To 1672000
—— ) Tt Vi kv bt Tetal Absence Time 1= e S T o f A ek
1. Click on . Pid <
4. Persal el button Lfarmatian ; 4, Persanal , 5. Famil y B — il
i ee for trades ng status i s 3. Select a [ st jl: 4. Click on the
(i endST TS [r=T T armer working Outsice i |:| usq  specific trade  [rwerking cutsice | := button
. . . e . -
i — Bl () chicrenunder s uvgit R e | E’l/ ’ e toidentify its  |nusderssumgunnres . beside the =
] H Pt ! top 10 causes | s nottmingwitnvon trade that you
A Children Under 18 Not Living ” :
PR b1 of absence ) have selected
&.b Travel Conditions e b
[l Time Periad Away From Home e g ——— " T j:_-_ 4 .
Dally Tieme Away F IS | 4 ity Time Aveay From Accomedatian _ - U T -
" ¥ From g -
-
\ll Daily Transpeetation Methed to Jo 2.A graphlcal report Wlll dlsplayed Loy Transportation 5. For the trade ch hical it mmm——
- o et o for different trades against average (] Tanspeetation Meth - For the trade chosen, a graphical repo
| Transportation Method frem Homd .
absence time and total absence will be dlsplaye§ with the top 10 causes of
time 3 J absence against frequency, average
12 M M
i absence time and total absence time

Figure 22: Graphical reports Sample
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3.2.2. Customizable Reports:
The user can perform all individual analysis for combinations of more than one factor using the
“Customizable R eports”. In this tab, the user have the flexibility and oppor tunity of choosing
specific criteria upon which analysis of causes of absence against frequency, average absence
time, and total absence time can be performed. Figure 23 provides an overview of an example

case of choosing some criteria filters to be performed for the analysis:

5] Main Switchboard - 0=
| Dashboard | Data Entry| Reports ‘ Do:umentahon|
Standard Reports Custum/vble Reports ‘ Mitigation Strategies | Demographics | Workplace Satisfaction
1. General Infurma}im - 2. Work Information 3. Living Arrangments
Notification of Afence [* — ~—nakers  [¥| Living Status - =
2. Choose filterin
1. Select . . g E| Immigration Status _'Landed Immigrant E
« . criteria 2 T -
Customizable | [ =™ | ===
-, Staying In Camp/ Not In Camp ¥,
Reports” tab ) =T N Vine o/ Plres =]
5. Family Infurgaynﬂ 4 \,
aac il = Partngrirg Satus , ‘s *lith Partner
- .
e
Gender  Male ﬁ' Partner Working Oytside * [=]
4
7
Education |* E Children Under 18 Living with You * E
4
I I :
Chilgeen Under 18 Not Living with You E'
4
d
7
6.a Work Conditions “ 6.b Travel Conditions 7. Relative Absence Impact
Work Shift Both ﬂ Time Period Away From Home - [x]  Retative Absence |* E
Assessment
Scheduled Hours|* ] imeperioa Away Fram Accomadation = [=]
Waork Cycle N [=] Daily Transportation Method ta Jobsite [=]
Off Wark Cycle - El Transportation Method from Home to Work * E
-
3. Create report e
=
Preview
Customized Report

Figure 23: Customizable Reports

A hypothetical case was developed for the figure above, where it was assumed that the user is
recalling the causes of absence for boilermakers who are landed immigrants, have a partner, and

males. According to these filtering criteria, Figure 24 displays the report to be created based on

the criteria selected above:
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Project Mame Project2
Date Range: 19/05/2011 To 15/07/2011
Customizable Report

Top 10 Causes of Absence Based on Frequency
]
£
g
T -TE working Bou
|
k.
0% LS 1 1mg I m o
ey oA Do )
Top 10 Causes of Absence Vs Average Absence Time
i
£
3
T orm wednmg Feora
;
-] 1 2 3 el 3 a
Avnrmge &l@acce Toma (0wal

Top 10 Causes of Absence Vs Total Absence Time

Lerg workeg Boura

Cau ol Absnos

o
a
in

Total Braamce Ti—a (Dwm)

Figure 24: Customizable Reports Graphical Output

In this reporting tab, the user has the ability to design the report based on specific demographic
requirements.

3.2.3. Mitigation Strategies

The tab named “Mitigation Strategies” introduces an essential functionality to the Absenteeism
Tracking Tool, where it lists the causes of absence previously specified from participants who

completed t he s urvey a nd t heir pr oposed mitigation strategies to overcome t hese causes of
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absence as shown in Figure 25. Additionally, the “Mitigation Strategies” tab is also updated
based ont he pr oject s election a nd t ime pe riod pr ovided e arlier b y t he us er t hrough t he

“Dashboard” tab.

5] Main Switchboard - 0=

Dashboard | Data Entry | Reports | Documentation

| Standard Repor‘:sl Customizable Reports| Mitigation Strategies | Demographics | Workplace Satisfaction
Category ~l | Cause Code - Cause Name = Proposed Mitigation =

Work/Job Conditions 03 Poor working conditions

Work/Job Conditions 05 Long working hours

Personal Issues 28 Personal appointment Improve Relationship Between Workers

Figure 25: Mitigation Strategies

22



3.2.4. Demographics
When c licking the “ Demographics” tab, an additional line of tabs will appear for the user to

choose between. Figures 26 and 27 displays the different tabs under “Demographics”

E=] Main Switchboard

| Dashboard I Data Entrv‘ Reports |Documentat\on‘

Standard Worker Information | work/lob Condihonl

| Standard Repnrtsl Customizable Repurtsl Mitigation Strategies | Demographics |Wnrkp\ace Satisfactmn‘

Supervisor Approval
Yes
No

Do Not Know

2.Work Information

Trade
Bricklayers
Boilermakers
Cement Finishers/Masons
Plasters/Fireproofers
Carpenters
Carpenters/Scaffolders
Electricians
Glaziers
Insulators/Heat Frost
Ironworkers
Ironworkers/Reinforcing
Labourers
Millwrights
Operating Engineers
Operating Eng./Surveyors
Painters_Decorators
Pipefitters
Roofers
Sheet Metal Workers
Teamsters
Tiles-etters
Welders
Other

1.General Information percentage
%

50.00%
50.00%

Percentage
%

25.00%
2500%

25.00%

26.00%

Position
Apprentice 1st
Apprentice 2nd
Apprentice 3rd
Apprentice 4th
Journeyman
Foreman
General Foreman
Other

Average Years of Work
Experience

3.Living Arrangements

Living Status

Local

Living Out Allowance (LOA)
Travel Card

TAAP
Immigration Status
Canadian Citizen

Landed Immigrant
Temporary Foreign Worker
Staying On Camp

Yes

No

4.Personal Information percentage
%

Age Group
Under 20
25.00% 20-30 50.00%
31-40
25.00% 41-50
25.00% 51-60 25.00%
25.00% Over 60 25 00%
Gender
Male 50.00%
Female 50.00%
12.50 Education
Less Than High School
High School 100.00%
Percentage College
% University
50.00% | 5. Family Information  percentage
Partnering Status
25.00% single 50.00%
25.00% With Partner
Divorced 50.00%
25.00% Partner Work Outside
75.00% Yes 50.00%
No 25.00%
Not Applicable 25.00%
75.00%
25.00%

Figure 26: Standard Worker Information

5] Main Switchboard
| Dashboard | Data Entryl Reports |Documentation|
| Standard Reports | Customizable Repor‘tsl Mitigation Strategies = Demographics |W0rkp\ace Satlsfact\on‘
| standard worker Information [ Work/iob Condtion |
6.Work/Job Conditions percentage percentage  7.Relative Absence Percentage
Working Shift % Time to Get to Jobsite * Workers Days Off *
Day shift 50.00% 15-30 Minutes 25.00% Less Than Co-Workers 25.00%
Might Shift 2500% 31-45 Minutes 25.00% Same as Co-Workers 50.00%
Both 25.00% 46-60 Minutes 25.00% More Than Co-Workers 25.00%
Scheduled Hours 1 Hour to 1 Hour 30 Minutes | 25 00%
8 Hours More than 90 Minutes Average Days Off Per Month 3.0
10 Hours 75 00% Time Away From Accomodation
12 Hours 25.00% Less Than 10 Hours
Work Cyele 10-12 Hours 75.00%
4-6 Days 50.00% 12-14 Hours 25.00%
7-10 Days 50.00% 14-16 Hours
11-20 Days >16 Hours
Other Transportation to Jobsite
Off Work Cyele Project Provided Buses
1-3 Days Own Vehide 100.00%
4-7 Days 100.00% Carpool with others
8-10 Days Dropped off
Other Public Transportation
Time Away From Home Transportation From Home
Not at All 25.00% Project Provided Buses 25 00%
<7 Days 50 00% Own Vehicle 50.00%
7-10 Days 25 00% Carpool with others
11-20 Days Dropped off 25.00%
Other Public Transportation
Fly In, Fly Out

Figure 27: Work/Job Conditions
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The first tab in “Demographics” provide the us er with s tandard i nformation a bout t he a bsent
worker such as age, gender, education, trade, approval status for absence immigration, and living
status. While the second tab lists work/job conditions for the worker who had an absence such as
working shift, transportation method, working cycle, and time away from home.

For example the figure above displays 75% of the workers who were absent are living on camp

versus 25% of the absence is attributed to workers not living on camp.

3.2.5. Workplace Satisfaction

The last tab for the “Reports” category is the “Workplace Satisfaction” tab, where it provides the
user with the mean rating received for a specific question and the standard de viation for how

much this number could vary. Figure 28 portrays the User Interface for the “Work Satisfaction”

tab.
2] Main Switchboard = =
Dashboard | Data Entry | Reports | Documentation
| Standard Reports | Customizable Reports | Mitigation Strategies | Demographics| Workplace Satisfaction
Description Mean  Std Deviation
A-The work | do is very satisfying 6.0 m =
Scale Number - Scale Description -
B-1 am satisfied with my wage/salary/benefits 53 15 1 Sty Iy Di °
C-1 am satisfied with my co-workers 58 156 2 D.rong Yy Lisagree
D-1 am satisfied with my wage/salary/benefits 6.0 14 3 Sll'si%lre;
E-1 am satisfied with the oppurtunties here for career 6.8 04 ightly Lisagree
advancement/development 4 N[_] Opinion
F-1 am satisfied that the company has done all it can to 6.8 0.5 5 Slightly Agree
provide a safe worksite. 6 Agree
G-l am satisfied with the offered incentive (e.g. fuel 65 06 7 Strongly Agree
incentive, bus incentive, etc.) *
H- Overall, my job is very satisfying. 6.0 1.0
I-Current policies encourage attaendance on jobsite 58 1.0
J-Attendance policies are applied fairly anc consistently’ 6.0 0.8
K-Supervisors show flexibility in managing attendance 6.0 0.8
L-Supervisors are clear about attendance expectations 58 1.0
M-Supervisors pay attention to absence and recognize 6.0 0.8
attendance
N-Employer has a great deal of persenal meaning for me; 6.0 0.8
O-If | have my own way, | will be working for this 58 1.0
contractor
P-I feel like part of the family with this contractor 6.0 14
Q-1 have a strong sense of belonging with this 6.0 14
contractor
R-l rarely think of quitting my job 5.0 14
5-1 consider the impact of my unscheduled absence on 48 15
co-workers
T-I consider the impact of my unscheduled absence on 4.8 1.5
my employer
U-My co-workers discourage others from being absent 5.0 14
V-My co-workers agree on how much absence is 6.7 0.6
acceptable
W-My co-workers do not care if others are absent from 6.5 0.6
work

Figure 28: Workplace Satisfaction
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For example, que stion U provides amean of 5w hichis “Slightly Agree” for t he que stion

imposed, however the standard deviation is of value 1.4.

3.3. Documentation:

The documentation tab includes three important documents for the user which are:
- License Agreement.
- Workplace Satisfaction Survey.

- User Manual.

At anytime during using the Absenteeism Tracking Tool, the user can switch to any of the above

mentioned documents through the “Documentation” as shown in Figure 29:

% Main Switchboard — = X

| Dashboard | Data Entry | Reports| Documentation |

Absenteeism Tracking Tool
Version 2.1

License Agreement

Workplace Satisfaction Survey

Figure 29: Documentation
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4. DEFINITIONS

This section portrays the different de finitions required to develop the reports to be used in the

tracking tool.

a.

Frequency: Frequency is de fined as the number of responses for a specific parameter
divided by the total number of responses. For example, if the trades are being analyzed
for di fferent c auses of absence, then for trade X, the frequency will be the number of
responses fort rade X dividedb yt het otal number of r esponses fora 11t rades.
Accordingly, frequency shall always add to 1.

Total Absence Time: The total absence time is the cumulative absence time in days for a
certain predefined category

Average Absence Time: The average absence time in days is calculated by dividing the
total absence time by the number of responses. For example, for a trade X, the average
absence time is the sum of absence time for trade X divided by the number of responses.
Number of responses: The number of responses is the s ummation of t he r esponses
received with the same characteristics or properties defined by the user.

Mean: The mean is th e mathematical av erage of as et of num bers. The ave rageis
calculated by adding up t wo or more values and di viding the total by the num ber of
values.

Standard deviation: A measure of the dispersion of a set of data from its mean. The

more spread apart the data, the higher the standard deviation.
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