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Attendance
Summary

By the end of this module you will be able to:

 Explain why good attendance at work is critical to you and your employer

 Explain what you can do to ensure good attendance

 Know how to plan for your next shift

Key Facts
 Maintaining good attendance is crucial to help you to perform

well as an employee, it also allows you to be in good standing
with your employer.

 Being present and on time helps you to strengthen your
credibility at work and reflects well in your employment history.

 If you are absent or tardy consistently it will affect your current employment and restrict 
future job opportunities.

 Good attendance helps you and everyone else 
around you. Poor attendance creates extra work for 
your co-workers and puts a burden on your 
employer. 

 Preparation is everything.  Ensure you have a 
backup plan for getting to work and other needs 
such as child care.

 Make sure you have what
you need for work, this can be anything, e.g. your personal
protective equipment, keys, lunch or phone. 

 Prepare for your shift the day before.  Give yourself enough time to
get ready and leave to get to work on time. Ideally, arrive early so
you are ready to work when your shift begins, i.e. don’t arrive when
your shift begins.
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1. Why should you maintain an excellent attendance record?

2. How does your attendance affect your co-workers?

3. Describe three ways you can prepare for your next shift at
work.

4. Why is it a good idea to arrive early for your work?
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