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Questions and Answers for Employees
Why did I receive the Employee Attendance Support Program (EASP) ‘enterprise attendance threshold notification’ email?
The EASP ‘enterprise attendance threshold notification’ email is notifying you that you are nearing or have exceeded the enterprise attendance threshold. Your manager should be reviewing your absences and converting WIN credits into days to determine if the threshold has in fact been exceeded. Your manager will notify you of inclusion in the EASP if the threshold has been exceeded. If you believe you received this email in error, talk to your manager. They will help you review your absences. 
Why does the email say that I am nearing or have exceeded the enterprise attendance threshold?
It says that you are “nearing or exceeded” the enterprise attendance threshold because there are differences in the ways that WIN and EASP track absences - WIN absences are tracked in credits, while the EASP tracks in days. As outlined above, managers need to convert the WIN credits into days to confirm whether the threshold has been exceeded. In calculating a day for the purposes of attendance, a day is either an employee’s base hours, such as 7.25, or an employee’s scheduled shift duration. For employees who work a regular work day of 7.25 hours, sick leave credits in WIN are equal to sick days counted towards the threshold. A conversion is required for employee’s who have:
· Longer-than-average scheduled shifts (e.g. compressed work week)
· Half-day off sick
· Fraction of a day off sick
Now that I have received the EASP ‘enterprise attendance threshold notification’ email, what happens next?
Your manager will firstly convert your sick credits into days to determine if you have in fact exceeded the enterprise attendance threshold and are included in the EASP. 
A. If you have exceeded the threshold, your manager will:
· Notify you of inclusion in the EASP
· Offer support to help you achieve regular attendance 
· Consider circumstances on a case-by-case basis when determining a course of action 
B. If you have not exceeded the threshold, your manager will continue to review your absences through WIN and notify you if, and when you have exceeded the threshold.
I received the EASP ‘enterprise attendance threshold notification’ email, but I already have an attendance plan in place. What happens next?
If you currently have an attendance plan in place, disregard the EASP ‘enterprise attendance threshold notification’ email.
I did not receive the EASP ‘enterprise attendance threshold notification’ email but believe I should have. What should I do?
There are a few reasons you may not have received the email:
· It is possible that your email is listed incorrectly or not in WIN. You are encouraged to contact the OSS Contact Centre to have your email address updated in WIN. 
· If you are an on-call employee who does not track their attendance through WIN, you will not receive the EASP ‘enterprise attendance threshold notification’ email.
· If you are an employee who works shorter shift lengths (e.g. four-hour shifts), you will not receive the EASP ‘enterprise attendance threshold notification’ email until your attendance credits in WIN have surpassed the enterprise attendance threshold. This means it is possible you will not receive the ‘enterprise attendance threshold notification’ email until after you are included in the EASP.
· The EASP ‘enterprise attendance threshold notification’ email is only sent once per year, therefore if you have exceeded the enterprise attendance threshold but did not receive the email (e.g. due to your email being incorrect in WIN), you will not receive the email again for this calendar year.
I received the EASP ‘enterprise attendance threshold notification’ email. What should I do if I have further questions?
If you have questions, speak with your manager.
Where can I find additional resources?
There is more information available on the EASP webpage. 
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