






























































































































































































Labor Absenteeism in APE July 2005 

-$- APE should consider the following points during promotion program. 

The criteria and methods of promotion must be fair and usually comprise a 

combination of ability, relevant experience. 

Managers must base the selection for promotion on appraisals. 

The wage or salary offered to the promoted employee must be what the job 

deserves rather than what the management thinks he/she will accept. 

Unsuccessful candidates must be sympathetically treated. 

There must be no discrimination. 

-$ The enterprise should take other measures such as training and workshop in 

order to take corrective action rather than demotion. 

-$ The reason why employees' become absent from their regular job should be 

studied thoroughly and decisions have to be made 'to curb down the trend. The 

enterprise should give due attention particularly to production department to 

tackle the problem of labor absenteeism. 

..J 

-$ The administrative staff should have human relations skills and the manner in 

which orders and instructions that can affect workers morale should also be 

taken care off. Furthermore, they should narrow the gap between their position 

and that of the workers. 

Once principals decided on who is to be delegated, they should not continue on 

inspecting delegates on the reasoning that they will not do the task in a way 

delegates want. Instead, they ought to be opening minded to accept the outcome 

of the job, done in different ways, provided that the required qualities and 

objectives are attained. Hence, it will be helpful if authority delegated were 

commensurate to responsibility assigned. 

-$- In order to maintain a favorable working environment, it seems useful, and is 

commendable, if principals highly encourage worker-initiated and horizontal 

communication, without Ignonng the effectiveness of downward 

communication of course. 
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~ Upward communication enables the workers to communicate their feelings, 

ideas and opinions with the administration. This can further be effected if 

principals are willing to encourage the workers to communicate using 

grievance procedures, participative techniques, open-door-policy, and so on, 

which may reduce employee absenteeism by increasing workers 

participation. 

~ Lateral communication can be promoted if employees belonging to different 

departments, committees and clubs are encouraged to come together to 

resolve conflicts, solve problems and to share information. 

~ Although the importance of downward communication is always emphasized 

to communicate the rationale of the job, too much of it, however, will 

amount to inhabit the efficiency of upward and lateral communication. 

Hence, it has to be utilized if and when management wants to. 

+- The existing practices of rewarding system have discouraged workers. Thus, it 

should be revised and every one who meets the criteria must be rewarded . 

-$- An attempt should be made by the enterprise administrative personnel not only 

to solve the enterprise' s problems but also workers personal problems too. 

These in other way encourage workers to boost their morale and good 

interpersonal relationship between the workers will flourish thereby reduce 

dissatisfaction. 
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Annex:-I 

General instruction 

ADDIS ABABA UNIVERSITY 
FACULTY OF BUSINESS AND ECONOMICS 

MBA PROGRAM 

This questionnaire is to be filled by both management and non-management staff or employees. 

Objective of the questionnaire 

This questionnaire is designed to gather data on labor absenteeism in Artistic Printing 

Enterprise (APE) . The purpose of this study is purely academic and in no way affect you 

personally or organizationally. Therefore, your genuine, frank and timely responses are quite 

vital to determine the success of the study. Hence, I kindly request your contribution in 

filling the questionnaire honestly and responsibly. 

How to fill the questionnaire 

1. No need of writing your name on the questionnaire 

2. The questionnaire consists of two types of questions. Close-ended or multiple choice and 

Open-ended questions. 

2.1 Close-ended questions 

• Two or more options are provided. Choose what you think IS the appropriate 

response among the given options. 

• Indicate your response by putting an "X" mark in the space provided. 

• You may find options to some questions the term "other (specify)", if your responses 

are entirely or partially different from the options provided, please write your 

responses in the space provided after the term "other (specify)". 

2.2 Open-ended questions 

• There are questions that you are required to respond by writing any opinion you feel 

on the space provided. 

• Read each of these questions carefully and then write what you believe is appropriate 

response in the space provided at the end of the questions. 

I hope that you will provide appropriate responses to the questions included III the 

questionnaire in accordance with guidelines mentioned above. 

Thank you in advance for your cooperation!! 
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Section I: Background Information about Respondents 

Indicate your response by putting eX) mark on the space provided. 

1. Your current Position: Management Staff D 
Employee D 

2. Your previous Position: Management Staff D 
Employee D 

3. Your age falls in? 

D 20-30 years of age 

31-40 years of age D 
41-60 years of age D 

4. Sex Male D 
Female D 

5. Education qualification Below grade 9 D 
Grade 9-12 D 
Certificate 

D 
Diploma D 
1st Degree D 

2nd degree & above 
D 

6. Your total years of service in the enterprise 

D 
0-5 years 

D 
6-10 years 

D 
11-20 years 

D Beyond 21 years 
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Section II Main Research Questions 

Part One: - Questions Forwarded to both Management Staff and Employees 

Below you will find a number of statements representing opinions regarding several aspects 

of management's practices. Please kindly tick your own position on the scale indicating your 

agreement or disagreement on the statements. 

Statements 

1. Workers desire toward their job absence; Select any two in order of priority: -

A) Willing to avoid voluntary or culpable absence 

B) Be absent and willing to accept disciplinary action other than 

discharge 

C) Be absent and produce fake evidence for justification 

D) Be absent and wait for discharge of the disciplinary action owing 

to alternatives 

2. Workers perception of the existing leadership style in their enterprise; Select any three in 

order of priority: -

A) The administration staffs consider themselves superior 

B) They strictly control and closely supervise 

C) They give freedom of work and create conducive the working 

environment 

D) They are laissez-faire 

E) They are friendly 

3. Delegation of authority and participation of staff in decision-making process; 

A) Do principals delegate authority? Questions forwarded to 

principals of the enterprise: -

a. Yes 

b. No , 

c. N<;> Response 
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D 
D 
D 
D 

D 
D 
D 
D 
D 

D 
D 
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B) If "yes", what is the extent of the principals' control over it? 

a. High 

b. Average 

c. Low 

d. No response 

4. Delegation of authority and participation of staff in decision-making process: -

A) Do principals delegate authority? Questions forwarded to 

employees of the enterprise 

a. Yes 

b. No 

c. No Response 

B) If"yes", what is the extent of the principals' control over it? 

a. High 

b. Average 

c. Low 

d. No response 

5. Communication of Principals with Workers 

A) Principals direct the workers by telling them what, when, why and 

how to do 

a. High 

b. Average 

c. Low 

B) Frequency of accepting questions, suggestions and comments by 

principals from the workers 

a. Always 

b. Sometimes 

c. Not at all 
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D 
D 
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D 
D 
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D 
D 
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C) Extent of encouragement gIven by principals regarding 

communication between and among departments, committees and 

clubs. 

a. High 

b. Average 

c. Low 

d. Never 

D) Principals' application of grapevmes to workers' need and 

problems 

a. High 

b. Average 

c. Low 

d. No effort 

6. System of rewarding: -

A) All workers who contribute more are rewarded 

B) Although many were registered for more contribution, few were 

rewarded 

C) No response 

7. Attitudes of employees with regard to salary: -

A) The impact of current salary increment and/or other fringe 

benefits on performance and productivity; 

a. High 

b. Average 

c. Low 

B) The salary you have got m relation to employees mother 

organizations with similar qualification and experience 

a. High 

b. Average 

c. Low 
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8. Attitudes of employees towards job design of the enterprise: -

a. Good 

b. Poor 

9. Do the enterprise take measure to reduce labor absenteeism? 

a. Yes 

b. No 

c. Do not know 

10. Situation of organizational culture 

a) Excellent 
b) Very good 
c) Good 
d) Poor 

Part Two: - Forwarded to Management Staff 

.:. The Procurement Function 

1) Do you think your procurement procedure in the determination of 

manpower requirements such as recruitment, selection, placement, 

induction, follow-up, transfers, layoff, discharge and separation are 

strictly followed? 

6 

'(es---------------------------------------------------------------------------------------­

~o----------------------------------------------------------------------------------------­

So m et i m e s------------------------------------------------------------------------------

If your response for question #1 above is "~O" or "Sometimes" what is 

you r just ifi cati on? ---------------------------------------------------------------------
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D 
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D 
D 
D 
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D 
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.:. The Maintenance Function 

2) What is the working condition of your enterprise? (Good, favorable, not bad, 

excellent, etc.) 

3) What is the working culture or tradition in your enterprise? (During local 

holidays, customer handling, group behavior, associations). 

4) How is the level of health and safety measures in your enterprise (well 

insured, partially insured, clean and safe environment, etc.)? 

5) In what ways does labor absenteeism affect your enterprise? 

a. Excessive overhead 

b. Delayed production time 

c. Disruption of flow of work 

d. General dissatisfaction 

e . Other (specify) 

• :. The Integration Function 

6) How do you manage your employees? (Traditional style, modern style, etc.) 

7) Do you make your employee participate in decision- making process 

)Tes-----------------------------------------------------------------------------------­

~o------------------------------------------------------------------------------------­

Some times---------------------------------------------------------------------------

7 
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8) If your response to question # 14 is "No" what is your justification? 

9) Are systems and methods fully understood and thought to be fair to all 

employees of the enterprise? 

}Tes----------------------------------------------------------------------------­

No------------------------------------------------------------------------------------

If your response to question #9 above is "No", what is your justification? -----

10) Do workers feel they are "kept in the picture" about the new orders, product 

innovation, new equipment, management change, participation in decision 

making, etc.? Is there an effective communication system or does everyone 

relay on the "grapevine"? 

11) Is there a proper disciplinary procedure, known to everyone of the enterprise? 

Are managers and supervisors given adequate training in its use and do senior 

managers support them in applying it? 

.:. The Compensating Function 

12) Is there an incentive system established so far to encourage your 

performance? 

If yes please specify ----------------------------------------------------------------

If no please specify -----------------------------------------------------------------

Is there fair and objective based evaluation system in the enterprise? 

){es-----------------------------------------------------­

No------------------------------------------------------
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.:. The Development Function 

13) Is there a planned program of training or training policy for employees so that 

their efficiency can rise? 

14) Are managers and supervisors adequately trained? Are they competent to 

deal with the human aspects, as well as the technical requirements of their 

job? 

15) Does the labor absenteeism problem extends throughout the whole 

production department such as pre-pressing section, printing section or 

binding section or does it confined to one or two section(s) of the 

department? 

16) Does the labor absenteeism in the production department goes with the 

difficulties of mastering the job either due to lack of skill the utilization of 

equipment or due to hazardous working conditions? Is there technical 

C training inside (on the job training) as well as outside the enterprise. External 

training like productivity Improvement Center 

--------------- --------------------------------------------------------------------------
~ 
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Part Three: - Forwarded to employees 

I) Organizational factors 

1. Do you think that your supervisor 

a) Considers individual behavioral difference? 

b) Considers you to be slave to organizational rules and regulations? 

c) Is work oriented or people oriented? 

d) Other specify 

10 

2. In your opinion what do you think is the real causes for labor absenteeism in your 

enterprise? Is it Organizational causes such as Dissatisfaction with the job and/or 

with the supervisor or absence of attendance incentives or Personal such as 

Health situation, Family situation or problem of transportation? 

3. Are you paid enough for the work you perform? If "yes" in what ways and if 

"No" state your reasons 

):es---------------------------------------------------------------------------------------------

No----------------------------------------------------------------------------------------------

4. Do you feel overworked? What are the statuses of equipment you are working 

with currently? Are you comfortable with the tools and equipment you are 

operating? 

):es---------------------------------------------------------------------------------------------

No----------------------------------------------------------------------------------------------

5. How do you feel about your enterprise or are you proud of your enterprise? 

l:es---------------------------------------------------------------------------------------------

10 
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~o---------------------------------------------------------------------------------------------

6. Do you think your enterprise offers appropriate opportunities for advancement? 

)Tes---------------------------------------------------------------------------------------------

~o----------------------------------------------------------------------------------------------

II) Personal factors 

1. What type of absence mostly encountered you? Permission, which include sick 

leave, annual leave, special permission, which includes labor union meeting and 

permission for funerals? 

SpecifY-----------------------------------------------------------------------------------------

2. What personal factors affect you most of the time for the absences you confront 

among the following: Mention any three in order of their priority. 

a) Health problem? ------------------------------------------------------------------------

b) Family problem? ------------------------------------------------------------------------

c) Transportation problem? --------------------------------------------------------------- . 

d) Other specifY -----------------------------------------------------------------------------

3. As per both personal and organizational factors that affect labor absenteeism, 

what do you recommend to minimize the rate of absenteeism and thereby 

improve productivity? 

11 
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Annex:- II 
Organizational Structure of the APE 

Quality control section 

Production dep. 

Printing 
Sec. 

Commercial dep. 

Board of directors 

General manager 

Planning 
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Technique dep. 

Audit & Insp. 

Administration dep. Finance dep. 
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