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1. Introduction to Leave 
Management
The changing landscape has ensured that almost every industry is looking to 

Re-architect Work. The basic tenets of the workplace, while still sacrosanct, are 

difficult to hold on to in the predominantly virtual world. Organizations are 

trying to redefine the way they function from the way employees communicate, 

to the strategic planning process for the next year. Managing leaves seems far 

down the list of this ‘changes an organization must get on to’ list. But if one 

considers the impact an effective leave management system has on the morale 

of employees, it will be quickly moved to the top of the pile.


On the face of it, leave management sounds quite simple: Employees request 

for time off, and their manager or supervisor approves or rejects this request. 

But this decision can be based on a number of factors, like

Apart from the operational aspect, leave policies are also crafted with the local 

regulations around employee time-offs in mind. Therefore, they can be termed 

as a set of guidelines, rules and compliances that encompass the process of 

managing, tracking and reporting the time taken off work. Managing the leave 

schedule of an organization, no matter how big or small, is a tedious process: 

Using spreadsheets to maintain leave data is a fairly common practice. But 

even for small teams, it becomes tedious to maintain these sheets over a period 

of time.
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1. Introduction to Leave Management

The case against spreadsheets
Spreadsheets cannot force even the most common validations, thereby 

opening up opportunities for individuals to turn the process into a mess. They 

cannot surface detailed information about employee availability at a moment’s 

notice. Plus, there are no ways for identifying of other team members too have 

requested for a leave on the very same dates. This can be a huge dampener for 

the entire team. Such problems can be prevented if the HR teams or managers 

efficiently manage employee leaves across the organization. Using specialized 

leave management tools is the only way to end this spreadsheet-induced 

nightmare.

The payroll conundrum
Using spreadsheets to maintain leave data might also have a side effect on the 

payroll: Overpaying or underpaying employees by mistake. If employees take 

leaves beyond their allowed limit, the payroll department needs to consider 

them as unpaid and update that month’s salary accordingly. Not having proper 

records can result in such employees getting paid more, and the organization 

has to initiate the embarrassing process of reclaiming this extra salary or cut it 

from the next paycheck. On the other hand, if employees get paid less – they 

might end up being disgruntled and decide to move on. The ramifications of not 

properly maintaining leave and other employee records are high, and 

organizations need the help of specialized software solutions to overcome this 

problem.
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1. Introduction to Leave Management

Leave management and employee 
engagement
An efficient leave management process can also predict the levels of employee 

engagement in the workplace. The patterns of leaves reveal a lot about the way 

communication happens in an organization. Here are a few patterns that are 

commonly observed:

The first two types have their priorities set and maintain a healthy work life 

balance. It also has an impact on their engagement levels in the workplace. 

Such individuals are generally happy and satisfied in their work which makes 

them valuable assets to the organization.


Employees in the third category often compromise their health in favor of job 

responsibilities. Initially they may appear highly engaged in their work, but over 

time they find it difficult to maintain this enthusiasm. Being overworked can 

lead to increase in stress levels and then eventually burnout. They should be 

advised to take breaks from time to time so that they are rejuvenated. It will 

also help them get better at their job.


The last category is quite tricky and should be analyzed carefully. When 

employees take leaves on a frequent basis, their productivity can be hampered. 

It can also affect their team's productivity where in other members have to 

manage their pending tasks. Such employees can be harmful to the company. It 

is prudent to understand the reasoning behind their frequent absences before 

making drastic changes. 

1. Employees take a day off at the end or start of the week, thus getting 
long weekends.

2. Employees who take normal leaves from time to time

3. Employees who do not take leaves at all

4. Employees who take excessive number of short breaks frequently, often



2. The need for a leave 
management process
The art of Re-Architect work lies in identifying the right times for work, plat, and 

rest – and helping employees make the most of it. To do so, it is necessary to 

understand the availability of resources in the organization. With a proper view, 

managers can ensure that work continues uninterrupted and efficiently. That’s 

why leave management process directly correlates to productivity of an 

organisation. Some of the reasons as to why a streamlined leave management 

process is imperative, are discussed below.

Legal compliance
Every country and state has its own set of compliance and norms that 

organizations operating in that area need to follow. These rules are followed 

while designing the leave policy (or leave policies, in case of organizations with 

offices in multiple geographies and multiple rules). Failing to do this can invite 

huge penalties and legal notices, while effecting the reputation of the 

organization in the market.

Work/Life balance
Helping employees maintain a healthy work life balance is a priority of 

organizations. To enable this, organization must persuade their employees to 

take leaves at regular intervals. A large number of companies have actively 

increased their efforts to ensure engagement levels are high in the workplace, 

to reduce the chances of overworking and burnout. Also, the productivity and 

performance levels of employees who don’t take leaves might be high at the 

start but comes down drastically as time passes by. Moreover, an Harvard 

Business Review survey shows that employees who take at least 11 vacation 

days a year, have a 30% better chance of receiving a raise or a promotion. 
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2. The need for a leave management process

Organisations can send the right message that leave entitlements are there for 

the employees to avail. By efficiently tracking the pattern of leaves, the 

management can spot individuals and suggest the overworked ones to take a 

leave as and when necessary.
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Taking a Vacation Pays Off
If you take at least 11 of your vacation days, you’re more likely to receive a raise or bonus.

Source Project: Time Off, 2016
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2. The need for a leave management process

Maintain productivity
Employees may need to take leaves occasionally for various reasons, but their 

absence should not affect the productivity of their team. The company's leave 

records can help managers identify how many individuals will be available 

during a certain period. Thus, they can accordingly plan their project timelines, 

dependencies and distribute work among the available personnel.


Based on the time-off records, HR and Finance teams make decisions related to 

payrolls & benefits. These decisions should be backed by hard data, so that 

employees get their salaries without any major cuts.



3. Leave management a best 
practices
For smaller companies with a limited number of employees, leave policies can 

be fairly straight forward. However, they get pretty complex pretty fast for 

larger organizations, and even more so when the organization is spread out 

over multiple regions. Each region may have a different set of rules and 

regulations for leave policies that need to be conformed to. Some departments 

or some teams can have different work weeks, shift timings and holidays, 

depending on the nature of their jobs. 


For example, IT industries in India follow the holiday schedule of the country 

that they are providing services to. If a team has a client in the US, then that 

team ideally follows the US holiday schedule. Another team could be serving a 

client in the UK, in which case they would follow the UK holiday schedule.


In such cases, leave policies for each team can vary. That’s why a clearly 

documented policy is beyond necessity. It helps avoid any kind of confusion at 

the time of implementation. Here are some best practices that have worked 

well.

Clearly communicating policies
The HR department needs to convey all the policies related to leaves, to the 

respective teams in a timely manner. These details can be provided in the 

employee handbook, which they can access any time (apart from the copy 

they get when they join). This way, everyone is aware of the holidays that apply 

to them and what are their entitlements along with different guidelines.
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3. Leave management best practices

Answering queries
The quest to make leave policies as comprehensive as possible, can end up 

making them so complex that employees find it difficult to interpret. They may 

not be sure which rules are applicable to them and which aren’t. They might 

refrain from taking leaves to avoid asking questions that may appear silly, or 

they might follow a calendar that belongs to another team.


This can affect both the employee and the company. So, making sure that HR 

teams are easily approachable is important. Employees can ask their queries 

without hesitation, plan out their schedules and also be prepared for any 

emergencies that may arise. A proper leave management system provides a 

clear picture to the organisation and the employee.

Removing bureaucracy 
Making sure that all the processes used by the organization are transparent, 

fosters an environment of trust in which no bureaucracy thrives.  When the 

reasoning behind each decision can easily be studied by employees, they can 

see their contribution making a difference to the organization’s output. Having a 

set of interaction sessions during a town hall can help employees to contribute 

to the organization’s growth.

Self-service portals
Traditionally, employees sent out leave requests via emails to their reporting 

managers or the HR department or personally inform the relevant authority 

about the leave. It would then be required for that person to check the 

employee’s leave balance and then decide whether to approve or reject this 

leave application – wasting precious hours of a manager. 
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3. Leave management best practices

Evaluate processes regularly
Organisations sometimes rely on new systems and processes to get things 

done in an efficient manner, without actually putting in the suggested effort. 

This can lead to many problems in the future. In order to void such a pitfall, HR 

teams should evaluate the process from time to time and make sure there are 

no problems in it. If there is a poor understanding of the process, the personnel 

may not be able to use it to its full potential. This would actually defeat the 

purpose of Re-architecting work.

Having self-service portals helps employees to quickly view their leave balance 

and request leaves, in just a few clicks. Their approvers can simply get a 

notification about this request, view the same leave balance and approve or 

reject accordingly. The entire process can be completed within a minute or two. 

Today, one of the best ways to streamline the process of leave management is 

by completely automating it. A lot of manual errors can be avoided, plus the 

time required to manage the process can also be drastically reduced. Many 

software solutions to this problem are available in the market, and companies 

can choose any one based on their requirements. While choosing the software, 

checking if the chosen software can be integrated with existing set of systems 

will help.
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No better place than JIRA to find context

No separate system, rapid adoption

Connect execution with strategy

About UpRaise
UpRaise is the only context aware, full stack app that seamlessly integrates with 

daily workflows of software development teams. Its “Re-architect Work” 

principle guides teams towards excellence through improved overall efficiency 

of people operations, better alignment to organisation’s larger goals, increased 

engagement and improved transparency. 


UpRaise helps organisations achieve operational and intellectual excellence 

with Employee Success, a JIRA-based comprehensive Employee Performance 

Management platform. Natively developed for JIRA as a plugin, Employee 

Success includes enterprise grade features such as Objectives Management, 

Continuous Feedback & Performance Reviews. Other UpRaise solutions like 

Employee Garrison and Upraise People, simplify employee management. They 

enable management of employee records, leaves, OKRs, feedback & reviews, 

and more – within Jira.


