SOUTHERN WESTCHESTER BOCES

ATTENDANCE MONITORING

Employee attendance is an on-going concern in most workplaces – and SW BOCES is no exception. SW BOCES expects employees to be at work on a regular basis.  A pattern of excessive absences, even when based on legitimate medical or personal necessity, can’t help but undermine an employee’s effectiveness, affect students or other BOCES clients and put undue burdens on his/her co-workers as well as on the organization.  

Attendance is an important component of job performance and should be treated as such by those who supervise employees as well as those who keep track of daily attendance. Attendance should be high on the list of criteria when determining the continuation of employment, particularly in making recommendations for tenure or permanent Civil Service status.  

All administrative personnel at SW BOCES must share the objective of monitoring attendance closely and to making sure employees are made aware of attendance issues. In addition, particular care must be taken that SW BOCES does not over-compensate employees; this may happen if Human Resources is not informed of their depletion of available time, resignation, or retirement.

In order to further these attendance monitoring objectives, Supervisors are asked to take note of the following:

Keeping of Staff Attendance

All staff should be notified in writing of the process for calling in their attendance if they are not coming to work and sign-in/sign-out procedures. New employees should be asked to sign that they have received a copy of the process.  (In the case of Teachers, Teaching Assistants, and Teacher Aides, contract language speaks to the responsibility of employees to call into AESOP their absences prior to 6:30 am to the appropriate Center registry.)

Input of Attendance  

Clerical staff at each of the Centers inputs attendance into AESOP or WINCAP on a bi-weekly basis.  Clerical staff should notify the Attendance Office in the Human Resources Department when employees are out of accrued leave time, are taking time due to pending workers’ compensation claims, etc. Supervisors

5.1-1

may also obtain reports on accrued attendance balances of individual members directly from these systems.

Bi-weekly Attendance Reports

All biweekly attendance reports should be reviewed and signed by the supervisor and inputted into the system as soon as possible. The bi-weekly reports are then returned to clerical staff who will forward them to the Attendance Office. 

Copies of such reports must be kept on file at the Center for review as needed.  It is the responsibility of the Supervisor to spot-check attendance reports in WINCAP against the bi-weekly reports to insure accuracy

Clerical staff should notify the Attendance Office immediately in the event that a staff member shows a negative balance in paid leaves. 

Excessive Absences

If an employee has been excessively absent, with or without prior notification and/or documented reasons, the employee’s Supervisor and/or Director has an obligation to discuss this with the employee early on. These conversations will lead to documentation of the problem for the employee’s personnel file. Copies of all such correspondence must be signed by the employee to acknowledge receipt and the original copy forwarded to Human Resources. 

In addition, where attendance is an issue, annual evaluations of probationary staff should indicate that continuation of employment is jeopardized by excessive absences. 

Leaves of Absence

Many leaves of absence require the employee to submit a request to the Director of Human Resources and to their Supervisor. Others, such as absences for injuries on the job, require immediate notification of the Human Resources Department by the Supervisor and employee. Supervisors should review the information in the remainder of the section on “Absences from Work.”

In particular, if an employee will be absent form work on any type of leave longer than one week in length (e.g. FMLA, medical, or childcare), the employee should be directed that it is his/her responsibility to inform his/her supervisor as well as the Human Resources Department in writing. Whether
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the leave is paid or unpaid, the employee notification/request is to include information and documentation as to the reason for the leave, the projected length of the leave and anticipated date of their return to work. The Director of Human Resources or the Attendance Office will follow-up appropriately with the employee. 

Absence Without Leave
If any employee is absent for more than three days without proper notification or approval, the Supervisor must alert the Human Resources and Payroll departments so that the payroll may be adjusted (as needed) and appropriate action be taken immediately.  Under certain circumstances, employment may be terminated due to insubordination.
Payroll Deductions

Once an employee has exhausted all of his/her available paid sick and personal time, he/she will be notified in writing that any additional absences will result in a payroll deduction. The appropriate Director, Supervisor and the clerical staff monitoring attendance for this employee will also receive a copy of this letter.

It is imperative that the Supervisor or clerical staff informs the Attendance Office of any subsequent absences by this employee in a timely manner. If not, employees may be overpaid, particularly toward the end of the school year. Starting in May, attendance is to be reviewed on a weekly, if not a daily basis so as to ensure that necessary deductions are paid prior to the last paycheck in June. 

Resignations

Sometimes the Supervisor is privy to someone resigning before Human Resources is aware of it. Supervisors must inform both the Human Resources and Payroll departments immediately, so that the employee will be taken off payroll and Human Resources will review the employee’s attendance history to ensure he/she receives the proper compensation when leaving BOCES employment (see also section on Resignations in handbook.)

The goal is to avoid instances where an employee has resigned has exhausted their available sick and personal time. Unless the Attendance Office is informed of the employee’s absence before their employment with 
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BOCES ends, the Payroll department cannot be notified of the need to dock

the employee’s pay. 

Retiring Employees

Supervisors should make sure that employees notify the Human Resources Department in writing if an employee has decided to retire. There are processes that have to be completed by the NY State Teachers Retirement System /Employee Retirement System, Attendance Office, Payroll and Benefits Departments.

In summary: 

     Employees Must:

· Follow union contracts and/or Center procedures in notification of absences. 

· Submit requests for leave days in advance and in writing, except in 

                emergency situations.           

· Use accrued and appropriate leave days.

· Keep their Supervisor informed.

     Supervisors Must:

· Monitor employees’ attendance frequently.

· Speak to an employee when there is a problem and document the problem when necessary.

· Consult with the appropriate Director and/or with Human Resources in cases where excessive absenteeism or absence without leave may lead to further action, including termination of employment.

· Provide information to Human Resources, Attendance, Payroll and Benefits departments that may affect an employee’s compensation.

The Human Resources Department is open to suggestions as to how to improve upon the monitoring of employees’ attendance. 
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