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R 4211  SUPPORT STAFF ATTENDANCE 
 

It is the expectation and goal of the Essex Regional 
Educational Services Commission Board of Directors that all 
personnel shall report regularly and punctually to their assigned 
duties.  Time lost due to absenteeism and/or tardiness seriously 
disrupts the Nursing Services to the students, as well as work 
schedules of employees. 

 
A prerequisite for the efficient performance of an 

employee’s assigned duties is regular and punctual attendance.  
In order to achieve optimum attendance, the Board shall 
diligently exercise its right to monitor the performance of its 
personnel by taking the necessary steps to verify that all leave 
time is used for its intended purposes. 

 
1. Following a monthly review, administrators shall 

conduct a conference with any employee where monthly 
attendance demonstrates a need for improvement based on 
the following evaluation criteria. 

 
Evaluative Criteria – Employee Attendance 
 

The factors to be considered in determining an 
employee’s attendance/tardiness record are: 
 
a. Frequency and pattern of occurrence, 
 
b. Total days, 
 
c. Cause, 
 
d. Accumulated sick leave. 
 
Monitoring of employee attendance to determine 
frequency and pattern of occurrence, total days of 
absence/tardiness, and cause of absence/tardiness will 
occur periodically throughout the school year.  The 

supervisor/administrator shall take into consideration 
the above factors under Evaluative Criteria including 
continuous debilitating illness. 
 

2. Administrators shall make and retain a written record 
of the employee conference.  Said record may be used as 
follows: 

 
a. As part of an employee’s permanent personnel 

record, 
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b. As part of an employee’s periodic and/or annual 
evaluation. 

 
The employee shall review this conference record and/or 
his/her attendance record.  Sign same, and may submit a 
written statement of explanation in response, which 
shall also become part of that employee’s record.  Any 
future improvement in attendance noted by the 

Administrator may also be part of the employee record. 
 

3. In the event that excessive absences/tardiness, in view 
of overall criteria, continues subsequent to the 
initial conference, the Supervisor/Coordinator shall 
hold a second conference with recommendation to the 
Superintendent or designee for appropriate sanctions.  
This second conference will follow the same procedure 
and format as the initial conference. 

 
4. When in the judgment of the employee’s immediate 

supervisor, the Superintendent, or the designees, there 
is a need to verify any claimed illness, disability, or 
absence, such verification may be made by telephoning, 
visiting the home of the employee, or any other 

reasonable means.  Any employee who is not at home 
during the claimed sick leave may also be requested to 
present acceptable proof of illness and/or disability 
for that day or leave period. 

 
5. Salary shall be deducted for all unauthorized absences, 

for entire or partial days and tardiness deemed 
excessive in accordance with aforementioned criteria. 

 
6. Employees may be subject to discipline including, but 

not limited to written reprimands, loss of pay, 
withholding of increment, and termination of employment 
for violation of the attendance policy, following a 
thorough review of the relevant facts and circumstances 
in any particular case. 

 
7. Individuals with outstanding attendance records shall 

be recognized by the Board of Directors in 
acknowledgement of this achievement. 

 
All matters addressed in the sick leave policy remain in 

effect and are incorporated by reference to this regulation. 
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