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'“fAbsences__}h#

.;ngnder ‘no c1rcumstances should any person be absent from'“lh'_
- school’ without the ‘advance knowledge of the bulldlng A R
'v{pr1nc1pals, or the Superlntendent of. Schools VoL

f[fﬂAbsence from school should be ant1c1pated 1nsofar asfjfffh"
. possible to avoid difficulties in obtalnlng substltutes and
*_1naccurac1es in records and reports I T

'-All prlnclpals w111 report thelr absences to the
V”g_Superrntendent All other: profe531ona1 personnel w1ll
- report their absences ‘to -their 1mmed1ate .superior, or.: to the*”*ﬁ
"5r3pr1nc1pal of ‘their ‘home ‘building. The ‘principal of the home.f-f

“building will’ notlfy principals. of ‘any. other: bulldlngs to . B

. 'which the absentee ig assigned: for each day of ‘absence. The
_*ffollow1ng procedure will be used for all absences of - regular_};%
':classroom teachers and teachers of spec1al subjects SRR

'1;,The teacher w1ll call the pr1nc1pal superv1sor, or the'j Lk
"fde51gnee and report the: absence. Where possible, this . . f
" call to ‘the office or absence clerk should be made, on -

" “'the day preceding the absence. If this is not possible, = - §

" 'the teacher should. call the pr1nc1pal or the pr1nc1pal s i

‘udes1gnee the mornlng of the absence by 6 30 a.m, ;T__ DERRERE

l'2,1The day before the teacher is to return to class the -
“teacher should call the principal® or the pr1nc1pa1 s
. designee at school before 2:30 p.m., so that the sub-
Sstitute may. be advised of the 1mpend1ng return the next :
“day.’ ‘No teacher shall report to class on returning from - §

~ an absence unless the school secretary has been notlfled S E

. p-ﬂof the return .
fg3_3If a teacher flnds that after notlfylng the prlncrpal or,”

_the pr1nc1pal's ‘designee of the teacher's return, the
"teacher is unable to. get to school the school should ;;

”.iagaln be called
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dhé;,The teacher should talk to the prlnclpal or the.ffxi*hn

”;SrdThe teacher must turn in. to
'*~51gned absence card statlng

B e R T

~Lij;Filé_cqae3d415i'j;j

fprlnc1pal s designee. . ‘If" the teacher is too 111'to'dod

.. “‘this, a very deflnlte message must be. glven to the_;_--
'fgfschool authorlty : REREE R I N OO :

ﬂthe prlnc1pa1 s offlce a
o first: day -back. A specific reason muat be -given .

- ineluding the nature of the illness. A doctor's cer—ﬂ;

" ‘tificate must accompany the.
gconsecutlve days of absence have occurred

fStaff Tardlness'”"t

ia:-To monltor certlfled staff tardlness and remedlate any :
B problems ‘thereto connected the Lyndhurst Board of Educatlon -:'3"
N has set the follow1ng guldellnes Uﬂrr-_ SRR R I

'fProcedures:'
”ﬁd'iQ*Tardlness w1ll be recorded and clrcled in red on the tlmef_j-
. gheets by the school admrnlstrator and forwarded to the :

ﬂ;central offlce

fUpon the thlrd recorded tardy in any glven school (elther”
. morning or afternoon, or both) a conference will be SRR
~"scheduled between the staff member and his or her .- 8
.:lmmedlate superv1sor to dlSCUSS why repeated tardlness 1si g
'ﬂ;a cause .of concern to the dlstrlct ' : . : g

After a fourth tardy is noted on'’ Ind1v1dual Improvement

-Plan (I.I.P.) for that staff member will be drawn up by
- . the staff member :and his/her immediate - superv1sor to - §
" address the issue and signed by both parties’ 1n an'”-

-attempt to correct the tardlness problem ' :

. After the flfth tardy and after every successive recorded
“tardy a letter or memo to the staff member noting the |

. tardy incident will be placed in the staff member's

. folder to document the event.
: the staff member R

A copy shall be glven to ff

“the ‘reason for - absence thefi'"

‘card when more ‘than five E B
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,JIf no - 1mprovement is shown the staff member shall be s

'-u.advrsed that 'an employment. 1ncrement or.an: adjustment K

'rﬁﬁlncrement shall be denied and subsequently deducted from’y
a’'salary check. It shall be the duty of the Board of - '

LjfEducatlon to make the w1thholdlng by a recorded roll callﬁ
r,gmajorlty vote of ‘the: full membership of .the Board of !
'Education and within'ten {10)" days to give written notlce@

'"-of such actlon,_together w1th the reasons therefore,_to 53-‘"

Vf'the member concerned

qumdellnes

'To 1nsure that absences are not exce551ve to the p01nt of

 being harmful to ‘students' ‘education, the followlng

"V”admlnlstratlve gu1de11nes shall apply

”el.;Admlnlstrators shall revrew the attendance records andf -

- -may conduct -an informal conference w1th any staff
;member whose record 1nd1cates : . L

: A pattern of absences taklng place on the same day s
'--_or days of the week . el R

'fb,*A pattern of absences before or after non worklng
' ﬁ_days AT : . T
€. The number of absences is approachlng the yearly B
"'_allocatlon - . A R [
'tadrVThe accumulates 31ck leave back has been habltuallyf

' exhausted or nearly exhausted and/or for any other_
“{related just reason. . g S '

:ij the 51tuatlon continues w;thout 1mprovement then all 8
'subsequent conferences w1ll be formal conferences R

,twlth the exceptlon of the 1n1t1al 1nformal conference allf
:'further conferences w1ll be summarlzed 1n wrltlng and :

May be used as part of the narratlve evaluatlons

_ b May become part of the employee s permanent jre_

personnel flle
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:'f¢;fmay result in procedures whlch lead to the w1th__,,g
: n;holdlng of salary 1ncrements : FERE :

':'fd;fThe employee may attach a response to any wrltten:i”
V_conference summary sheet *.3¢__. R R

-_s_4 After the establlshment of an ex1st1ng concern under l a,f} -
*'b e, d above,_a phy51c1an s . written statement. certlfylngf;_ R

dlsablllty or the employee s personal wrltten statement
_ (1f a phy51c1an s serv1ce was not . requlred) S
”:qpfa;eMay be requested for any day or days of srck 1eave ff
'f_clalmed . _ o : R
'b.1W111 be requlred for any absence whlch exceeds flVE_?
(5) consecutlve work . days _;at- : - Lo

. Procedures'

;'ZOnce a determlnatlon has been made to address the matter ofj;
oan staff member s absence, the follow1ng shall apply i

'7'l'rThe admlnlstrator may conduct an 1nformal dlSCUSSlon w1thp

'a staff member whose absence is excessive. 'No summdry of }

~this meetlng shall be kept. The purpose of this initial
- 'step is to.being the concern to the staff member's atten-n

Vbtlon w1th the hope that 1mprovement w1ll be made

32.'If the exce551ve absence or chronlc absence pattern con-

. tinues without improvement the administrator may conduct B
"’a formal conference with the staff member at any time or §
~times during the school year. Prior written notificatien
" of this conference shall be given and such. notification . [

m'shall 1nclude all pertlnent facts and documentatlon

3. The admlnlstrator shall wrlte a summary report of thls or;
- any formal meeting. The summary shall include documents, |
- records and items discussed. ' The summary report will be f
. ‘signed by both staff member and admlnlstrator and placed §
- 'in the staff member's personnel . file. The staff member . |
- has the right to attach written comments and/or documents:

,to the report for flllng
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| fbA;”Three school months after the formal conference and
o summary filing, the administrator ‘shall place in ‘the -

‘staff. member's personnel file either a letter of. 1mprove43fg“*}_

. 'ment or a letter of. contlnulng excessive absences ‘or.
'ijattern of absences w1th a. copy to. the staff member '

ITS:WIf the excessive absences or pattern ‘of absences Stlll _
shows no. improvement, the administrator 'shall, in consul—*
tation with the staff. member, deszgn and lmplement a Pro-}

. fessional Improvement Plan (PIP) for the purpose of 1m—“-i_b*

:prov1ng attendance for that staff member

”S,fRegular exce551ve absence may be cause for dlsc1p11nary
.action and staff members whose absences are excessive mayﬁ
~be recommended for ‘salary increment or adjustment incre- |
“ment w1thhold1ng or non- renewal of a contract 1f non-’*-f

. ftenure

-b'These guldellnes and procedures w1ll be admlnlstered both
~individually and collectively in a unlform and cons1stent
fmanner by the admlnlstratlve staff ST T R

.tDate: March 3 1986

'.'._'._Révised April 2, 1996 |

“Legal Reference . o S S _
‘N.J.S.A. 18A:11-1 :.~111General Mandatory Powers and Dutles;
o . -7 of the Board = - o
N.J.S.A. 18A:2%-14 . Withholding Increments Causes;_

S T : 'Notlce of Appeals- o

'.Cross References : - S
- Unauthorlzed Leave

4150 ° ' Leaves and Vacatlons
o0 “Rules and Regulatlons for Absences :
~4151.6 - Religious Leave - :
4152 .- Vacations ' '

4211.1  Affirmative Actlon
S 4212.1 “Employment Contracts -

4212.6 - Personnel Records '

4217.51  Withholding An Increment
4218.111. Grievance Procedure =




