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RATIONALE: 
 
Hamilton-Wentworth District School Board (HWDSB) believes that all employees should have 
meaningful relationships with their employer and have support for their health and well-being when 
absent from work. To encourage regular, punctual attendance at work, HWDSB is committed to 
providing consistent, equitable and transparent support when circumstances arise that may limit an 
individual’s ability to perform their job.  
 
HWDSB believes in:  
 

• Encourage regular, punctual attendance at work. 

• Provide assistance and support for the health and well-being of our employees who are absent 
from work through an Employee Attendance Support program. 

• Apply an Employee Attendance Support program and processes in a manner consistent with the 
Ontario Human Rights Code and other applicable legislation in place using proactive prevention 
and early intervention strategies.  

• Utilize return to work best practices, including the use of timely supports and return to work 
procedures. 

• Establish and maintain discrimination free environments through consistent and equitable 
treatment of employees. 

• Provide training and support to supervisors involved in an Employee Attendance Support 
program.  

• Support and engage all staff across the organization. 

• Foster the development of trustful and respectful relationships. 

• Protect the integrity and privacy of personal information. 
 

TERMINOLOGY: 
 
Employee: All individuals who agree to work on a full-time or part-time basis for HWDSB for a specified 
or indeterminate period of time. Salary or wages are paid to this individual and from this payment, 
deductions are taken for Canada Pension Plan, Income Taxes and Employment Insurance. 
 
Employee Attendance Support Program: The practice of offering Board support to employees to assist in 
reducing barriers to them attending work. Attendance support is a prevention/early intervention 
strategy. 
 
Equitable: Fair and impartial. 
 
Punctual: Arriving or doing something at the expected or planned time. 
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Regular Attendance is not zero days absent. HWDSB recognizes that most people do have the occasional 
temporary illness that keeps them from work. HWDSB also recognizes that good preventative health 
actions may require time off and that it is not always possible to arrange medical appointments outside 
of the work schedule. 
 
Attendance is irregular when an employee has a pattern of absences (e.g. every Monday for several 
weeks) or several unexplained incidental absences (1 or 2 days per month for 3 or 4 months). 
 
Healthy Workplace: One in which everyone works together to promote the health, safety and well-being 
of all employees. This includes physical and psycho-social health and safety, personal health and 
commitment to the internal and external community. 
 
Innocent Absenteeism occurs when an employee, through no fault of their own, is absent from the 
workplace for medical or personal illness. 
 
Culpable Absenteeism refers to lateness or absences for which the employee should be held responsible 
because the employee acted wrongly in being absent (i.e. taking a sick day when not sick). Culpable 
Absenteeism is handled through the normal process of progressive discipline. 
 
Sick Leave is a personal benefit intended to be used by the employee only in the event that they are 
unable to work due to injury or illness. 
 

PROCEDURES: 
 
HWDSB believes that creating and maintaining a Healthy Workplace through employee wellness is 
demonstrated by regular attendance at work. To assist employees with regular attendance at work an 
employee attendance support program will be applied in a supportive manner. The appropriate training 
and resources will be provided for all supervisors to enable them with supporting employee attendance 
consistently as follows: 
 
1.0 General Requirements 

 
1.1 Regular review of attendance by computer generated reports. 

 
1.2 Individual and personal attention to an employee’s attendance by the employee’s supervisor. 

 
1.3 To understand the reason for absenteeism and provide support for regular attendance at work 

by employees through available and accessible services offered by HWDSB. 
 

1.4 Management training and employee information on the program’s philosophy and rationale. 
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 1.5 Fair and equitable treatment of employee absences and meeting outcomes. 
 

1.6 Human Resources support for supervisors on an ongoing basis to ensure consistency 
throughout program delivery.  
 

1.7 Adhere to requirements under existing Collective Agreements and Terms and Conditions of 
Employment. 

 
2.0 Roles and Responsibilities  

 
2.1 Human Resources will: 

 
2.1.1  Promote and maintain a work environment, which protects the overall health, safety and 

wellness of all employees. 
 

2.1.2 Demonstrate a commitment to an attendance support program by: 
 

• Generating accurate attendance reports in a timely manner. 

• Reviewing the reports prior to distribution and remove any employees who are 
currently being supported through the accommodation/return to work process. 

• Provide training and support to all supervisors throughout the process to maintain 
fair and equitable application of the attendance support program. 

• Provide information and training about the policy/policy procedure to all 
employees. 

 
2.2 Employee’s will: 

 
2.2.1 Attend work as scheduled. 

 
2.2.2 Report their absences as outlined in their Collective Agreement/Terms and Conditions of 

Employment (see attached Appendix A for reporting different types of leaves). 
 

2.2.3 Submit medical documentation to human resources for absences that extend beyond 11 
consecutive days. 
 

2.2.4 Maintain regular contact with their supervisor. 
 

2.2.5 Attend meetings regarding absences identified through the Employee Attendance Support 
process and be an active participant in improving overall attendance. 
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 2.3 Supervisor’s will: 
 

2.3.1 Review attendance records provided by Human Resources. 
 

2.3.2 Monitor the attendance of employees within their area of supervision. 
 

2.3.3 Treat employees fairly and equitably throughout the Attendance Support process. 
 

2.3.4 Communicate expectations for attendance at work. 
 

2.3.5 Provide assistance and support to  their employees. 
 

2.3.6 Refer employee to Return to Work Coordinator regarding medical conditions and 
accommodations. 

 
As an employee of HWDSB, the expectations in 2.1 apply. 

 
2.4 It is requested that Unions/Associations will:  

 
2.4.1  Provide ongoing support and assistance to the employee. 
 
2.4.2  Encourage cooperation between the employee and employer to ensure timely and 

successful outcomes  
 
3.0 Absence Reporting 

 
3.1 Although employees are required to attend work as scheduled there will be times when 

employees are unable to attend work. In order to implement a fair and equitable approach 
throughout HWDSB, it is imperative that all absences are reported for all positions through 
normal reporting procedures for their job. 

 
4.0 Procedures 

 
4.1 On a monthly basis, attendance records are sorted to generate a list of employees who have 

been absent for 10 sick days each year beginning September 1 up to and including August 31. 
The list is further sorted by Human Resources to remove employees who have had zero or one 
absence in the previous month or absences related to a documented Human Resources 
supported medical condition. 
 

4.2 The supervisor has the discretion to determine which employees require a meeting based on 
their knowledge of the recorded absences within the report. 
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4.3 The supervisor has an informal meeting with any employee whose absences have not been 

communicated appropriately. The intent of the meeting is to understand the absences and 
determine if they are related to either: 

 
4.3.1 Innocent absenteeism, to discuss the impact the absences are having on the specific 

school, department or location, if appropriate, and to provide support and indicate 
support services available to the employee. The supervisor will also allow sufficient time 
for the employee to access supports and where reasonably possible, improve their 
attendance, or 

 
4.3.2 Culpable absenteeism, to discuss the impact the absences are having on the specific 

school, department or location and determine if there has been a misuse of sick leave. If 
appropriate, the supervisor will refer these type of absences to Human Resources. 

 
4.3.3 All absence records are maintained in Human Resources through Smart Find Express and 

IPPS.   
 
4.3.4 Records of individual meetings kept in the supervisor’s staff file. 

 
4.4 Attendance issues will be considered resolved when the employee’s attendance meets the 

standards as outlined in Section 4.0 and/or is deemed to be innocent absenteeism. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

  

Recording Absences 

Appendix A 

 

Standard leaves in SFX CODE 

*Please note: These are 

standard leaves available to all 

employees on SFX. Further 

leaves may be available to you 

dependent on your collective 

agreement or terms and 

conditions of employment 

Illness- Personal 

Funeral – IMD Family 

Funeral – OTH RELAT 

Funeral – Friend 

Religious Holiday – no charge  

Paternal Day 

Jury Duty/Subpoena 

Union/Fed Business 

System sponsored PD 

 

 

 

 

 

01  - to be used for personal illness 

03 – to be used when there is a death in your immediate family 

04 – to be used when there is a death in your extended family (e.g. aunt, uncle) 

05 – to be used when there is a death of your friend 

07 – to be used for religious holidays  

10 – to be used for day of birth, adoption day etc.  

11 – to be used when you are called for Jury duty and are required to miss work 

12 – to be used when an employee is absent on union business 

77 – to be used when attending a PD event or conference 

Leaves outlined in Collective 

Agreement or Terms and 

Conditions of Employment 

Refer to your collective agreement or terms and conditions of employment on 

the web portal at:  

https://hwdsbonca.sharepoint.com/sites/myhwdsb/human_resources/Collective

_Agreement/Pages/home.aspx  

Other legislated leaves Employment Standards Act:  

www.labour.gov.on.ca/english/es/pubs/guide/index.php 

Employment Insurance:  

http://www.servicecanada.gc.ca/eng/sc/ei/index.shtml 

 

https://hwdsbonca.sharepoint.com/sites/myhwdsb/human_resources/Collective_Agreement/Pages/home.aspx
https://hwdsbonca.sharepoint.com/sites/myhwdsb/human_resources/Collective_Agreement/Pages/home.aspx
http://www.labour.gov.on.ca/english/es/pubs/guide/index.php
http://www.servicecanada.gc.ca/eng/sc/ei/index.shtml
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Jury Duty/Subpoena 11 – to be used when you are called for Jury duty and are required to miss work 

Union/Fed Business 12 – to be used when an employee is absent on union business 
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Leaves outlined in Collective 
Agreement or Terms and 
Conditions of Employment 

Refer to your collective agreement or terms and conditions of employment on the 
web portal at:  
https://hwdsbonca.sharepoint.com/sites/myhwdsb/human_resources/Collective
_Agreement/Pages/home.aspx  
 

Other legislated leaves Employment Standards Act:  
www.labour.gov.on.ca/english/es/pubs/guide/index.php 
 
 
Employment Insurance:  
http://www.servicecanada.gc.ca/eng/sc/ei/index.shtml 

 
 

https://hwdsbonca.sharepoint.com/sites/myhwdsb/human_resources/Collective_Agreement/Pages/home.aspx
https://hwdsbonca.sharepoint.com/sites/myhwdsb/human_resources/Collective_Agreement/Pages/home.aspx
http://www.labour.gov.on.ca/english/es/pubs/guide/index.php
http://www.servicecanada.gc.ca/eng/sc/ei/index.shtml
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