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Aim
To achieve a working environment that is fair and equitable to all staff at Charles La Trobe College.  
Attendance/non attendance codes for staff
In line with DET guidelines the following codes will be used by the Daily Organiser to account for staff absences:
	Bereavement Leave
	Carers Leave

	Class combined / split / cancelled
	Compassionate Leave

	On site College Duties
	Offsite College Duties

	Jury Service
	Excursions / Incursions / Camp

	PD/Conference
	Long Service Leave

	Sports / Athletics / Swimming
	Paternity Leave

	Strike Action
	Personal Leave

	Study Leave
	


Any additional codes are to be approved by the College Business Manager and Principal.
Guidelines for staff attendance
These guidelines are to be read in conjunction with our Leave Policy and Edupay leave process.
The Daily Organiser must account for ALL college employees’ attendance to the best of their ability.  Regular reminders to staff regarding attendance will be done to ensure all staff are aware of the College guidelines.

The Daily Organiser to check with the Business Manager if they require clarification regarding an attendance issue.

At Charles La Trobe we acknowledge the work of all employees, therefore below is to be used as a guide for HR following up on attendance from the daily organiser’s sheet:
· If staff are away for less than 1 hour, leave will not be deducted i.e. leave not to be followed up on, if leave has been submitted, this is to be pushed back.  This only applies if this time doesn’t result in requiring cover.
· The HR officer must check with the Business Manager and Principal if they have any queries regarding the above, i.e. if a staff member is regularly taking time off.

· If staff are away for more than 1 hour, leave will be deducted according to our Edupay process.
· The HR officer will regularly remind staff of their responsibilities regarding the entering of leave.
· All medical certificates are to be uploaded into EduPay and a copy provided to the HR officer.  

· All absences other than LSL and LWOP must be entered within 5 days of the leave occurring. Any leave not entered in the appropriate time will be considered as leave without pay and will be entered accordingly. 
· All absences will be followed up daily.  The HR officer is to advise Business Manager if there are any outstanding absences of greater than one week for follow up.
· Any decisions regarding staff leave are to be referred to the Principal or Business Manager for clarification.

Evaluation

The effectiveness of these guidelines will be reviewed as part of the College’s three-year review cycle.
Ratification

This policy was ratified on 15th February, 2018.

References

DET School Policy and Advisory guide – human resource policies.
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