
 

 

 

The Northwest Catholic District School Board 

 

 

ADMINISTRATIVE PROCEDURES 

 

Title:   Absence Reporting       
 

Preamble: 
 
The Northwest Catholic District School Board staff members are expected to be dependable and 
prompt in regard to attendance. The Northwest Catholic District School Board aims to balance 
the sensitive nature of individual illness against its needs to achieve its objectives.  Therefore, it 
is essential that the following procedures be carried out with tact and sensitivity and that the 
management of attendance is the joint responsibility of the Human Resources Administrator, 
Principal / Supervisor and the individual staff member (See Appendix A for the Daily Absence 
Reporting Protocol).  
 
Procedures: 

      
1.0 Absences of up to 5 consecutive working days related to illness or injury: 
 

Employees are required to advise their Principal or Supervisor immediately following any 
illness or accident that prevents them from working in order to discuss a return to work 
date.  
 
Documentation from the appropriate treating medical practitioner may be requested by, 
and submitted to, the Principal/Vice-Principal or Immediate Supervisor. 
 
The documentation required shall minimally consist of the following, as outlined on the 
Standardized Medical Certificate: 
 

 Medical restrictions and/or limitations that are preventing the employee from 
working and which may require accommodation upon return to work, if any. 

 Expected date of recovery and/or return to work date. 
 If restrictions and/or limitations have been identified by the employee’s 

appropriate treating medical practitioner, the employee will have communication 
with the Human Resources Administrator or designate. 

 
2.0 Absences of more than five consecutive working days related to illness or injury: 
 

When an employee is going to be absent for more than five consecutive working days, the 
employee will notify his/her Principal or Supervisor immediately of absence. 
 
The Principal or Supervisor shall indicate to the employee that the Human Resources 
Administrator, or designate, will be notified of the employee’s absence to enable early 
intervention and to facilitate a safe and timely return to work. 
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The Principal or Supervisor will notify the Human Resources Administrator, or designate by 
email, fax or telephone. 
 
The Human Resources Administrator, or designate, may require the employee to provide 
documentation completed by the appropriate treating medical practitioner that may 
include the following information: 
 

 a Medical Certificate that describes the medically supported restrictions or 
limitations the employee is experiencing in relation to the essential duties of 
their position; 

 confirmation that the employee is participating in the appropriate treatment to 
expedite the employee’s safe and timely return to work; 

 expected date employee could participate in the Return to Work Program with 
appropriate modifications/accommodations based on restrictions/limitations; 

 expected return to work date at regular hours and duties; 
 any other information required to safely return the employee to work in a timely 

manner; 
 treating medical practitioner’s name, address, phone number and fax number; 
 treating medical practitioner’s signature. 

 
Unless otherwise arranged, this documentation must be submitted by the employee or 
appropriate treating medical practitioner to the Human Resources Administrator, or 
designate, within 10 working days of the date of the request. 
 
The Human Resources Administrator or designate must exercise discretion in each case in 
determining whether to ask for a medical certificate in accordance with 1.0 and 2.0. 
 

3.0 Sick Leave Benefit: 
 
Sick leave benefits may be accessed when an employee is ill or injured and incapacitated 
from working. Typically the employee would be unable to perform the essential duties of 
their job or be accommodated. It may not be accessed in place of vacation or lieu days, 
and are not to be used to tend to other personal issues related to family, such as a 
dependent that is ill or injured notwithstanding, collective agreement or personal service 
agreement Articles.  Sick leave may include preventative medical, dental or eye 
appointments when the employee cannot reasonably schedule the appointment outside of 
the employee’s regular working hours.     

 
Sick leave benefits are not payable: 

 In cases which are compensable by Workplace Safety & Insurance Board.  
 During scheduled vacation unless otherwise stated in the personal service or 

collective agreement. 
 When an employee is on an authorized unpaid leave of absence. 

 When an employee does not have sick leave or short term sick leave.  
 While in receipt of full Long Term Disability Benefits. 
 When appropriate medical documentation has not been received. 
 When a reasonable offer of accommodation has been provided.  

 
To be eligible for sick leave benefits, the employee must follow the Board’s procedures for 
reporting absences related to illness or injury and for returning to work, in accordance with 
4.0 of this regulation. 
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The Board will endeavour to accommodate the return to work and placement of temporary 
and/or permanently and/or partially disabled employees in accordance with the Disability 
Management – Early Intervention, Accommodations and Return to Work Procedure. 
 
Access to sick leave benefits may be denied for failure to provide all appropriate medical 
documentation requested.  Appropriate medical documentation refers to, but is not limited 
to, medically supported restrictions and/or limitations as they relate to the employee’s 
ability to meet the essential duties of their position.  It is the employee’s responsibility to 
submit appropriate documentation to the Human Resources Administrator, or designate, as 
applicable.   

 
In order to maintain access to sick leave benefits, the Human Resources Administrator, or 
designate, may request the employee to attend an Independent Medical Assessment (IME) 
and/or have completed a Functional Abilities Evaluation to determine the employee’s 
restrictions and/or limitations related to the employee’s position. This will assist in 
providing return to work and/or accommodation options.  In requesting the IME, the 
following protocol will apply: 
 
If the Human Resources Administrator, or designate, reasonably requires medical 
information to determine whether an employee is able to return to work or should properly 
remain off of work and in receipt of sick leave benefits, the Human Resources 
Administrator, or designate, shall so advise the employee and request that such 
information be provided; 
 

 The employee is required to provide the requested medical documentation to 
the Human Resources Administrator, or designate, in response to the request; 

 The Human Resources Administrator, or designate, will review the 
documentation provided by the employee.  If the Human Resources 
Administrator, or designate, is not satisfied with the adequacy of the medical 
information provided, the Human Resources Administrator, or designate, will 
clearly identify to the employee why the information is not adequate; 

 The employee will be given an opportunity to provide the Human Resources 
Administrator, or designate, with further medical information; 

 The Human Resources Administrator, or designate, will review any further 
documentation provided by the employee.  If the entirety of the medical 
documentation provided does not reasonably permit the Human Resources 
Administrator, or designate, to determine whether the employee should return 
to work or remain off of work, the employee may be requested to submit to an 
IME; 

 If the employee fails to attend the IME or does not, prior to the IME, provide 
the Human Resources Administrator, or designate, with further medical 
information to reasonably permit the Human Resources Administrator, or 
designate, to determine whether the employee should return to work or remain 
off of work, the employee’s wages and benefits may be discontinued. 
 

4.0 Responsibilities of the Employee: 
 

Personally report an absence, unless the employee is incapacitated and unable to do so.  
Failure to report absences at the first opportunity in accordance with these procedures may 
result in denial of pay or benefits. 
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Indicate, in general terms, the reason for the absence, i.e. due to accident, illness, 
contractual, etc. 

 
The employee is to call in on each day of absence to the Automated Dispatch System to 
report their absence until their return to work date. 

 
To be eligible for sick leave benefits, employees may be required to provide satisfactory 
medical documentation in the form of a Standardized Medical Certificate completed by the 
appropriate treating medical practitioner, in accordance with 1.0 and 2.0 of this Procedure. 

 
Maintain regular contact with their Principal or Supervisor during his/her absence when he 
/she is unable to perform the essential duties of their position due to disability. 

 
Participate in appropriate treatment, as determined by the treating medical practitioner(s), 
to ensure a safe and timely return to work. 

 
Participate in the development of his/her Return to Work Plan, including taking the 
proposed Return to Work Plan (including accommodations and/or modifications) to the 
appropriate treating medical practitioner(s) for approval, if necessary. 

 
5.0 Responsibilities of the Principal/Vice-Principal or Immediate Supervisor: 

 
Communicate the Attendance Support Program Procedures and Guidelines to the 
employee. 

 
Ensure the daily maintenance of accurate, up-to-date records regarding employees’ 
absences as designated by Human Resources. 

 
Monitor individual employee absenteeism records as designated by Human Resources. 

 
Ensure employee confidentiality in relation to absences and medical information.  

 
Contact the Human Resources Administrator, or designate, for assistance when restrictions 
and /or limitations have been identified. 

 
Forward all medical documentation (if received) directly to the Human Resources 
Administrator, or designate, in a secure and confidential manner. 
 
Advise employees of their obligation to provide satisfactory written proof of disability, as 
required.  Principals and Supervisors shall not require an employee to sign a release to 
authorize collection of medical information. 
 
Participate in the development of the employee’s Return to Work Plan, including providing 
accommodations and/or modifications to the employee’s duties and/or hours, based on 
recommendations from the Human Resources Administrator, or designate. 
 

6.0 Responsibilities of the Human Resources Administrator, or Designate: 
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Request proof of continuing disability from the employee in the case of absences exceeding 
five consecutive working days, at appropriate intervals, in order to maintain the sick leave 
benefit or determine if participation in a Return to Work Program is appropriate. 

 
Receive all medical documentation required and provide support to the employee during 
their time of disability. 

 
Assist the Principal or Supervisor by maintaining contact with employees disabled for more 
than 5 consecutive working days, verifying that the employee is under the active care of 
the appropriate medical practitioner and following an appropriate treatment plan, and 
advise the Principal or Supervisor of the expected return to work date, when known. 

 
Develop an appropriate Return to Work Plan (including appropriate accommodation and/or 
modification recommendations) based on the employee’s restrictions and/or limitations. 
 
Review this procedure and Program Guidelines on a regular basis or as required by 
legislative change. 
 
Responsibility for the costs associated with request(s) for medical documentation by the 
Human Resources Administrator, or designate, will be borne by the Board, unless otherwise 
stated in the personal service or collective agreement. 

 
7.0 Responsibilities of Superintendent(s) 

 
The appropriate Superintendent shall review this Procedure and Program Guidelines on a 
regular basis or as required by legislative change. 

 
For further direction beyond this Procedure, refer to Disability Management – Early 
Intervention, Accommodations and Return to Work Procedure. 
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APPENDIX A:  DAILY ABSENCE REPORTING 

 
REVISED 

Daily Absent Reporting and Time Sheet Submission Protocol 
 

 
 
 
The following guidelines have been established to ensure the accurate completion and 
submission of Daily Absent Reports and time sheets.   
 

1. Each day a clean Daily Absent Report (DAR) template must be used.  The previous days 
DAR cannot be revised.     

 
2. Specific guidelines / tracking techniques that are in place at your school must continue 

to be followed and reviewed.  Upon completion of the review, a brief summary of the 
review shall be sent to Human Resources.  Human Resources reserves the right to 
request additional reviews, or make suggestions for change to those guidelines. 

 
3. School guidelines / procedures shall be put in writing and kept at the school and made 

accessible to those involved in DAR and timesheet submissions e.g. Casual secretary, or 
TIC. 

 
4. Each day the Secretary / Casual replacement is responsible for the completion and 

submission of the Daily Absent Reports (DAR) to the Dryden and Fort Frances Board 
offices.  The DAR must be emailed to the Administrative Assistant at the Fort Frances 
Board office and the Accounting Assistant at the Dryden Board office.  In the event that 
the email is down a fax copy must be submitted.  If there are further technical 
difficulties with fax or email, the supervisor must be notified immediately, and the 
appropriate Board office staff informed. 

 
5. Bi-weekly, on the appropriate cut-off date the Secretary / Casual replacement is 

responsible for the submission of the support staff time sheets to the Dryden and Fort 
Frances Board offices. 

 
6. The Board office staff will review each DAR and compare it to timesheets submitted, 

approved Automated Dispatch absences and Return to Work Forms.  If errors or 
omission are found the Board office will contact the appropriate Principal via email and 
copy the Secretary to investigate further.  Once the error / omission is clarified the 
following shall occur: 

 
1. If it is a DAR error – the Board office will indicate so, and ask the Secretary to 

revise the DAR and resubmit it via email to the Fort Frances and Dryden Board 
offices. 

2. If it is a time sheet error – the Board office will indicate so, and ask the Secretary 
to have the employee complete a new time sheet, the secretary will resubmit it 
via fax to the Fort Frances and Dryden Board offices. 



The Northwest Catholic District School Board                             Page 7 of 7 

Procedure: G-31, Absence Reporting 

 

 

 
7. All revisions shall include the following information: 
 

1. DAR’s:  Any revisions to DAR’s shall include a very brief explanation for the 
revision, and the revision must be in bold.  Revised DAR’s must be sent to both 
the Dryden and Fort Frances Board offices. 

2. Time sheets:  Revised Time sheets must indicate so in bold on the top of the 
page “REVISED”.  The revision or omission must be indicated so in bold, and 
faxed to both the Dryden and Fort Frances Board offices. 

 
8. Protocol in the absence of the Administrative Assistant: 
 

1. Planned Absences:  The Administrative Assistant or HR Administrator shall notify 
the school Principal and copy the Secretary via email at least one week prior to 
the Administrative Assistants absence from work.  This email will include: 

 

 Notice of the absence 
 Date of absence 
 Length of absence 
 Name of Board office staff who should receive DAR and time sheets. 

 
Another email shall be sent the day before the absence is to occur to serve as a 
reminder. 

 
2. Unplanned Absences:  The HR Administrator shall inform the Principal and CC 

the Secretary via email that the Administrative Assistant is absent as soon as the 
absence is known.  The email shall include: 

 
 Notice of the absence  
 Date of the absence 
 Length of the absence - only if known.  If absence is unknown the HR 

Administrator will provide that information when and if it becomes 
known. 

 Name of Board office staff who should receive DAR and time sheets. 
 

The HR Administrator will follow up with a phone call to each school Secretary to 
serve as a reminder. 

 
3. The HR Administrator shall enter the time sheet and DAR information 

accordingly.  The HR Administrator shall review that pay period time sheets and 
DAR’s to ensure the information being entered is accurate.   
 

4. The HR Administrator shall review the Supply Teacher Earning Days report in 
order to balance the DAR’s with the information entered into SDS prior to 
sending the Load to payroll. 

 
 


