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ATTENDANCE PATTERNS 
 
The Alloway Township School District believes that the regular presence of assigned personnel is vital to the 
success of the district's educational program. Consistent absenteeism or tardiness is unacceptable and 
subject to disciplinary action.  
 
The superintendent shall develop and the board shall adopt a plan to encourage all staff to strive for excellent 
attendance and punctuality records. These procedures should include a requirement that the staff member 
personally report all illnesses and request all leave at the earliest possible time. Procedures shall be in 
accordance with New Jersey statutes and district negotiated contracts.  
 
A doctor’s certificate shall be required for all illnesses and injuries for those employees who are absent more 
than three days. A doctor’s certificate may be requested in cases of questionable use of sick leave benefits, 
even if an employee has been absent for one day.  
 
If it has been determined that an employee has utilized sick leave benefits without just cause, he/she shall be 
subject to disciplinary action.  
 
If a teacher has exhausted all accumulated sick leave, all unused personal days may be utilized as sick leave.  
 
The superintendent shall report on staff attendance and punctuality at every regular monthly board meeting.  
 
Provisions shall be made for public acknowledgment of outstanding staff attendance records.  
 
Unauthorized Absence  
 
The board expects all employees to adhere to this policy regarding unauthorized absence from school 
property during work hours. Employees violating this policy by leaving school early or during periods other 
than lunchtime, without authorization by an administrator, shall be subject to disciplinary action.  
 
Punctuality  
 
The board affirms that punctuality is a trait that students should aspire to and the board recognizes that 
employees set examples for students. It is the expectation of the board that all employees of the district shall 
be at their assigned area of responsibility and be ready to perform their required duties on time. Failure to do 
so may subject the employees to the following during any school year:  
 
A.  Initial Offense – Personal discussion with supervisor;  
 
B.  Second Offense – Personal discussion with supervisor and note indicating 2nd offense with a copy filed in 

employee’s personnel file;  
 
C.  Third Offense – Personal discussion with supervisor and formal letter indicating 3rd offense copied to 

employee’s personnel file and include statement that continued lateness may result in board disciplinary 
action.  

 
The board directs the superintendent to establish a reasonable procedure for determining those employees 
who fail to be at their established work location on time. 
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