Policy: 03-04-21 Print
Reporting Absenteeism

Passed By Council on:07/23/2001

Purpose
To provide for the proper reporting of all absenteeism from work.

Policy Statement

1. Any employee wishing to take Annual Leave must first complete and have approved an application
for Leave of Absence prior to proceeding on such Annual Leave.

2. Employees returning from sick leave or any other type of leave (i.e. illness in family, Workers'
Compensation, Bereavement, Doctor's Appointment, etc.) must immediately complete an Application

for Leave of Absence to be signed by the employee's Supervisor and forwarded to the Department of
Human Resources.

Application

Responsibilities
All employees, Department of Human Resources

Definition

References/Appendix

Monitoring and Contravention

Approvals

Finance and Administration Standing Committee report - July 13, 2001; Regular Meeting of Council - July 23,
2001.

Review Period






