UNITED STATED VIRGIN [SLANDS .
DEPARTMENT OF EDUCATION ' ' ‘
PERSONNEL ATTENDANCE POLICY

THIS POLICY 15 HEREBY DEVELCOPED TO PROVIDE GUIDANCE TO THE
EVALUATOR IN RATING THE ATTENDANCE OF PERSONNEL, IN ACCORDANCE
WITH THE FOLLOWING:

1, FOUR ATTENDANCE CATEGORIES: Thereare four {4) categories for atiendance which
are: Outstanding, Exceeds Standards, Satisfactory and Unsalisiactory.
27 GR#&IN@ OF ATTENDANCE CATEGORIES: The grading of the fourattendance
categoriesis as foliows!
s . Gradi
QOutstanding (-4
Exceeds Standards : 5-8
Satistactory g-12
Unsailsfaciory i3 ormore
3. PERSONAL LEAVEWILLBEEXEMPTED FROMATTENDANCE GRADING, AND

SICKLEAVEWILLBEEXEMPTED UNDER CERTAIN CIRCUMSTANCES. Inthe

grading of attendance, personal lsave and administrative leave wil it be exempied, Howevar, undsr

the fo%iow "sg circumstances slck leave may be exermpted from the grading of atiendance.

* Should aniliness be prolonged due to medical reasons, the circumsiances {or an
unsatisfactory rating which may be given, will be noted by the evaluator.

Documented . medical proof of such illness shall besubmitted to the evaluator, in which

case the rating ot unsatisfactory may resultin arecommendation for dismissal of the
individual evaluated. .

4, TARDINESS RATING: Therating for tardiness Will be in four {4} categories similar fo the rates
for atiendance!
Calegories Grading
Quistanding _ 0-4
Exceads Standards 5-8
Satisfactory 9-12
Unsatxsfaciory 13 ormare
5. NOTIFICATION 'OF LATENESS OR ABSENCE Each e"nnlovee shall notity the pnr‘clp&l at

least forfy-five (45) minutes in advance thathe crshe wilbe lats or ehsent for that given day.

B. EMPLOYEES SUBJECTERDTODISMISSALFORTWOQYEARSOF
UNSATISFACTORY RATING: Anemployeewho persistently receives rafings of
unsatisfactory shall be subject to disrmissal.




