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ATTENDANCE PATTERNS & SIGNING IN

Employee attendance is an important factor in the successful operation of the Woodbridge Township School
District and the continuity of the educational program. The district considers satisfactory employee attendance
a most important job requirement.

Employment carries with it the personal responsibility of each employee to be on the job on time every
scheduled work day. This responsibility includes maintaining good health standards, taking reasonable
precautions against accidents, both on and off the job, and managing personal affairs so that the attendance
requirements can be met.

Unsatisfactory employee attendance creates additional expenses, affects the work schedule, and disrupts
continuity in instruction.

Swipe/Scan

All employees shall be issued an identification (ID)/access card which shall be used to digitally track the
working hours of each employee. Employees are required to possess their ID/access card during the work
day. Employees shall be required to scan in at their designated location at the beginning of the work day or
shift and scan out at the end of the work day. This includes scanning in or out when a staff member takes
authorized leave during a work day. Each employee is responsible for their own scanning. Employees are
prohibited from scanning in/out another employee or having someone scan them in/out.

Lost or stolen ID/access cards shall be reported to the business administrator immediately. A lost or stolen
ID/access card shall be deactivated and reissued.

School staff members violating regulations for scanning in and out of work may be subject to disciplinary
measures.
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