
ASW Steering Committee Meeting Minutes – Mar. 4, 2017 
1040 Hollywood Rd, Kelowna 

Attending: Shari Featherstone, Crystal Volansky, Mark Jummun, Kevin Black, Carmen Quinlan, Tracy 

Liesch, Lynda Minnabarriet, Dave Cavezza (SD23 guest), Tammy Sowinski 

1. ATTENDANCE DATA MANAGEMENT 

The functionality of the Excel analysis tool developed by the external specialist was reviewed by the 

group.  It’s considered to be in the Beta version of review and is approaching completion of the 

initial deliverables requested.  It was explained that employee #’s will be added to several of the 

reports, so that employees with the same names can be differentiated.  The final aspect of this 

phase will include automated routines that facilitate the process of adding new data (from SRB or 

SDS extracts) into the analysis tool.  This is expected to be completed in the next few weeks. 

i. Shari explained the definition of “incidental absences” being 1-5 days and that it’s possible there 

may be employees who are off work longer than 5 days but are not otherwise supported by 

existing services/resources such as JEIS, LTD, WSBC etc.  The group discussed this and it was 

noted that smaller districts generally have a better awareness of the employees who are off 

work.  It was agreed that the incidental absences as defined is a good starting point and 

moving forward it can be further reviewed as the process continues. 

ii. Shari stated that it’s important this tool be maintained “as is” for the most part and access to it 

should be restricted to only those who will directly use it. It provides comprehensive analysis, 

but being an Excel product it is not well protected from accidental changes that would create 

functionality problems.  There are other programming options available to “safeguard” the data 

better, however there’s a higher cost associated with it.   

iii. Tammy suggested that a “field map” document be prepared that explains the tool - what it is, 

how to use it, etc. and Shari agreed this will be provided once the tool is fully complete.  

 It was also explained that employee number will be added to several of the reports to avoid 

confusion should there be employees with the same name. 

The idea of including “replacement” information in the Calendar Report to indicate the impact 

of the absences in the workplace (such as replacement days and # of different TTOC’s) was 

discussed.  Shari will explore this idea with SD’s to determine whether this can easily be 

extracted from existing data and if so, it will be discussed with the data specialist. 

Shari also noted that it would likely be helpful to include a brief “glossary” to clearly define 

several of the key terms and components of the analysis calculations (occurrence, percentile, 

absence rate). 

Action Item: Shari will prepare a field map document when analysis tool is completed.  A brief 

glossary will also be included on the spreadsheets for clarify when reviewing.  Shari will 

work with SDs to determine whether information about replacements (TTOC’s etc) can 

be easily extracted from their databases and then inquire with the data specialist about 

the possibility of including this in the Incidental Calendar. 



iv. Shari indicated that while the data specialist is completing the final analysis routines, she will 

work with SD’s one-on-one as required over the next few months to ensure their database 

extract is compatible with the analysis tool, is pulling the correct information and to begin initial 

stages of real-data analysis. 

Action Item: Districts will work individually with Shari at whatever stage they are at with data 

management with the goal of beginning real-data analysis. 

v. The group discussed the idea of using the analysis tool to look at a broader range of absences 

(such as varied absence lengths, other types of leaves etc).  It was agreed that this could be 

very useful and may be considered in the future.   

Action Item: Shari will inquire with the data specialist for his opinion on whether it’s possible to 

expand the existing tool and/or other options and the cost to do so. 

2. ATTENDANCE SUPPORT PROCEDURE 

The group reviewed the overview of the Attendance Support process, and discussed the specific 

steps.  Several options were presented for the Awareness stage (after data analysis and review has 

been completed and an employee has been identified as an appropriate candidate for the 

Attendance Support program).  The first option is to schedule an informal meeting with the 

manager/PVP with the employee and the second option is to provide an information package.  Both 

options entail providing the employee with their attendance data and additional wellness resources 

available to them.  Shari provided a “mock-up” of an information package and also displayed a 

“branded” folder developed by another SD.  Tammy advised that BCPSEA is currently working on a 

provincial brand for the topic of employee and workplace health – the group agreed this would be 

beneficial and progress on this front will be monitored. After some discussion, the group affirmed 

that starting with the information package would likely be more favourably received, and could 

well result in improved attendance for most employees. 

The timeline for following up after the employee has either been provided with the information 

package and/or had informal conversations with their manager/PVP was discussed by the group.  It 

was agreed that 3 months is a good target, however there may need to be some flexibility if the 

period is over Christmas or Spring Break, for example. The specific timeline would be established 

case by case, using 3 months as a guide. Districts will likely be running the attendance reports 

monthly so if a concern arises before a scheduled three month review an earlier follow up with an 

employee could be set up.   

Shari noted that once an employee has been referred to the Attendance Support program, the 

informal phase of awareness, monitoring and follow-up could take a minimum of 6 months and 

possibly longer depending on each situation and whether the attendance improves or not along the 

way. 

3. COMMUNICATION PLAN 

The vision and objective of the communication plan was reviewed by Shari. While there will be more 

formal announcements and meetings when all aspects of the program preparation are completed, it 

was recommended that efforts are made now to provide ongoing awareness information about the 

four pillars of employee and workplace health (wellness, safety, disability management, attendance 



support).  Brief Employee and Workplace Health bulletins will continue to be provided to SD’s - they 

were encouraged to forward them via email to managers/PVPs and raise awareness about them at 

meetings.  Lynda noted that Susan from SD53 has been sending weekly “HR Yak” emails to 

managers/principals for some time, and the bulletins have now been incorporated into them. 

Awareness bulletins will also be prepared to provide to employees – Tammy recommended unions 

are notified of this prior to this phase.  Shari explained the objective is to provide information about 

all four pillars, ending with Attendance Support.  This will lead into more formal communications 

such as training managers, PVPs, announcements to stakeholder groups about the Attendance 

Support program. 

An employee survey was also discussed – it has been suggested and used by some pilot SDs.  Shari 

indicated surveys can be a useful way to gather information from employees.  Crystal from SD10 

indicated they participated in the Morneau employee health survey in the Fall, however response 

rate was extremely low despite multiple reminders to employees.  Lynda commented that it may be 

better to delay a survey until employees are a bit more informed and aware of employee and 

workplace health and the Attendance Support program, so that their responses include their 

perspectives on it.  Tammy emphasized that it’s important to be clear on what information is being 

sought and what the SD intends on doing with the information.  Shari agreed to provide the SD34 

survey questions to the group. 

Action Item: Shari will continue to provide awareness bulletins to progressively increase awareness of 

all four pillars of employee and workplace health.  Shari will continue to work with SDs 

to refine and clarify survey issues:  what information is sought and what will be done 

with the collected information. 

4. PROJECT TIMELINE 

The group discussed the estimated timeline for moving forward with the Attendance Support project 

(a timeline handout was provided by Shari). In general it was agreed that for the remainder of the 

school year work will focus on finalizing data issues, increasing awareness among stakeholders, 

ensuring internal disability management processes are well established and planning for September 

implementation.  

It was discussed that BCPSEA is offering one day Train the Trainer workshops on Apr. 3rd and 4th.  

Shari and Tammy will both attend the workshops - SDs will determine who will attend.  The group 

also discussed the timing of offering this training to managers and PVPs – Lynda suggested it may 

work better to plan for this closer to or into the Fall (SD74 may look at providing this training during 

the PVP retreat held at the end of August). 

The group also agreed that with a September start date, the first overall data review of incidental 

absences would be approximately 3 months later, after which those employees in the 95th percentile 

would be reviewed with manager/principal consultation to determine which employees may be 

referred to the Attendance Support program (while others may require disability management). 

5. NEXT MEETING DATE   

The next meeting is scheduled to be via phone conference on Apr. 25th at 11 am. 

The meeting adjourned at 1:30 pm. 


