
 
 

Attendance Support 

Suggested Responses to Common Questions 

Employees may be concerned or defensive or may request that a union representative attend the meeting with 
them.  The most important thing to remember is that the employee must leave the meeting with the understanding 
that they have been supported and with an increased awareness of the importance of regular attendance.  

The following are some common questions you may hear from an employee or union representative, and suggested 
responses: 

1. Is the meeting mandatory? 

The meeting is necessary. We would like to talk with you about your attendance at work and whether there 
are any barriers that may be impacting your attendance. We want to support you to attend work more 
consistently. 

2. What will happen if I/the member refuse/s to meet with you? 

If you choose not to meet with us, we will follow up with a communication to express why we wanted to meet, 
our expectations going forward, resources available that may help support your health and wellness and, of 
course, confirming that you chose to forego the opportunity to have a dialogue and share information. 

3. Are you directing me/the member to meet with you? 

We are not directing you to meet with us or risk being seen as insubordinate. Rather, we will confirm why you 
do not want to meet and will follow up with a communication about why we wanted to meet, sharing 
information about supportive resources within the district and our expectations going forward. 

4. Are you required to have this meeting with me? 

I want to be a part of this meeting. I want to show you/the employee that I care about your well-being, that 
your attendance and contributions at work are valued, and to see if there is anything the district can do to help 
support your attendance. 

5. What is the purpose of the meeting? 

The purpose of the meeting is to have a conversation about your attendance and share expectations and 
information to support you in achieving regular and consistent attendance at work. 

6. Is this meeting culpable or non-culpable? 

The meeting is non-culpable. 

7. Will you be keeping notes? 

I will only keep notes of the fact that we had this meeting, general topics discussed (see form below) and any 
follow-up actions I commit to. I will not keep any notes of what we discuss or include any confidential or 
personal information. 

8. Where will the notes be kept? 

The form will be kept by Human Resources in a confidential file, not in your personnel file. 

9. Why are you talking to me? My colleague’s attendance is much worse. 

I am concerned with your attendance. I want to check in and make sure you are getting the help you may need 
or that I or the district can offer. 



 
 

10. Are you saying you don’t believe I have been sick? 

We are not questioning the legitimacy of your absences. We are concerned about their frequency and want to 
see if there is anything we can do to support your health and wellness. 

11. Do you expect me to come to work when I am sick? 

No, but I do expect you to take care of yourself and take steps to improve your health and wellness and 
attendance at work as you are able. 

12. I have doctor’s notes for each of those sick days that you mentioned.  Don’t you realize I was sick on those 
days? 

I realize that you were sick on those days and I don’t believe that you are abusing the sick leave policy, however 
I’m concerned that you are struggling with attending work on a regular basis. My intention is to understand 
more about the nature of your absences and provide supports and resources for you so that you are able to 
attend work regularly.  If you have a chronic medical condition perhaps there are ways the district can help or 
support you in this – I’ll reach out to Human Resources to connect with us regarding the process for a workplace 
accommodation. 

13. Why are you singling me out? I feel harassed. 

I am not singling you out. All employees’ attendance is monitored on an ongoing basis, however your frequent 
absences make you stand out. You are not being harassed. As your supervisor, I have an obligation to inquire 
and make you aware of any concerns the district has and to offer support 

 


