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The Staff absences module can be used to show how to replace a staff
member with a cover staff in the event of an absence.

Staff Absences
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List of details that need to entered if using the Staff Cover functions.

Staff Details - Receives Timetable

(] Administration [ Junior School [ Science Address
[ Co-Curricular [JLOTE [ Special Needs
] Computing [OMathematics [JTAS
< Creative Arts [ Music Home Phi
[X] English ] PDHPE M
] History [ Primary School g
[X] HSIE [ Religion -
Faculty Receives Timetable: [&]

Pastoral Care Team:
— Casual Teacher O]

Must have the Receives Timetable box checked.

Staff Details - Teaching Load

Staff Details WWCC Alert
‘DEN]__‘Denbigh John i Head of Middle School 21500063 )
Fy[Code ™| Surmame | Fest N ‘Sacord Names Known A6 %) Positon | Commanity 1D
[ General Info | Classes | Timetable | Tutor Group | Absences Extras | Cocurmicutar | Groups | Professional | Correspondence | Notes | Conficential | Textoooks |

School Info [ Confidential Il

WWCC No. 12345 :
wwee ate 1/08/2013 _[E1:
WWCC Status Barred

vvvvvvvvvvvvvv - . o

Positon: Head of Middle School

WWCC Responsivl 1
Staff member &5

Enter the Teaching load for all teaching staff. The teaching load field can vary
from the actual number of lessons timetabled, and so is hence a manually
entered field. | might be allocated a 30% release to be the Sports
Coordinator, and then the classes assigned to me only make up 65% of a
teaching load. Common. 70% is what schools enter into the teaching load
field.
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Staff Details - Timetable options

R fc &=l FlEl el ]
Man Back  Viewhs A Frg Pt Emal _Mow SFormer  Class  POD RoMSCasses  Curent  Community Meeting
Mery st New Teacners horu oy Former S S

Staff Details WWCC Alert

[0EN) " ][Denbigh (ane IC I )[Fead of Micdee School Jo[s00063 ]

Wk Ay s DT Sacond amas Xown 7 % reser % Commanty
General Info | Casses | Timetavie | Tutor Group | Absences Extras | CoCurricular | Groups | Professional | Corresponcence | Notes | Confidential | Textoooks

Current
Week A l Week B &5 Print Timotable
Monday Tuesday Wednesday  Thursday Friday [or———y o
Betore School PGO 1 xemit from Extras
Tusor Grovp X ] ] [ T [ xtras Count
Period 1
w, SEY °
Poriod 3 12441 g
—= (st be eniered n e
Rocess PGO Onsé Pl
Period4 | o7OTE [ Vo # Grounds
Outes, 7 assiged
Poriod § Timetabled
Lumeh 1 PGO Cafe
Lunch 2PGO o
Period 6 Total 13
Duty L
Poriod 7
Aer Schect FGO o
After School
Class.

1. If the staff member is to be exempt from extras.

2. Reserve Lessons is entered if the staff member has nominated a couple of
lessons in their timetable cycle where they are likely to be called up for an
extra.

3. That lesson count field, which can include extra duties such as described

above, can total up the lessons timetabled, plus non-timetabled allocations
as per this example.

Staff Absences from the Staff file

emugy < QUG b= | i | i
Main Back  ViewhAs  Add Find Find Pint  Emal MoveTo 57 O Foster Classes ~ Current  Community Meeting
= D™ New ™ Teachs Menu  wemu FomerStaft  Statt fCoverExias Shdents Deiais”  Times
Staff Details WWCC Alert
[DEN)[Denbigh ook I I J[Head of Middle School ] o[s00063 ]
Fjode %] Swname %] Frst Name ‘Second Names Koown s 9] Poston o) Commanity T
General Info | Classes | Timetable | Tutor Group | Absences Extras | GoCurricuar | Groups | Professional | Correspondence | Notes | conficential | Textoooks |
Residential Address
[shil@denbighcomau ] - Provery:
P ctiail Address map  Street:[T Denbigh Street
mEI:lmm' T Subur: [ Cobbitty State:[NW ] PC:[2570 |
B\t (Hons). M. ssdress 10:[A15695 |
Postal Address
I Y - vy | [
m Street :[ 5 Murray Court
Phone Bt Suburb :[Murrayville state :[NSW | PC
‘Administration ] Junior School ] Science Address ID :
IO co-Curricular  [JLOTE O Special Needs
[Ocomputing ~ [IMathematics ~ [JTAS
X creative Arts [ Music: Home Phone : sient ()
I& English [ POHPE Mobie {0414 123 456 i [ Chid Protection Certifcate.
IO History [ primary School 508:[5 Sep 1969
I HsIE O Religion —
Faculty Receives Timetable:
Pastora Cre Team: []
Canal Tescher (6]
Campus.

Click Class Covers/Extras to create staff absences, this will take you to a
separate page which the user can then edit and add absences.

>

- NCNIDINL SQtaff Aheancac Madiila



Daily Staff Absence Entry

000 Staff (DenbighFMS12Master)

Message

No absences have been entered for 10/9/2013

This will display any current absences for the day. If there are no absences
for today a message will display. Click Ok.

Reason for Absence

Periods.
1 2 3 4 5 6
BIRDICICE

: EEEEEe

To create a new absence click the Add Absence button.

RN AR RN (AR R RN

ALLT Mr Trevor Allesch
AMPH Ms Hilary Amponin Jr
ANGC Mrs Caroline Angel
ARCD Mr Douglas Arcidiacono

ARMG Mr Greg Armitage
AYRS Ms Siobhan Ayre

BAIR Mr Robert Bailey El [ |
BALG Mrs Genevieve Balean | S—|
BERP Rev Punam Berman -
BIRM Ms Michele Bird [ ﬂ

1. Choose the teacher that is absent from the drop down list, or enter the staff
code if known

iMr D Adams

Annual Leave
Isick Leave

In School
|off campus

«  BErETE=

Enter the type of leave. (This list is customizable), A drop down menu will
appear with preset leave types to which the user will select one.
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|
SaffCode _Staff Name
{ADAD. iMr D Adems

Tyoe
Sick Leave

T — ——

Enter the reason for absence. (This list is customizable),

SeeTeTe e

Tutor Group

O Preview only

(]
© print caly &
® preview ana print | | Prnter

© |04 fTutor Group frca (=] & B [ o
— | Ms2st d2ps f13 l O B0 & [ o

1. Choose a staff member to cover
Or

2. Click the suggest button, doing this will bring up a list of teachers who
can possibly be used to replace the absent teacher.
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The list will omit all staff that are absent for the date in question, and also
omits those who have a timetabled lesson.

It then presents the list sorted as per the following: Reserved teachers first,
those in the same faculty next, and then the ones with the biggest teaching
load next.

Hover over the Timetable button to view any staff member’s timetable.

TAS o o T o o O
Y TAS a o 3 1 30
Mrs R McMaster TAS o o 2 2 4 O
Mrs M Shaw TAS o o 2 2 4 O
Ms R Viahos TAS o o 6 1 4 O
Ms L McLeod TAS o o o o 7 O
Ms K Ford TAS o o 1 9 1 0O
Ms P Skinner TAS a o o o w7 O
Mrs N Mirdad TAS o o 1 e 17 0O

Select the appropriate teacher to choose as cover
Displays if this lesson time is Reserved for extras
Totals how many lessons this teacher has today
Totals how many extras today

Totals all Extras

Extras divided by Load

Teaching Load

Has a Tutor Group (Home Room)

Total Playground Duties.

ONoOOGRWN =

m 1/02/16 .1 utor Group F2.6

O m a8 o
RoRD i Adas fowsfoopt R3 { T Bmem™Oa
Tigs [1omA8 d6p2 g2 [ @0 am [ o
[Sick Leave

[Flu

Periods

e

Tutor Group

s w B EEe]

1. Check the Extra box if it is to count as an extra. If it is for a make up time
or a teacher is available due to students on an excursion, leave unchecked

2. Click to add information for the covering teacher

3. Print instructions for covering teacher for this class

4. Email the covering teacher the details of the class
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Extra's Instuctions

Instructions for Cover

m Date of |
Absence

Teacher Extra [Mrs C Angel

IMs | Berzins

Teacher Absent

Period Room

|
H
Wark to be completed in class ‘
[Please follow up on A R |

100=4 B Browse

Enter or copy instructions for the covering teacher regarding the class.
(Whenever pasting test from another program remember to use the paste
without formatting function (Command Option V for Mac, Control Shift V for
Window's). Standard text can be set up if necessary.

9 Denbigh Demonstration School

Teacher extralin lieu/replacement

Tuesday, 10 September 2013
To: Mrs C Angel

Please take the class indicated below for: Ms Julie Berzins

Period: §
Class: MS2S1 - Mathematics Studies
Room: Q1.3

Work Set: Please follow up on Algorithms homework.

Thankyou for taking this class.
Please mark the roll below, and return it to the class teacher.

Class List for MS2S1 - M: -MsJ

Name Name
Borger Siu

Curran Alex

Curran Kari

Jobson Alex

Leerdam Belinda

MacNeil Lachlan

Seidl Reni

The printed instructions will be given to the substitute/replacement teacher to
take attendance in the designated class room.
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When an email is sent the box is checked. "Back to List", lists all absences
for the day.
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