


Time and Attendance: Operational employees  Category: Administration 
 Workforce Management 

Procedures for Juvenile Justice Centres  Page 2 of 3 
Department of Justice NSW  

 
Verifying attendance 
1. Verify employee attendance at the commencement of each shift 

 

 
Recording unplanned absences 
1. Note any changes on the daily roster schedule 
2. Provide advice to time and attendance or administrative officers 

Time and 
Attendance / 
Admin 
Officers 

People you need 
 Employees 
 Duty Manager 
 Assistant Manager (G) 
 
Monitoring attendance 
1. Check  to ensure that employees have 

recorded their attendance and that sign on times have been 
verified by a supervisor 

2. Enter  
3. Report any exceptions to minimum recording or verification 

standards to the Assistant Manager (G) 
 
Recording unplanned absences 
1. Review absences to ensure compliance with Section 5.6 of the 

Rostering policy 
2. Update roster noting absences and staffing changes 
3. Report any anomalies in vacancy management practices to 

Assistant Manager (G) 

Unit Manager 
People you need 
 Employees 
 Assistant Manager (G) 
 
Monitoring attendance 
1. Discuss time and attendance issues with relevant employees at 

Supervision Meetings 
 

Assistant 
Manager (G) 

People you need 
 Employees 
 Time and Attendance officer 
 Centre Manager 
 
Monitoring attendance 
1.  

2. Notify Centre Manager of any issues or concerns regarding 
recording or verifying attendance 

 

Centre 
Manager 

People you need 
 Assistant Manager (G) 
 
Monitoring attendance 
1.  






