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P6Hx23-2.25
PROCEDURE:  PERSONNEL - ABSENCE - FACULTY (TEACHING) -ABSENCE OF AN INSTRUCTOR FROM CLASS

If an instructor must miss a class or classes:

I.
The provost or program director must be notified as far in advance as possible so that provisions can be made for the class(es).

II.
When an instructor uses sick leave, the proper form must be completed as soon as duty is resumed.

III.
When an instructor uses leave, other than sick leave, the proper forms must be executed before the scheduled absence from class(es).

IV.
The provost or program director, after determining that an instructor is absent, may serve as substitute, request a substitute, or request a faculty member to substitute.  Pay for a substitute will be based upon the substitute rate as provided in the salary schedule.  If a provost, program director, or faculty member substitutes during normal working hours, and is paid substitute pay, such time must be made up.

V.
If so requested, the human resources office will assist in obtaining a substitute.

History:
Amended 10/2/84, 7/16/85.  Effective 8/29/85; 6/18/96.  Filed - 6/18/96.  Effective - 6/18/96. 
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