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SUBSTITUTE PERSONNEL

The use of substitute personnel shall be as follows unless otherwise authorized by the president:

I.
A substitute is a person employed on a temporary basis to fill a vacancy created by the absence of any member of the instructional, administrative and professional staff.  If employment of the substitute is determined to be necessary and if authorized by the president, the following will apply:

A.
Requests

1.
Instructional substitutes will be requested by the appropriate supervisor.

2.
Administrative/Professional substitutes will be requested by the appropriate supervisor.

B.
Employment

1.
A properly qualified person will be used as a substitute, except in emergency situations which shall be approved by the president.

2.
Compensation for substitute instructional, administrative and professional personnel will be based on the substitute rate as provided in the salary schedule.

II.
Prior to the beginning of every academic year, each division director and program chairperson should recommend to the president a list of personnel who are qualified to be used as substitute instructional personnel.

III.
The substitute personnel list must be approved by the Board of Trustees.

IV.
Annually, the president shall submit to the Board of Trustees a salary schedule for substitute instructional, administrative and professional personnel.
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