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HARTNELL COMMUNITY COLLEGE DISTRICT 
 

AP 7344 Attendance Policies and Notification to District of Illness or Absence 
 
References: Education Code sections 87781 and 88191, C

late arrivals or absences for all 
employees.  
 
Where collective bargaining agreements or working conditions contain additional or 
conflicting rules around absences or notification of absence, those agreements and working 
conditions control. 
 
I. Attendance and Hours of Work 

 
a. Classified staff 

 
All employees are expected to be at work, ready to work, at the beginning of each work 
day. If ���v�����u�‰�o�}�Ç�����[�•��work requires that they be away from their normal work station, 
e.g., at a meeting, or consulting with people from another office, their whereabouts 
should be reported to their supervisor, following procedures established in their 
department or division.  

 
Arriving late to work at the beginning of the work day and after scheduled breaks or 
meal periods, or leaving early, is prohibited. 

 
Within the work day, each employee will be provided a paid non-
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and ready to work during all scheduled work times, will be deemed to have an 
unauthorized tardy or absence and will not receive compensation for the period of 
absence. 
 
�h�v�o���•�•���š�Z�������u�‰�o�}�Ç�����[�•�������•���v���������µ�����š�}���]�o�o�v���•�•���}�Œ���]�v�i�µ�Œ�Ç���Z���•���������v���•�µ�‰�‰�}�Œ�š���������Ç������
�‰�Z�Ç�•�]���]���v�[�•���v�}�š�����Á�]�š�Z�������•�‰�����]�(�]�����Œ���š�µ�Œ�v���š�}���Á�}�Œ�l�������š���U���š�Z�������u�‰�o�}�Ç�������u�µ�•�š���Œ���‰�}�Œ�š���Z�]�•���}�Œ���Z���Œ��
absence daily. Unless there is a different period stated in the em�‰�o�}�Ç�����[�•�����}�o�o�����š�]�À����
bargaining agreement or working conditions, an absence of three or more days due to 
�]�o�o�v���•�•���}�Œ���]�v�i�µ�Œ�Ç���Œ���‹�µ�]�Œ���•�������•�µ�‰�‰�}�Œ�š�]�v�P�����}���š�}�Œ�[�•���v�}�š���X��  
 
Faculty �t A faculty member who must be absent due to illness or injury must notify his 
or her immediate supervisor of the intended absence as far in advance of the start of his 
or her work shift or first class as possible so that a substitute instructor might be found, 
unless conditions make notification impossible. If that supervisor is unavailable, the 
employee may contact the next level supervisor or the administrative assistant who has 
been designated to receive such notifications.

 

 






