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If an employee’s iliness or injury requires extended absence, i.e., an absence of three or
more days, notification of that absence must be made daily, until an official medical
verification has been provided to the college detailing the necessity for continued absence
and the expected date of return to work, including a release to return to work.

Academic Employees — 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.

This notification is required even if the faculty member has a suggested substitute in mind
for covering his or her class.

Excessive Tardiness/ Absenteeism
Excessive use of sick leave, tardiness, and failing to use the call-
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