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Absence Notification Procedure for Employees 

(See PG B443 for procedure for returning from illness absence) 

1. Employees with DAY Assignments. 
a. Employees who find it necessary to be absent for unexpected

reasons should call the designated person at their college as     soon as possible 
before the absence. 

b. Employees who expect to be absent for reasons known in advance
should provide the appropriate campus administrator with the
necessary information I writing at the earliest possible date.
 

c. When such personnel are ready to return to service, they should 
notify the designated person at the college not later than 3 p.m. on the working 
day immediately preceding their return to service. If such notification is not 
made, the college will order the substitute to report on the following day and 
if,, on the following day, both substitute and regular employee apdear for duty, 
the substitute and not the regular employee will be paid for service. 

2. Employees with EVENING Assignments 
a. Employees who find it necessary to be absent should, if possible, notify the 

designated person at the college on the day before the absence will take place, or 
if this is not possible, before 3 p.m. on the day on which they are to be absent. 
Personnel who serve in more than one college must call each college separately. 

b. When such personnel are ready to return to service they should notify the 
designated person at the college between 1 and 3 p.m. of the day they wish to 
return. If such notification is not made, a substitute may be called by the college 
and if both substitute and regular employee appear for duty, the substitute and not 
the regular employee will be paid for service. 


