
Academic Affairs Absence and Substitute Guidelines
February 23, 2017

1. Generally, paid substitutes will be approved only for absences of greater than one academic week. Missing one evening class of 3 hours or more is equivalent to missing one week of class.  Paid substitutes may include an adjunct faculty member or a regular faculty member when the absence is greater than one week.
2. Generally speaking, for an absence of less than one week, faculty members may choose one of the following options for coverage:
a) Cancel class and provide an alternative assignment (such as a library or online assignment) when the faculty member knows about the absence in advance.

b) Cancel class with no alternative assignment, especially if it the absence is unexpected.

c) Arrange for a regular instructor to cover the class as “collegial coverage,” a professional courtesy. Collegial coverage is not compensated for the first week.
Exceptions:

a) Public Safety or Health Sciences courses where the curriculum is prescribed by POST or by accrediting bodies when every topic be covered.

b) A course is strictly sequenced with each class session building on the previous class session, such as calculus or chemistry, and any loss of instructor time is detrimental to students in meeting the student learning outcomes of the course.

3. Department Chairs will not approve a one day absence, except in extraordinary circumstances as approved by the Supervising Administrator. 
4. For a multiple day absence, with prior approval by both the Department Chair and the Supervising Administrator, a paid substitute may be assigned. A Schedule Change Form (SCF) must be approved by the Department Chair and Supervising Administrator prior to services being rendered and before payment can be made. In an urgent situation, Chairs can secure approval by phone or email and follow up with a SCF.
5. Regular faculty may offer “collegial coverage” to both other regular faculty members as a professional courtesy. No compensation is provided for “collegial coverage”.
6. Adjunct instructors are permitted to cover for regular or adjunct faculty only with prior approval by both the Department Chair and the Supervising Administrator, and only for pay as an official substitute through a schedule change form. In other words, adjunct faculty members may not provide “collegial coverage” and are not allowed to “trade” coverage.  
7. Neither regular nor adjunct faculty should offer or accept direct payment, in any form, for arranging or providing class coverage.  In other words, faculty members should not informally arrange their own coverage or offer to pay other colleagues out of their own pockets.  Doing so could lead to disciplinary action.
8. Any regular or adjunct faculty absent for any reason from a class must submit a Notice of Absence Form Department Chair and Dean for signature.  If the absence is due to travel for a conference or other approved District business, then the signatures on the travel form indicate approval and a Notice of Absence is not required.
9. Regular and adjunct faculty must notify their Department Chair and/ or the appropriate administrative assistant, in advance, whenever possible,
10.  If a faculty member plans on cancelling, moving or relocating a scheduled class for any reason, he/she must notify the Department Chair and Supervising Administrator.  For example, if the air conditioning breaks down and classrooms are dangerously hot, a faculty member must notify the Department Chair and Supervising Administrator before cancelling a class. Faculty should use their best judgment about the safety of students.
11.  If a class is cancelled after normal business hours, faculty members should leave a message with their Department Chair and the Department Administrative assistant.
Article 29 of the District/AFA Contract 

http://www.afa-srjc.org/Contract/Articles/art29.pdf
Board Policy 4.7.1 and Procedure 4.7.1P” Absence Reporting

http://www.boarddocs.com/ca/santarosa/Board.nsf/Public?open&id=policies#
http://www.boarddocs.com/ca/santarosa/Board.nsf/Public?open&id=policies#
Board Policy 4.8: Absences

http://www.boarddocs.com/ca/santarosa/Board.nsf/Public?open&id=policies#
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