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If you work for Student Services and are unable to work or meet a class, our office must be notified immediately on the Student Services Absence Line:

ALL STAFF:


(Dial (925 424-1470)


It is important that you leave the following information, as appropriate:



A.
Your Name



B.
The reason for your absence (generally).



C.
The classes to notify (times/room number)



D.
A contact phone number.

B.
Staff attending conferences or meetings off-site is asked to phone in a reminder to the absence line.  An assigned support staff member will notify appropriate Student Services staff.


NOTE TO FACULTY:


(
If you are absent due to illness or other reason, a “Report of Absence” form will be prepared and generated by an assigned support staff person and provided to you upon your return for your signature.


(
If you have submitted a “Request for Leave of Absence Report” or “Conference Request Form” please notify the absence line.  


(
In the event the appropriate administrator approves a substitute, it is the instructor’s responsibility to provide appropriate instructions and materials for a substitute.  Any arrangements to accommodate the absence must be approved by the appropriate administrator.


(
Faculty who also work for another discipline/dean are required to also notify the faculty absence phone line at 424-1390.  It will be your responsibility to work with your administrator and assigned Dean on who will be responsible for preparing absence reports.
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