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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

ABSENCE FROM DUTY

I.
POLICY

1.00 
GENERAL STATEMENTS

1.01
The Allen County Community College Board of Trustees have established conditions whereby an employee may be absent from duty.  These conditions are:



a.
Sick Leave


f.
Holidays



b.
Maternity Leave

g.
Personal Day



c.
Leave Without Pay

h.
Vacation



d.
Bereavement Leave

i.
Jury Duty



e.
Emergency Leave

1.02
The Allen County Community College Board of Trustees, establishes policy concerning absence from duty.  Therefore, any absence from duty for reasons not included in the conditions listed above must result in leave without pay.

2.00
SPECIFIC STATEMENTS

2.01
Professional meetings, faculty committee assignments, and other related items are considered professional responsibilities and, if properly authorized, the performance of these tasks is considered to be fulfilling attendance responsibilities even though the assignment may require an individual to be off campus.

2.02
It is realized that faculty or staff members may be unavoidably prevented from meeting their assigned responsibilities on occasion, however, every effort should be made to have each class or responsibility conducted -- either by the person responsible or by a qualified substitute.  It is imperative that cancellation or dismissal of classes have prior approval by the Dean of Instruction and/or the Vice President for Academic and Student Affairs.  Substitute coverage of classes or assignments must have prior approval.

2.03
If time permits, all requests and approvals should be in written form.

2.04
Failure to comply with this policy may result in a reduction of the contract salary on a pro-rated basis.  Repeated violation of this policy may result in disciplinary action up to and including termination of employment.
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II.
PROCEDURE

3.00
REPORTING ABSENCES

3.01
In the event that an employee is to be absent from duty, the Dean of Instruction or immediate supervisor should be notified immediately.

3.02
Arrangements that have been made for handling assignments or classes should be reported in writing by the Dean of Instruction or immediate supervisor to the personnel officer to maintain accurate personnel records.

3.03
All faculty are subject to conditions in the Master Agreement between the college and the Association.

3.04
The employee is responsible for completing an Absence Report and submitting same to their immediate supervisor within (3) three working days upon return to work.

Adopted:  1990
Revised:   1997
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