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POLICY:
When any employee finds that they must be absent from duty, they shall notify their immediate supervisor and/or the building principal at the earliest possible moment.  It shall be the responsibility of the director or supervisor to secure substitutes as needed.

PROCEDURE: 
1. If a staff person must be absent, and is aware of this in advance, he or she will complete the appropriate leave form required by the district.  Once this form is signed by the Head Start Director, the staff person is responsible to notify the Special Education Secretary to make arrangements for a substitute if needed.

2. In the event that a staff person must be absent unexpectedly, please follow the designated guidelines below:


Teachers…………………….…...District Substitute List/Education Coordinator


Paraprofessionals…………..…….………….Substitute Secretary Home Number


Coordinators……………………………………………......….Head Start Director


Cook, Cook Aid……………………………………………..Food Service Director


Bus Monitors…………………………….……Substitute Secretary Home Number


Custodians……………………... Lead Building Custodian/Director of Operations


Secretaries……………………………………Other Secretary/Head Start Director


Family Advocates………………………………………………SS/PI Coordinator


Special Education Staff……………………….....Message on Disability Extension

3.  Immediately upon return, staff should complete district leave form and turn in to Head Start Director.

