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Report of Instructor Absence Form/Cancellation of Scheduled Class


Course title, number and section:_______________ 
Scheduled meeting time:____________

The scheduled meeting of this course was cancelled ( ) or not covered ( )  (check one)
by (name of instructor)______________________________________________
on (date) ______________________________.

State the reason given by the instructor assigned to this course for not attending the above course meeting or arranging coverage for the class meeting.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What arrangements were made to make up the instructional time the students are owed?
(It is the responsibilities of the Chair to make these arrangements with the instructor or an appropriate substitute.)
[bookmark: _GoBack]________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Has the lost instructional time been made up?   Yes ( )             No (  )  
If so, when was it made up? _________________________________________________

Instructor (signature)_____________________________________________________



Chairperson, please fill out the following:

Had the instructor received written information clearly outlining the steps s/he was to take to notify the Chair and his/her students of this cancellation/absence?  Yes ( )    No ( )

	If yes, indicated date it was submitted _________________ (please attach a copy)


If the instructor is an adjunct, does the missed time exceed the limits for paid absences?
	Yes (  )			No (   )

	If yes, has Human Resources been advised to make the necessary salary 
	adjustment?   Yes (  )    No (   )



Chair  (










