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445 TEACHER OBLIGATIONS WITH REGARD TO SUBSTITUTES 

 

 I. PURPOSE 

 

The purpose of this policy is to identify the responsibilities of a teacher regarding 

absences and substitute teachers. 

 

 

 II. GENERAL STATEMENT OF POLICY 

 

Teachers are responsible for promptly entering their absences into the online absence 

management system and communicating their absences to the building principal or 

administrative supervisor. Teachers may arrange substitutes for both anticipated and 

unanticipated absences. All employees are expected to observe the following guidelines. 

 

Anticipated Absences: Report the anticipated absence to the principal/supervisor as soon 

as possible before the absence and enter the absence request in the online absence 

management system. 

 

Unanticipated Absences: In the event of an unanticipated absence due to illness, 

emergency, etc., make every possible effort to inform the principal/supervisor as soon as 

possible.  The absence management system begins calling substitutes at 6:00 a.m.  

Teachers should enter absences into the absence management system early enough to 

allow a reasonable amount of time for the system to find a substitute and to allow the 

substitute time to prepare and arrive to the classroom at or near the scheduled time. 

 

If an absence unexpectedly extends for more than one day, teachers must enter the 

absence into absence management system as soon as possible. 

 

Lesson Plans: Teachers are expected to have lesson plans prepared and available for their 

substitutes. 

 

 

 

Cross References: District 77 Policy 446 (Substitutes - Employment Procedures) 


