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6.18.2.2 Procedure for Assigning Paid and Unpaid Short-Term Substitutes. Members shall 
notify their deans or their designees as soon as possible when they are going to be absent from 
work, including whether the absence will be during any scheduled assignments. If the absence is 
expected to occur during a scheduled assignment, the unit member shall do one of the following: 
  
a) Cancel the affected class(es) and/or assignments and provide notice of the cancellation to the 
department chair and dean; 
  
b) Request a voluntary unpaid substitute (See Substitution: Faculty, in 5.3 of the CBA). Requests 
shall be approved if the following criteria are met: 
  
1. A qualified and eligible substitute is available; and 
2. For instructional assignments, the unit member provides the unpaid substitute with a lesson plan, 
lecture, or other instructional materials consistent with the course syllabus. 
  
c) Request a paid substitute. Requests for paid substitutes shall be processed as follows: 
  
1. Requests made with less than twenty-four (24) hours’ notice shall be denied and the 
member shall not arrange for a paid substitute. Twenty-four (24) hours is measured as the 
time between when the dean or designee has actual notice of the request and the start time of the 
impacted class. Under exceptional circumstances and at the sole discretion of the Senior Vice 
President, the District may waive the twenty-four (24) hour period and authorize a paid 
substitute.  This decision shall not be subject to the grievance process. 
  
2. Requests made with at least twenty-four (24) hours’ notice shall be approved if the following 
criteria are met. Otherwise, class shall be canceled: 
  
i. A qualified and eligible substitute is available; and 
ii. For instructional assignments, the unit member provides the substitute with a lesson 
plan, lecture, or other instructional materials consistent with the course syllabus. 
  
3. If the use of a paid substitute is approved, the department chair shall identify the qualified and 
eligible substitutes, and in consultation with the unit member, make a recommendation to the dean 
or designee as to whom should be assigned. 
 


