All Adjunct and Overload faculty absences must be reported via email by the Department.

	Adjunct faculty member’s name:
	

	Faculty member’s EMPLID:
	

	Class number:
	

	Absence date(s):
	

	Total hours absent:
	

	Specific reason for absence:
	


If assistance is required from the Instruction Office or Division Office with posting the class, please telephone to ensure the class will be posted in time.  The department must still send the email to report the absence to all appropriate individuals.

