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If you are going to be absent and your class begins in 6 hours or less, please follow this process: 

1. Call the appropriate supervisor

a. For classes that begin 8:00am- 3:55pm Monday – Friday,
 call the division secretary, Ivette Ruiz, at 623-935-8223 AND
b. For classes that begin 8:00 am- 3:55 PM Monday – Friday, 
call Diane Stonebrink at office # 623-935-8584  AND  call or text cell # 623-308-5074
c. For classes that begin at or after 4:00 PM on weekdays and on Saturday mornings, call Diane Stonebrink at office # 623-935-8584  AND  call or text cell # 623-308-5074 

2. AFTER getting approval from Diane and/or Ivette, post an announcement on CANVAS or your learning management system for your class (e.g. CONNECT, EDMODO, etc.) advising students that class is cancelled for that day only. 

3. All instructors MUST follow-up with an email to Diane and Ivette as soon as possible for documentation purposes.

4. A classroom door sign will be posted if possible. 
If you are going to be absent Monday – Friday and there is MORE than 6 hours before your class begins, we will try to find a sub, so please follow this process: 

1. Call the division secretary, Ivette Ruiz, at 623-935-8223. 

2. Email Ivette and cc:  Diane Stonebrink on the email.  Specify the class prefix, class number, and class meeting days/times that you will need a substitute for.
 Ivette will send out an email to the division requesting a substitute. 

3. Call and email the appropriate supervisor

a. For classes that begin at or after 4:00 PM on weekdays and on Saturday mornings, call Diane Stonebrink at office # 623-935-8584  AND  cell # 623-308-5074 For classes that begin 8:00am- 3:55pm Monday – Friday, call Diane Stonebrink at 623-935-8584 (office #), AND 623-308-5074 (cell #) 

4. Wait to be contacted by the division secretary or by the supervisor to hear if a sub has been found.

5. If you are told a sub has been found, email the lesson plan to Ivette and cc: Diane Stonebrink. 

6. If you are told a sub can’t be found, post an announcement on CANVAS or your learning management system for your class (e.g. CONNECT, EDMODO, etc.) advising students that the class is cancelled for that day only. 
