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CALL OFF PROCEDURE FOR CLASSROOM STAFF

Call offs must be reported as soon as practicable and, whenever possible, at least two (2) hours prior to the employee's scheduled start time by calling the Program Manager’s cell phone. The employee must continue attempts to reach the Program Manager until confirmation is received. 

IF an employee is unable to reach the Program Manager, or if the call off occurs during overnight hours (10:00 p.m. to 5:00 a.m.), the employee must still provide notice as soon as practicable using at least one of the following methods:
1. Leave a voicemail message for the Program Manager
2. Send a text message to the Program Manager indicating the employee will be absent 

Overnight notice (10:00 p.m. to 5:00 a.m.) must be made as soon as practicable using the after-hour options in this procedure. Repeated late notice or failure to follow the procedure may result in corrective action unless there is reasonable cause, consistent with the Employee Handbook and any applicable collective bargaining agreement 


Staff and Program Manager are required to text their teaching team to let them know they will not be in. 

The Program Manager will determine if modified classroom coverage is needed and assign staff or move staff to ensure adequate coverage. See Classroom Coverage Chart (Appendix ED-Z3).


Staff will sign off using (Appendix ED-Z1) that they have read and understand this procedure during the new hire orientation and with Program Manager during their initial meeting. 


COVERAGE IN CLASSROOMS

Head Teachers must have lesson plans posted in their classroom weekly. Substitutes and floating assistant teachers will use these plans the best they can when covering in the classrooms. 

In addition, Head Teachers will complete and update Substitute Cheat Sheet (Appendix ED-Z2) throughout the school year. This will be in a blue folder in circle time area for substitutes and floating assistant teachers to use when working in the classroom. 


UNPAID TIME & LEAVE COORDINDATION

Early Learning Connections generally does not grant unpaid time off unless the absence qualifies under the Family and Medical Leave Act (FMLA) or there is an emergency reason, as determined by Human Resources in accordance with the Employee Handbook and any applicable collective bargaining agreement. 

1. Use of Paid Time
When an absence is needed, available paid leave should be used in accordance with the Employee Handbook:
a. PTO Use is subject to approval and must be requested through the payroll system in accordance with the PTO policy.
b. Sick time may be used for qualifying reasons consistent with Sick Leave policy.

2. When Unpaid Time May Apply
  Unpaid time may apply when:
a. The absence qualifies as FMLA leave, or
b. An emergency reason is reviewed and approved by Human Resources consistent with the Employee Handbook and any applicable collective bargaining agreement, or
c. Paid leave has been exhausted and the remaining absence is covered under an approved leave framework.

3. Medical Documentation and Routing
a. If an employee is out due to illness for three (3) consecutive sick days, a doctor’s note is required consistent with the Attendance and Sick Leave section of the Employee Handbook.
b. If an employee requests FMLA leave, Human Resources will provide the required forms and will advise on documentation requirements, including medical certification and return-to-work certification if applicable.
c. Medical documentation must be sent directly to Human Resources. Supervisors and Program Managers should not collect or store medical documentation.
d. Medical documentation may be faxed to the confidential HR fax number identified in this procedure (724-968-4084)

4. Coordination Requirement
     Program Managers should direct employees with questions about unpaid time, 
     extended illness, or leave eligibility to Human Resources for review under the
     Employee Handbook’s FMLA and leave provisions.


