Instructions for Faculty Absences:
If you are sick or absent and require a class cancellation, please communicate your absence with the Office of Instruction. When given at least one hour’s notice, the Office of Instruction can email and text your students and apprise them of class cancellations. 

The regular number to call is (541) 888-7424 during regular campus hours. 

Someone is usually available in the Office of Instruction by 7:30 a.m. If you are calling before 7:30 a.m. please leave a clear voicemail and a return phone number.  
To be certain someone has processed your absence notice, you can follow-up with an email to achavez@socc.edu

It is important to call in your absence before 8:30 am. for daytime classes and before 5 p.m. for evening classes so the cancellation can be processed.  There is no staff after 5 pm that can post your classes to notify students. 

How students are notified:
Students are notified of your absence and class cancellation(s) several ways, all initiated from your phone call into the Office of Instruction:

1. A Yellow Cancellation Card is posted on the door of your classroom(s).

1. The Class Closure voice message line is updated to include your name, class name, date and time of cancellation. Students call this information line to listen for any changes to their daily schedule due to faculty absences. (Students access this information by dialing 888-1503 and pressing option #2. The message is updated by 8:30 am each morning.) 

1. Class Closure Information is linked at the bottom of the front page of the SWOCC website. Students can access this information at anytime. 

1. The Office of Instruction sends a group email notice to Associate Deans, Associate Dean’s Assistant and the campus switchboard notifying these key people that you are not available on campus.

1. When circumstances allow, the RAVE Notification System is used to notify students via email and a text message that their class is cancelled. Usually, this system is used when there is at least 1 hour between the time you call in your absence and the time your first class is due to begin. 

If you have a planned absence with advance notice, please coordinate your absence with your Associate Dean or Director prior to notifying the Office of Instruction.

 If you have any questions, please contact Anna Chavez in the Office of Instruction at 888-7424 or email achavez@socc.edu


