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Southwestern Oregon Community College



NOTIFICATION OF FACULTY LEAVE MEMORANDUM


	1. Faculty Name:
	     
	Today’s Date:
	     

	2. Date of Leave:
	      

	3. Type of Leave:
	 FORMCHECKBOX 
 4 hrs Personal Leave
	 FORMCHECKBOX 
 8 hrs Personal Leave
	 FORMCHECKBOX 
 4 hrs
Sick Leave
	 FORMCHECKBOX 
 8 hrs
Sick Leave
	 FORMCHECKBOX 
 Other Leave (type):

	4. Class Arrangements:
	 FORMCHECKBOX 
  N/A- Do NOT Post


	
	 FORMCHECKBOX 
  DO NOT POST. Classes will be covered by:       
(If costs are involved, prior approval must be obtained and a Request for Payment should be submitted.)



	
	 FORMCHECKBOX 
 Post my office ONLY in      


	
	 FORMCHECKBOX 
 Classes cancelled – POST the following classes and my office in      

	
	Class Name/Section
	Time
	Building/Room #

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	5. Additional Student Instructions/Comments: 
	     


	6 A. If Routing is Faculty Initiated: 
	Faculty Signature: 
Associate Dean/Director Signature:



	6 B. If Routing is Emergency or due to unexpected illness: 
	Office of Instruction will send out a Cancellation Notice to the Associate Dean/Director and Switchboard. No signature required. 


To aid communication with students and the campus, all class cancellations received by the Office of Instruction with one-hour’s notice will have a RAVE Emergency Notification text and email notice sent to students in the specified class. Additionally, your cancelled class will be added to the voice message indicating daily cancellations. Students can access this verbal list by calling 541-888-1503. Class cancellation information is also posted online at: http://www.socc.edu/academics/.  A daily list of faculty absences is also provided to Associate Deans, Directors and the Switchboard for reference.
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