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Chief of Human Resources and Development

December Substitute Usage

TO: All Staff

FROM: Helen A. Nixon
Chief of Human Resources and Development

Providing substitute coverage in December continues to be a challenge. It is our goal to ensure
substitute coverage during this peak usage time. Therefore, professional development activities
requiring substitutes should not be scheduled during December. As in past years, only absences for the
reasons listed below will be available in Smart Find Express.

Absence Codes Absence Reasons
1001- 1002 IlIness

1041- 1057 Bereavement

1020 Personal Business
1070 Jury Duty/Subpoena
1080 Military Leave

1170 Article X111

Thank you for your attention to this matter. If you have any questions, please contact Suzanne Zilber,
Manager of Support/Temporary Services.

HAN/sz/ka



	Chief of Human Resources and Development

