August 5, 2012 Subbing Policy Recommendation, Final Draft


Subbing Policy Recommendations

1. Long term subbing assignments for more than 3 weeks shall be shared by 2 subs rotating each week.  Long term subbing assignments shall not be given to faculty teaching more than 14 hours a week unless there are no other suitable subs available.  
2. Once a faculty member reaches a total of 115 subbing hours per semester, their name will be put at the bottom of the sub list.  They should not be called unless there are no other suitable subs available to teach that particular class at that time.  However, if an unexpected/emergency situation arises, that sub may be called by either the Administrative Assistant or the faculty member requesting the sub.  All restrictions shall be removed at the beginning of the next session.  Subs shall keep a record of their total subbing hours each session and be ready to notify those approaching them to sub that their limit is close and that the Administrative Assistant may not approve the subbing offer.

3. If a sub does not answer the phone when called, the Administrative Assistant shall leave a phone message with an extension.  The message does not guarantee a sub position.  The Administrative Assistant may then proceed to call other instructors on the sub list.  

4. Faculty members may request a particular sub for their class.  Faculty may check advance availability of subs that they wish to request and notify the Administrative Assistant via email for approval.

5. Faculty who do not wish to choose a sub may fill out a pink sub form and submit the form to the Administrative Assistant.  Faculty off-site from Garfield Campus may submit subbing requests and plans to the Administrative Assistant via email.

6. Faculty wishing to sub may notify other instructors of their availability to sub and level preferences.  Faculty shall not feel obligated to use any particular sub.

7. If a faculty member has not been called to sub for an extended period of time, they may contact the Administrative Assistant about their position on the sub list and remind the Administrative Assistant of their availability.  If dissatisfied, they may contact the Subbing Committee for consultation, or make an appointment with their Division Chair.  

8. Recommendations for additions to the Division’s form soliciting sub availability:

a. How many hours do you teach a week at GCC?   16_______, 14_______, 12__________, 10 hours or less____________

b. What levels are you most comfortable subbing? _____________________.

c. What levels would your prefer subbing? ___________________________.

9. These recommendations shall apply to all Non-Credit programs’ sites.

10. Subbing Committee Members’ Contact Information:

a. Marcia Siboney     msibony@glendale.edu

b. Mari Sahakian      (626) 636-9240  (please text) msahakia@glendale.edu

c. Linda Young         (626) 390-3160 (please text)  lyoung@glendale.edu
d. Kathy Grammer    (626) 353-0221 (please text)   kgrammer@glendale.edu
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