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	Review Purpose
	☐ Adoption	☐ Revision	☒ Cyclical Review 

	Description
	Chapter 7 review

This procedure requires review as part of the cyclical review process to determine if revisions are necessary. CCLC has not issued any legal updates for it.



Standard mark-up for any recommendations made during review process: 
Red = CCLC legal update | Blue = Administrators, faculty, staff | Insertions | Deletions

DRAFT TEXT

AP 7344	Notifying District of Illness

The specific procedures for notifying the District of illness are contained in the appropriate collective bargaining agreements. Employees not covered by a collective bargaining agreement shall report the absence due to illness to their immediate supervisor at least one hour prior to the beginning of their shift, unless valid reasons preclude notification.

Other than for leaves that are requested and approved in advance, whenever possible, supervisors should notify the Human Resources Office immediately anytime a regular employee is absent for three consecutive work days.


References:	No specific references

Approved:	3/6/12



END OF DRAFT TEXT

Review information, process notes and legal citations section begins on the next page.


	Review information

	General information: The Office of Institutional Research, Policy & Grants (“OIRPG”) is the Superintendent/President’s designee with oversight of the review process. Review information is provided for draft review purposes only and will be removed when the AP is approved.
Each chapter is under the purview of a primary administrative office. The senior administrator’s review of the AP is required. (Note: Ch. 3 APs are assigned individually by subject area.) Other administrators and managers whose work should inform AP recommendations provide advisory input. If the AP is designated 10+2, then Academic Senate review is required. If substantive modifications are made to language that is legally required or advised, then CCLC recommends review by District legal counsel. Per AP 2410, non-substantive edits may be made without further institutional review.
Specific information:

	Chapter
	☐ 1-The District   ☐ 2-Governing Board   ☐ 3-General Institution
☐ 4-Instruction   ☐ 5-Student Services   ☐ 6-Business and Fiscal Affairs
☒ 7-Human Resources

	AP designation(s)
	☐ Legally required   ☒ Legally advised   ☐ Accreditation Standard/ER
☐ Suggested as good practice (optional)   ☐ Chaffey specific
☐ 10+2

	Primary administrative office
	☐ Superintendent/President (Ch 1, 2, 3)
☐ AS Administrative Services and Emergency Operations (Ch 3)
☒ AS Business Services and Economic Development (Ch 3, 6, 7)
☐ AS Instruction and Institutional Effectiveness (Ch 3, 4)
☐ AS Student Services and Strategic Communications (Ch 3, 5)

	Advisory office(s)
	Human Resources

	CCLC update
	Checked for any legally required or advised language issued by the CCLC Policy Subscriber Service through: October 2025 legal update

	References
	Legal text attached: ☐ Yes   ☒ No
File: N/A



	Process notes

	Standard AP review sequence per AP 2410: Initial review (by OIRPG) | Administrator | Faculty 10+2 if required | President’s Cabinet (1st reading and information; sunshine with participatory governance groups for input; 2nd reading and approval).

	Date
	Review Step

	7/29/25
	Initial review | OIRPG

Reviewed by Melissa Christian (Exec Dir), Trinity Kealoha (Rsch & Policy Spec). No revisions.

	2/2/26
	Admin review | Human Resources

Reviewed by Lisa Bailey (Sr Admin), Alisha Serrano (Int Exec Dir, HR), Susan Hardie (former Exec Dir, HR), Ryan Church (Chief Legal Officer)

	N/A
	Faculty 10+2 | N/A – this AP is not designated 10+2

	
	Cabinet Review

Schedule:
· Feb 17 – Presented for 1st reading and information
· Feb 18 to Mar 10 – Sunshine
· Mar 17 – 2nd reading and approval





	Legal citations

	No specific references



CCLC Notation: While there is no law or regulation requiring this procedure, it is legally advised to establish written procedures requiring employees to notify the District when ill, either in this procedure or through collective bargaining.
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