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During the course of a school year the College recognizes that substitutes may be 

required to provide instruction when a faculty member is unable to continue providing 

instruction.  Circumstances where a substitute instructor may be required include, but not 

limited to: 

 

• An instructor’s incapacity; 

• Discipline of an instructor; 

• Illness; or 

• Family Leave 

 

The Provost and Vice President, Academic Services (“Provost”), or appropriate academic 

dean or designee, will determine when a need exists for substitute faculty. Upon 

determining the need for substitute faculty, the Provost, or appropriate academic dean or 

designee, will retain a qualified individual to continue class instruction.   

 

When a qualified faculty substitute is located, he/she will replace the regular instructor 

for as long as needed throughout the remainder of the course. The substitute faculty 

member will be required to complete all employment forms and provide all necessary 

documentation to Human Resources, if the individual is not a full-time or part-time 

instructor.  The substitute shall be paid at the prorated rate of an adjunct or prorated 

overload as appropriate to the substitute’s status.   
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