Attendance Procedure
1.
When you are absent for any reason, a contact needs to be made to Holly Fulse during the following times: from 4:00 p.m. to 8:00 p.m., the evening before and from 5:30 a.m. to 6:30 a.m. at her home (610) 438-2667.  If you know in advance that you will be absent, call Holly at the above number.  Your prompt notification enables Holly to schedule substitutes that provide the best services.
In the event that you receive Holly’s answering machine please leave a detailed message: your assignment, hours, school, and reason for absence: sick, family illness, or emergency personal day.  If you don’t need a substitute because you know your student will be absent, please leave that message also.  This will save time and a need for a return call.

2. If a teacher is to be absent, he/she should also contact their classroom aide.  If an aide is to be absent, he/she should contact the teacher.  If a therapist is to be absent, he/she should contact the classroom teacher.

3. Request for personal days need to be approved 48 hours in advance.  Please submit the forms by mail if time permits or fax to (908) 835-1042.

4. At the end of each month each employee must submit an employee attendance report.  If you do not have access to the courier through a WCSSSD class, you must *fax your report to Alice Bechok at (908) 223-7324 OR *e-mail, a.bechok@wcsssd.org on the last day of the month.
5. In the event that a staff member becomes ill or needs to leave school, the Central Office of the Warren County Special Services School District should be contacted immediately.  In no case may a class be left without supervision from appointed personnel.

------------------------------------------------------------------------------------------------------------------Detach and keep by your phone

Holly Fulse   610-438-2667      Substitute Caller

