Who Do You Call When You Won’t Be In?
(815) 838-8080 Ext. 170

All absence calls must be received by 6:00 a.m., even if you do not
require a substitute.

Attendance Reporting Procedures

LASEC's attendance reporting line is Extension 170. All attendance reports must be left on this voicemail,
which is available 24 hours a day, 7 days a week.

The substitute caller, Karen Garcia, retrieves messages between 5:40 a.m. and 6:00 a.m. to arrange substitute
coverage. Message retrieval resumes at 8:00 a.m. when the LASEC office opens.

When leaving a message on the attendance line, please speak clearly and include the following information:

Your full name

Whether you will be absent for the full day, morning, or afternoon

The reason for your absence (only sick leave may be used without prior approval)
The school/site where you are scheduled to work that day

Your position (Teacher, Teacher Assistant, etc.) and program (EC, CD, CAD or LA)
Whether you require a substitute

In addition to calling the attendance line, you are responsible for notifying your school/site of your absence.
If you have scheduled appointments or work with out-of-program students, you must also notify the parents, the
school, and the transportation provider, when applicable.

If you need to leave work after arriving for the day, whether or not a substitute is required, you must call the
LASEC Office at (815) 838-8080 to personally notify the office staff of your departure.

Following these procedures helps ensure that absences are addressed promptly and that students continue to
receive the support and instruction they need. Thank you for your cooperation and commitment to providing
uninterrupted services to our students.



