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Substitute Teacher Policy

Guidelines

1. A prospective substitute teacher must file an application with the School for review
by a qualified staff member. The interviewer shall determine the candidate's
qualifications for substitute service. An interview may be conducted.

2. Every effort will be made to seek the most qualified person to substitute. Those
with a degree and certification shall be given first consideration.

3. The substitute teacher shall report to the school principal, or his/her designee, who
shall review carefully all lesson plan material, and, as far as possible, follow the
teacher’s instructions. The Director, or his/her designee, shall prepare orientation
materials, welcome all substitutes, aid them in finding teacher plans, and orient them
to the school schedule, procedures, and policies.

4. The Director, or his/her designee will be responsible to facilitate the completion and
submission of the substitute teacher paperwork to the Business Manager for Payroll
Processing. As a condition of employment, the substitute will need to provide the following
items to the school or complete the following processes: Submit fingerprints for a criminal
background check resulting in a clear criminal history adequate for “care or custody over
children” or provide a copy of a valid teaching certificate.

5. If a substitute teacher renders unsatisfactory service for a school, the principal shall
so indicate on an evaluation Form. Such substitutes shall not work for the school in
the future.

6. Teacher requests made in advance for a particular substitute will be honored
whenever possible.

7. When advance notice is given for absences of more than one day, the same substitute
will be assigned for the duration of the absence whenever possible.
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This institution is an equal opportunity provider and employer
If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form, found online at Http://www.ascr.usda.gov/complaint_filing cust.html, or at any USDA office, or call
(866)632-9992 to request a form. You may also write a letter containing all of the information requested in the form. Send
Your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of Adjudication,
1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at
program.intake@usda.gov.
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