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EMPLOYMENT OF SUBSTITUTES FOR NON-CERTIFIED PERSONNEL
(A1/3/90; R9/30/91)

Substitutes are individuals who have submitted an application with the personnel
office and have expressed an interest in substituting on an as-needed, day-to-day
basis.

Only individuals listed on the substitute lists issued by the personnel office
may be called to substitute. These individuals have completed all paperwork for
employment (verification of education, TB test, 19 form, W4 form, etc.). These
lists are generally updated monthly.

Substitutes should be called on an as-needed basis and generally should not
exceed a 5-day period at any one time. If a supervisor knows that an individual
will be needed for two weeks or more, a recommendation for temporary employment
shall be made by the supervisor.

Substitutes are generally paid at the minimum ~vage rate. Time cards or time
sheets must be submitted to the finance office.

If a supervisor cannot contact anyone on the substitute list to work the particula
day(s) needed, and the supervisor has an alternate individual who would be

willing to substitute, the supervisor must have the approval of the personnel
office before the individual may report to work. This is necessary in order to
assure that all paperwork has been completed or can be completed prior to the
individual starting to work. The supervisor may contact the individual as soon

as the personnel office has cleared the individual for substituting.

A G.E.D. or high school diploma is required.




