Substitute Teacher Information Sheet

SUBSTITIETEACHERS
TIMESHEETS ARE REQUIRED

X Makesure every substitutéeacheris cleared BEFORtey work. This process takes timand shouldbe
completedby allpotential substitutes as earlys possible.
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x If you have an hourly schoemployeecurrentlyemployed byNCCthey can NOT automatically woals
a sub. Theremust be a PAR (Personfaltion Request) that indicates they approved to work as a
subandreceivesubpay.
x If you are using a sulsho worked foryou last yearcompletethe "4 «SI]\uUSEE}vVSpPtv Z <u 8
& } Eso that HR iawarethey arecontinuing to work for yoult is yourresponsibilityto contactHR
(hr@nccsda.com) or Joana (joana@nccsda.com) to make sure that employee isleared with LiveScan

and TB.
x PLEASHOTE: Californi@tate Law REQUIRES that substitutesa@-minute lunch breawithin the
first 5 %2 hourof work. If you donot arrangefor this, the employeenust approC2_2309
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Begin the process of completing teenployeeforms immediately. All substitutes must complete the
VS]@EE A ~ Z}lo u% 0}C Thi/patkét requires proof of a negative TB test, and the results

from arecent LiveScan.

Once this paperworls complete and turned in to hr@nccsda.com, and not unl @omplete, can the

superintendent starbn the paperwork required to issue the Long-Term Substitute contract.

The superintendent must work closely with the principal to make sureahéte process is proceeding

as planned.

The superintendent will then contact the rest of the Education Department to make sure that everyone

is aware of the change.

A long-term substitute is paid on a daily basis; therefore, timesheets must continue to be kept for the

substitute.

Indicate on the timesheet that this a long-term substitute When the long-term subbing period has

been completed, please indicate that on the timeshastwell.
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