LaRue County Schools
Substitute Handbook
Substitute Employment Information
Selection and Hiring Procedure of Substitute Personnel
The following are needed in order to be considered as a substitute teacher.
1. Completed application, including name, address, phone number and Zip Code of all references.

2. Copy of Kentucky teaching certificate or an official transcript of all completed undergraduate work with a minimum of 64 semester hours.  If you do not have a Kentucky Teaching Certificate, the Board of Education will apply for Emergency Teaching Certificate upon employment.

3. Completed I-9 form (which will require a drivers license or other picture I. D. and Social Security card or Birth Certificate to complete).

4. Completed medical examination with a tuberculin skin test.

5. Participation in Professional Development or other training as prescribed by the Principal.

6. A criminal check is required by law on new employees who have supervisory or discipline powers over students.  A criminal background check will be done upon employment at a cost of $34 to the employee.
7. Substitute instructional assistants must complete items 1,3,4,5 and 6 and have one of the following:

a. A copy of their high school diploma or GED and passing score on the Kentucky Paraeducator Assessment (KPA) attached with application.

b. College transcripts showing completion of at least 60 credit hours attached with application.

Substitute Personnel Salary Schedule
Substitute personnel are paid based upon educational qualifications.  The following salaries are paid.  The pay scale is based on daily rate.
A.  Rank I
30 hours past Master’s degree
$95.00
B.  Rank II
Master’s Degree
$88.00
C.  Rank III
Regular Teacher Certification
$83.00
D.  Rank IV
96 + College Hours (no certification)
$70.00
E.  Rank V
64-95 College Hours (no degree)
$62.00
Substitute Responsibilities
Performance Responsibilities for Substitute Teachers
1. Report to the school’s office upon arrival at the school before the official school opening.  This should be no later than 30 minutes prior to the scheduled start time of school.

2. Pick up an ID badge to be worn throughout the day.

3. Sign the substitute teachers’ payroll sheet.
4. Substitute teachers are to follow the lesson plans and the instructions provided by the regular teacher.  NOTE: Board Policy prohibits teachers (including substitutes) from advancing or promoting a particular religious belief or viewpoint while on duty.
5. The substitute teacher should leave the regular teacher a brief summary of the day’s activities.  The brief summary may explain student attendance and/or behavior or any other information that may be helpful to the teacher.
6. Substitute teachers are responsible for the pupils, equipment, and materials assigned to their care.
7. The substitute teacher should never leave the classroom unattended.
8. A substitute teacher should not permit a student to leave the school grounds without checking with the administration.
9. Substitute teachers are to remain at assignment until the end of the school day, even if your last period is planning.
10. Substitute teachers should be prepared to accept positions other than the one they originally agreed to and should also be prepared to accept “other duties as assigned.”  Substitutes are not guaranteed a planning period!
11. Keep the Board of Education informed of any change in status or availability for assignment.
The Board of Education delegates to the person holding this position the REASONABLE AUTHORITY necessary to carry out the duties and responsibilities listed for this position.

Substitute personnel Assignment
Priority In Making Assignments
Due to the degree of assignments requested on a daily basis it is necessary to prioritize the placement of substitute teachers.  Substitute requests for sick and personal days will receive first priority placement with professional development being placed next.  Requests for professional development is placed in the order received.  Due to this please be aware that there may be late calls.

Receiving an Assignment
At times, you may receive an assignment in advance.  When given an assignment be sure to have your record of substituting or calendar available so that you may make a record of assignment.  When called for an assignment you will be given the teachers name, school, subject or grade and dates of assignment.  Substitutes are strongly encouraged to know the schools in your area.  It is the substitute’s responsibility to know the starting time of the assigned school and to be on time (See list of schools’ starting times).

Determinations in Making Assignments

Assignments cannot be guaranteed.  In order to insure that all schools are covered in a timely manner, every effort is made to utilize all personnel.  Assignments are made in an effort to make sure all personnel are being used.  However, the number of days you actually work will be based on your availability.  The following criteria are used in making assignments:
· Substitute’s availability
· Substitute’s preference
· Principal’s and teacher’s preference
· Geographic locations in relation to school, time and distance substitute have to travel.
Substitute’s Preference
Realizing that some people work better in different grade levels than others, every consideration will be given to your preference of schools and grade when making assignments.  How ever it must be understood that at some point and time you may be asked to work in an area or school not listed as one of your preferences.  Substitute personnel must understand that different commitments in the district may require you to work in an unfamiliar area such as from an elementary setting to a middle or high school setting.
Substitutes Requested by Teachers and Principals
Some substitutes may be requested by certain teachers and principals to return to their future assignments.  Every effort will be made to accommodate that request.  Teachers who request a particular substitute should realize that no guarantees can be made in the assignment of a particular substitute.  That substitute could be assigned elsewhere or not available on that day.
Long-Term Assignments
A long-term assignment is when a substitute has served in the same classroom for a particular teacher for more 20 days without a break in service (unless due to emergency).  On the 21st day of that assignment, the substitute will be paid at teacher’s rate for their rank.  Long-term assignments are normally filled first by the itinerant teacher assigned to that school.  Assignments filled by other than the itinerant teacher is based on teacher/principal preference and coordinator’s recommendation.
Refusing Assignments and Unavailable
Personal obligations may at times require you to be out and you will not be able to accept an assignment.  If you are unavailable to substitute, please notify the substitute coordinator as soon as possible.  If you are called for an assignment and do not accept it, this will be considered a refusal of an assignment.  Prior notification does not constitute a refusal.  Refusing an assignment may jeopardize your chances of being utilized as much as you may like.  Five refusals may result in your name being placed in an inactive status for a period of time, or at worst being removed from the substitute roster.  Substitute personnel are asked to be understanding of late calls, (due to the priority of assignments i.e. sick and personal being filled first followed by professional development).
Canceling an Assignment
At times emergencies may cause you to have to cancel an assignment you have accepted.  When a problem of this nature arises, you should call the substitute coordinator as soon as possible.

Two Substitute Teachers for One Teacher
On occasion two substitute teachers may report to a school for the same teacher.  In such cases several factors may have contributed to this error.  When an error of this nature occurs, call the substitute coordinator and every effort will be made to give you another assignment.  Do not leave the school without talking directly with the substitute coordinator.

Reporting to an Assignment
You are to arrive at your assigned school 30 minutes prior to the scheduled start time of school in the case of advanced assignments.  On the day of notification, you should arrive as close to 30 minutes as possible.  You should report immediately to the office and sign the substitute payroll sheet.  At that time, you will receive any information regarding the room assignment, specific instructions and any other information pertaining to your assignment.  All substitute personnel should familiarize themselves with the rules and regulation pertaining to safety such as fire and safety drills.  When you are late, it is necessary to get another teacher to cover for you.  Repeated occurrences may lead to schools requesting that you not return for future assignments.

Classroom Duties
Substitute Responsibilities
Substitute personnel should be familiar with their responsibilities as listed in this handbook.  All substitute personnel (teachers and instructional assistants) are a guest in the classroom and accept their assignment with a professional attitude and as a capable individual.  The substitute teacher should follow the lesson plans of regular teacher as closely as possible.  There may be an occasion when lesson plans are not available.  The substitute teacher should contact the office or the team leader, if one is available.  A teacher’s/assistant’s duties may extend beyond the classroom.  Such duties may be lunchroom duty, hall duty, playground duty, etc.  Substitute personnel should inquire at the beginning their assignment as to what extra duties the regular teacher/assistant has if not listed in lesson plans.  It is the responsibility of the substitute personnel to be on duty at the assigned place in order to avoid the risk of liability in case of an injury to a student.

Teacher’s Schedule and Lesson Plans
Teachers are required to leave lesson plans for the substitute teacher in the event of their absence.  The lesson plans may be left in the office, on the teacher’s desk, or with a member of the teacher’s team. It is important that the substitute follow the regular teacher’s plans as closely as possible.  Do not change the plans unless told to do so.  Follow the teacher’s schedule.  The teacher’s schedule may differ from class period to class period.  Be sure to read over and follow the teacher’s plans.  The plans should be left in a manner in which the substitute can understand them and be able to follow.  In many substitute folders, the teacher may leave a list of students who can be relied upon to assist the substitute – use them.  You may find these students can be a big help in assisting you with the daily activities.

Classroom Management

The substitute should strive to maintain good classroom management.  In many instances loss of control of a class will seldom occur if students are made aware that certain actions are inappropriate and unacceptable and that such behavior will not be excused.  The substitute should emphasis that a well-ordered classroom is a more pleasant setting for learning.  In the event a disturbance does occur, the substitute should try to dispel the action as soon as possible.  Some ways are: to use eye contact, or to speak to the student privately.  The substitute should never engage in a verbal confrontation with a student.  If the situation becomes such that the substitute cannot control the situation he/she should call for an administrator as quickly as possible.  Do not use corporal punishment.

Substitute Professionalism and Evaluations

Professionalism
All substitute personnel are expected to maintain a high standard of professionalism.  As a substitute, you are taking the place of another professional.  Substitutes should not entertain rumors about the school, staff or students.  Substitutes should not criticize the regular teacher in any manner in front of the students.  If you have comments you think might help another substitute in a teacher’s classroom contact the substitute coordinator or leave a suggestion in your notes for the regular teacher.  The substitute is placed in the classroom to carry out the plans of the regular teacher, not just to maintain order.  The substitute should understand that the classroom activities will require all of their attention: therefore, they should not bring personal work to the classroom.  The substitute should maintain a professional image in personal appearance and attire.

Substitute Evaluation
The substitute teacher/assistant evaluation form is to be completed by the teacher and/or principal based on observations and available information from other sources such as students work, other teachers, etc.  The substitute evaluation form is primarily designed to assist the Board of Education in insuring that professionalism is maintained by substitute personnel.  A substitute receiving an unsatisfactory evaluation will be contacted by the Board of Education and given an opportunity to discuss any alleged deficiencies of the substitute. A written copy of the evaluation will be given the substitute.

Dismissal from Substitute Roster
A substitute may be removed from the substitute roster for any or all of the following reasons:
1. Unsatisfactory evaluations (where no apparent improvement has been made after conferring with the Board of Education)
2. Unprofessional and or any unethical behavior.
3. Five refusals of assignment (a refusal is if you do not accept an assignment when called, prior notification does not constitute a refusal.)
Retired Personnel

Retired teachers may substitute a total of 100 days per school year.  We recommend that all retired teachers, who are substituting, keep accurate records of the days worked so that KTRS is not affected.
Retired classified personnel do not have a limit on the number of days they can work.
Change of address and Telephone Number

It is very important that if you change your address or telephone number that you notify the Board of Education and substitute coordinator.  If your address changes and the finance department does not have the current address, this may delay your check.  Should your phone number change you again need to notify the Board of Education at 358-4111 so that your records may be updated.

Requesting to be Placed on Inactive Status

Should you desire to be placed on inactive status due to family illness, surgery or for student teaching, you should notify the Board of Education.  This should be considered as a short-term status and in no way should this status last more than four months.  Upon calling in a request to be placed on the inactive roster, a substitute should have a date of return.

Resignation
Should a substitute desire to resign he/she should complete the letter of resignation and return it to the Board of Education.

Inclement Weather

During periods of inclement weather such as snow or ice, substitute personnel should listen to the local radio and watch the TV stations to see if there will be school or if school has been canceled.  The substitute coordinator does not know in advance if school will be canceled until it is announced on radio or TV.

Letter of Intent
In the spring, normally around April a letter of intent is mailed to each substitute asking them to indicate their wishes concerning employment for the following school year.  Failure to return the letter of intent by the date indicated on the letter may be considered as a statement of resignation.  

Employment Benefit
Workers Compensation Insurance
The LaRue County Board of Education provides Workers’ Compensation Insurance for all employees.  This coverage provides protection in the event of illness or injury as a result of employment with the LaRue County Schools.  All injuries must be reported to the main office of the assigned school within 24 hours.
Liability Insurance

The LaRue County Board of Education provides liability insurance coverage for all employees.  The coverage includes bodily injury and personal injury.  It does not include coverage for illegal actions or negligently intentional actions, which result in injury.  Professional Liability (errors and omissions) coverage is also provided.
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