CLAYTON COUNTY PUBLIC SCHOOLS

POLICY AND PROCEDURES

 FOR SUBSTITUTE TEACHERS

Your contact person about substitute teaching is Beverly Croy:
678-479-2651    beverly.croy@clayton.k12.ga.us    770-473-2757 FAX
Substitute teachers are essential to the success of the instructional program for Clayton County Public Schools.  They are expected to fill in for the regular classroom teacher or paraprofessional during his/her absence.  It is important that substitutes carry out all the duties assigned to them in order to facilitate the instructional process.  They need to provide a safe, educationally productive environment in the classroom as well as to be committed professionals to contribute to our focus on children.

Substitute teachers must adapt to many schools, each with its own unique characteristics.  The substitute is a temporary member of the school faculty and, as such, owes loyalty to that group.  As a substitute teacher, all relationships with administrators, teachers, staff, children and parents should be on a professional/confidential basis.

SOME HELPFUL HINTS FOR SUBSTITUTES ARE:

BE PREPARED--- chances are you will be called in the morning.  Be as ready as possible so that you can arrive on time.  Dependable and prompt substitutes are in demand, and are repeatedly called to work.


BE FLEXIBLE—expect the unexpected.  Be ready for contingent action.  Stay in control.


LEARN AND FOLLOW SCHOOL RULES--- this includes arrival and departure times, parking locations, etc. You are part of the school for the length of your assignment and you will make a good impression if you make every effort to honor rules and regulations.  Ask if there are any additional responsibilities that include hall duty, bus duty, monitoring in the cafeteria, or other activities.

FOLLOW THE LESSON PLAN---- the teacher should leave you lesson plans for 

the assignment.  This should be followed to continue the learning process that is in place for the classroom.

ASK FOR HELP OR SUGGESTIONS--- The teacher next door or on the

same grade level can give you ideas if you need more material or have questions. 

ORIENTATION:  This is held at the S. Truett Cathy Professional Learning Center located at 1087 Battle Creek Rd, Jonesboro, GA 30236.  Phone: 770-473-2795.  The training begins at 8:00 a.m.  You must be on time.  The session should be completed by 3:00 p.m.  You will be dismissed for a 45 minute lunch. You may either bring a lunch or go out to a nearby location.  You will need to return promptly for the second portion of the training.  Our Professional Learning Department conducts the orientation.  
NOTE:  You are not paid for attending the orientation.  It is a requirement to attend the orientation before you are actually placed on the substitute list.  Also, if you are not able to attend the scheduled orientation, your fingerprint report is only good for 70 days without employment.
Remember:  Orientation begins at 8:00 a.m.  with no late admittance.          

 
          Children may not be brought with you to orientation.

After you have attended orientation, if fingerprint report is clear, and all paperwork is completed you are welcome to contact the schools to let them know you are on the list and would like to sub at their school.  It will take approximately a week in order for your information to be typed into the Subfinder system in order to register for the system to begin calling you.

CHANGE OF ADDRESS: Address changes need to be sent in writing. Please contact Beverly Croy in the Human Resources Office at beverly.croy@clayton.k12.ga.us or by fax at 770-473-2757.   Please do the same if you have a name change, new telephone number, or if you need to have your name removed from the substitute list (due to full-time employment, moving, etc.)  
NOTE: KEEP A CURRENT ADDRESS FOR W-2’S.
REQUIREMENTS FOR REMAINING ON THE SUBSTITUTE LIST;

A. Registration on SubFinder: After you have completed orientation, your name will be added to the substitute list.  It will also be entered into the SubFinder, our automated calling system.  You will receive training for the Subfinder at orientation.  It will take several days after orientation to input the information into the computer.  After the information is entered into the system, you will need to register in the SubFinder.  You will receive instructions for this procedure at orientation.  The SubFinder system will then begin calling you with job assignments.  You will also be able to call into the system for assignments or access SubFinder online.

B. Three days per semester: Clayton County does require you to sub at least three full days or six half days per semester in order to stay on the list.  If this requirement is not met, your name will automatically be removed from the substitute list.  To have your name reinstated on the list you would need to submit a form to reapply to the Human Resources Office and update your online application.  Your file will be reviewed and if you are selected to be reinstated, we will contact you.  You would also have to complete a new fingerprinting/background check at the cost of $55.00 if it has been more than 70 days since you were on the payroll.  NOTE:  If you cannot meet this 3 day requirement, please contact Beverly Croy DURING the semester.
C. End of the school year:  You will be sent a letter of intent in May if you have completed the above requirements for the school year.  You will need to return the letter to the Human Resources Office by the specified date indicating your intent to work as a substitute teacher for the next school year.  Failure to return this letter will result in your name being removed from the list.  

LONG-TERM ASSIGNMENTS

Each year, we have needs for qualified substitutes to fill vacancies for extended leaves of absence due to maternity leave, military leave, illness, injury, resignations, or other approved reasons.  These positions provide more stability in the daily assignment, but also require more time out of class for planning and grading than a typical daily substitute would encounter.  The experience provides an excellent chance for the substitute to demonstrate their teaching skills over a period of time.

It is considered long-term if the substitute WORKS 10 or more consecutive school days for the same teacher.   There cannot be a break in this 10 day period.  The Principal or AP prearranges these assignments. In order to be eligible to obtain a long-term assignment you must have earned a Bachelor’s degree or higher from an accredited institution.  Certificates, transcripts or copies of degrees must be on file at Human Resources in your Substitute application in order to qualify.   The preferences for substitutes in a long term assignment are as follows:

      First:      Georgia Certified teacher whose certificate is in-field for that classroom.

      Second: Georgia Certified teacher whose certificate is in a related area for that classroom.

      Third:    Out of State Certificate in-field or related area for that classroom.

      Forth:  Bachelor’s Degree or higher In-Field or a related area for that classroom.

      Fifth:   Active substitute on the list with a Bachelor Degree or higher.

Once you are on the Substitute list for Clayton County Public Schools, if you are interested in long-term assignments, you will need to notify the Principals and AP’s at the schools so they can consider you if a long-term assignment comes available.

Due to the variation in length of leaves, reasons for the leave, and the time of year, the responsibilities may vary from one position to another.  In some cases, the substitute may be responsible for figuring and assigning grades, participating in parent-teacher conferences, assisting with enrollment, or other tasks that would have been part of the regular teacher’s assignment.  The responsibilities for each position are to be discussed with the Principal to prevent misunderstandings and unmet expectations during the substitute assignment.  
IF THERE IS A QUESTION ABOUT THE PAY FOR A LONG TERM ASSIGNMENT, SPEAK TO THE BOOKKEEPER AT THAT SCHOOL.
PAY FOR SUBSTITUTE TEACHERS

WHEN YOU ARRIVE AT THE SCHOOL:   Always sign in the time you arrive and sign out the time you leave the school.  This verifies that you worked the assignment.  Check with the office staff at the school to find out the specific procedure for that location.
KEEP A CALENDAR OF DAYS WORKED: We recommend that you keep a personal calendar of each assignment you have as a substitute teacher.  Please note the school you worked at, the teacher or parapro you subbed for, and the job number (this number is assigned to you by the SubFinder with each job).  You need to keep this information to verify that you are paid correctly at the end of the month. NOTE:  Keep down if you subbed for a teacher or a parapro.  You are paid for the position that you actually work, whether it is teacher or parapro. Keep a record if you are moved to a different assignment.
BOOKKEEPER:  The Bookkeeper at each school is the person responsible for entering the pay for substitutes  If you are wondering if an assignment is going to be half day or full day or have any questions about your pay, the bookkeeper is the person to contact.
PAYROLL PROCEDURES:  We are paid at the end of each month.  The cut-off period for payroll is usually around the middle of the month.  There is a payroll schedule included to inform you of the exact day for attendance cut-off each month.  The payroll department expects substitutes to:

1) Check with the BOOKKEEPER at one of the schools that you subbed for the day after the payroll cut-off date to be sure you have been paid you for all the days you worked. 

2) One Bookkeeper can access all the schools that have you in attendance for the pay period and can print you out a list of the schools that have paid you.  NOTE:  There are some sub assignments that will NOT be listed on the print out. Examples: staff development, school reimbursements, vacant positions.  You will have to verify with the bookkeeper at that specific school that the pay has been submitted.
3)  Substitutes should compare the printed list to the assignments in SubFinder and on your calendar.
4) If a day is missing, then contact that specific bookkeeper to help with the issue. 
NOTE:  Payroll will not be writing additional checks for errors on your monthly paycheck.  Omitted days will be included on your next month’s check.
DIRECT DEPOSIT OR MAIL: Payday is on the last working day of the month.  We encourage you to set up direct deposit to eliminate delays in the U.S. mail delivering your check.  It takes about 2 months for Payroll to set up the Direct Deposit.  Checks will be mailed until it is set up. This can only be set up on a checking account.   Please complete a direct deposit application located on the CCPS website and attach a voided check. If you do not have checks, you will need to get a form from your bank to attach on our direct deposit application. 
Turn the direct deposit form in at the end of orientation or return the form to:
Payroll Dept., 1058 Fifth Ave., Jonesboro, GA  30236

 IF YOU CHOOSE NOT TO HAVE DIRECT DEPOSIT AND YOUR CHECK IS LOST IN THE U S MAIL, THEN IT WILL NOT BE VOIDED AND REPLACED UNTIL A WEEK AFTER PAYDAY.
  NOTE: if you do not set up direct deposit, your checks will be mailed to you at the address you submitted on your profile sheet. Your address will appear on SubFinder online in your personal information section.  Address changes should be submitted in writing to 

Beverly Croy at beverly.croy@clayton.k12.ga.us or by fax at 770-473-2757.
STOPPING DIRECT DEPOSIT OR CHANGING ACCOUNTS:  This request must be submitted in writing to payroll.  To stop direct deposit on your current account submit in writing your name, social security number, Bank’s name, account number, the effective date to stop the deposit and include your signature.  If you need to change accounts for the direct deposit, you will need to complete a new direct deposit application along with a voided check.  Submit this to payroll.
QUESTIONS ABOUT YOUR PAYCHECK:  If you have a problem with your paycheck, you will need to contact the BOOKKEEPER at one of the schools that you subbed during that pay period. NOTE:  One bookkeeper at either school can see all the schools that have paid you for the pay period.   Please have your personal calendar available with the information about your assignments whenever you call about the problem. Because of the volume of employees, occasionally an assignment may be overlooked in entering the information for payroll. 

SAVE YOUR PAYSTUBS.  These may be needed during the year to verify your pay if you apply for a loan or if an organization needs to know what you earned during a certain time period. If you lose the paystub and request a copy, there is a fee for this process.
HALF DAY OR FULL DAY:  Your assignment can be either half-day or full day.  When you work a half-day assignment, you will be paid half the amount you would for a full day.  The half-day can be either morning or afternoon.  The starting and ending hours for a full-day or half-day assignment may vary depending on the building schedules.  It is the discretion of the school whether you are paid for half-day or full day, depending on the hours worked for the assignment.  Check with the bookkeeper if you have a question about the pay for an assignment.
***BE PROMPT:  This is essential!! We can’t stress enough how important it is for you to be on time for your jobs.  Each morning the school receives an e-mail report listing the employees who are absent and their assigned substitute.  THEY ARE EXPECTING YOU TO SHOW UP AT THE ASSIGNED TIME FOR THE ASSIGNMENT TO BEGIN.  When you are late, it causes a tremendous problem.  The students are there and someone must supervise them at all times. If you are running late for an assignment at a school or if you accept the job late and cannot make it by the start time of the assignment, PLEASE CALL THE SCHOOLS to let them know your projected arrival time.  If you cannot get anyone at the school, you can call the help desk (678-479-2651) and we will try to get a message to the school.  The help desk is open 6:00 a.m. until 3:00 p.m.  If you have an unexpected delay, please call the school to let them know.  Being punctual will make everyone’s job much easier so please make every effort to be on time. 

NOTE:  IF YOU ARE LATE FOR THE ASSIGNMENT IT IS POSSIBLE FOR THE SCHOOL TO GET ANOTHER SUBSTITUTE FOR THE ASSIGNMENT.

CANCELLATIONS:  Please make sure you CALL THE SCHOOL if you cancel an assignment on the day of the assignment.  They need to be made aware that the job is unfilled again. Also, anytime you cancel an assignment, check your “current assignments” in SubFinder either on the phone or online to make sure the job has been removed from your list of assignments.  If it is still listed, then you did not cancel correctly and will need to try again.  If problems persist, call the help desk at 678-479-2651.
PART-TIME POSITION:  Substitute teaching is a part-time position.  Substitutes work on-call, as needed. There is no guaranteed employment with the school system for a certain period of time. Substitutes are needed to fill assignments during the school year.  They are not needed during summer school.  Substitute teachers do not receive benefits.  
UNEMPLOYMENT:  As a substitute, you can only expect jobs while school is in session.  While on the sub list, you are still employed during school breaks. SUBSTITUTE TEACHERS ARE NOT ELIGIBLE FOR UNEMPLOYMENT.   
Multi-day assignments:  Remember, if you cannot report for one of the days during a multi-day assignment, you cannot cancel the assignment.  You will need to notify the SubFinder Contact at that school ASAP so they can submit for another substitute for the day you will be absent.  If you cannot reach the school, contact the SubFinder help desk at 678-479-2651 or beverly.croy@clayton.k12.ga.us 
Half day assignments:  Please do not accept 2 half-day assignments for the same day unless schools are very close in distance.  It is impossible to end one assignment at 11:30 and begin another one at a different location at 11:30.  They need you to be on time at both sites. PLEASE DO NOT ACCCEPT ASSIGNMENTS THAT END THE SAME TIME THE OTHER ONE STARTS UNLESS IT IS THE SAME SCHOOL.
Staff Dress Code
 

1. Any employee whose attire or dress is not professional in the opinion of the building administrator shall be directed to conform to this policy. An employee, who is inappropriately dressed, in the opinion of the principal/supervisor, may be sent home and required to return to work in acceptable attire. The employee shall not be paid for time away from work.

 

2. Appropriate dress includes, but is not limited to:

· Business suits/coordinated pants suits
· Collared shirts with and without ties

· Skirts

· Dresses

· Slacks

· Sweaters, blouses, knit tops, jackets

· Coordinated dress shorts ensemble with appropriate shoes and hosiery

· Sweatshirts and tee shirts with school-related insignia

· Appropriate shoes

· Attire in accordance with the environmental requirements for specific job assignments

 

3. To ensure that employees are professionally attired, the following are considered unacceptable:

· Shorts
· Jeans, including overalls, of any color (acceptable only for special projects or activities or related to specific job assignments)

· Hats/head wraps
· Immodest dress such as dress which is too short (more than three inches above the knees) or tight or otherwise revealing

· Oversized tee shirts and undershirts

· Leggings/spandex

· Tank tops

· See-through clothing

· Sundress without a jacket

· Clothing that exposes the midriff

· Extremely low cut dresses and blouses

· Exercise sweat suit
· Flip-Flops
· Other attire as deemed inappropriate by the building administrator

 

4. In enacting this dress code policy, the Clayton County Public Schools recognizes that there are occasions when individuals may need to wear specific garb due to medical reasons or as a part of a bona fide personal religious practice. When such is the case, the employee should provide documentation to his or her supervisor of the medical necessity or the  bona fide personal religious practice that gives rise to the need for deviation from this dress code policy.
5. In dressing for a PE class as a substitute, you still need to dress appropriately to cover another class if you are asked to do so by the office personnel.
BE FLEXIBLE:  You will be working for the school for each assignment.  They may need you to work in a different classroom than originally assigned.  Please be aware that the substitute teaching assignment may change if other needs arise in the building.  Occasionally, you may rotate from class to class while the teachers are having staff development meetings.  There may be times the school may have you work in the media center or in the office.  They may need for you to cover another class during the planning time in your schedule.  YOU ARE PAID FOR THE POSITION THAT YOU ACTUALLY WORK, WHETHER IT IS TEACHER OR PARAPRO.  As a substitute, you are expected to work where the school needs you to work that day.  
PLANNING TIMES:  On occasion there may be a “planning time” in your schedule.  This is a scheduled slot of time the teacher may use to make lesson plans, meet with other teachers in their department to plan, or schedule conferences with parents.  The substitute teacher is not entitled to this planning time since on a daily assignment the sub would not have these types of activities to plan.  In long-term assignments, you may have these types of activities to plan but you still may be needed to cover other classes.  THIS IS NOT A FREE TIME TO RUN ERRANDS OR LEAVE THE SCHOOL. When your teacher’s schedule shows a planning time, the office may need to use you to cover another classroom during that scheduled time.  Sometimes a substitute cannot be secured to cover a classroom for the day, so teachers and other substitutes are asked to cover the class during their planning time.  Please work with the office when you are asked to help out during this time.  This applies to both long term and daily assignments.  The “planning time” is important in helping the teachers accomplish their jobs, but on occasion, substitutes and/or other teachers may be needed to help cover another area of the school when difficulties arise.  You are paid to work for the full day or half-day, not by the 
EARLY RELEASE DAY SCHEDULE:  On some Wednesday’s an Early Release schedule will be followed for the students. These days will be for the staff to participate in Professional Learning.  Substitute Teachers are expected to remain at the schools and work the regular hours of the assignment. Refer to the school calendar for the specific dates for this schedule.  Substitutes should report to the office at the school for instructions.  The school may have the substitute assist in the office, work in the media center, assist with students, or attend training meetings that occur at the school site. The SubFinder will tell you the hours for your assignment as usual. 
SELECTING THE SCHOOLS TO WORK AT:  At the orientation you will receive a form to choose the schools at which you would like to substitute.  Try to look over the map of the county to become familiar with where the schools are located and select the ones that will be best for you.  After orientation, if you want to make changes to the schools you have selected, just call the help desk or complete a new profile sheet.  The Profile sheet can be obtained online at www.clayton.k12.ga.us  home page under the “Quick links” then select  SubFinder Information.
TIME FOR THE SCHOOLS
	Teacher/Parapro Hours
	School/Location
	Substitute Hours

	7:15 a.m. to 3:15 p.m.
	Elementary Schools
	7:30 a.m. to 2:30 p.m.

	7:45 a.m. to 3:45 p.m.
	Unidos Elementary
	8:00 a.m. to 3:00 p.m.

	8:15 a.m. to 4:15 p.m.
	Middle including Unidos MS
	8:45 a.m. to 3:45 p.m.

	7:45 a.m. to 3:45 p.m.
	High Schools
	8:15 a.m. to 3:15 p.m.

	7:00 a.m. to 3:00 p.m.
	Eddie White Academy
	7:30 a.m. to 2:30 p.m

	
	
	

	
	
	


NOTE: These hours may vary between locations depending on the schedule the Principal has set for the staff. 

The school will expect you to follow the hours set for the substitutes.   The SubFinder will tell you the hours you are to work for each assignment.  If you have questions about what is expected from you at a specific school, speak with the Principal, AP or office personnel.  Permission to leave early from an assignment should only be given by the Principal or AP at that school.
NEW HOURS FOR SUBSTITUTES  

Substitute Hours are limited to 7 hour days for up to 
4 days a week (28 hours)

Example: If the teacher/parapro needs to be absent for 5 days consecutive, two subs will needed.  

2 separate absences: 4 days and 1 day. 

One sub will not be able to work the full absence of 5 days.
Half Day hours for substitutes are 3.5 hours.
Long-term assignments (10 or more consecutive days) are excluded from the 4 day limit. These assignments will have to be entered in the SubFinder system by the office staff at the school or Beverly Croy at the SubFinder help desk beverly.croy@clayton.k12.ga.us
An assignment MUST be in the SubFinder whenever a sub is working.  This must be entered before the sub comes in to work in order to determine the sub has not reached the limit of hours to work for that week. (28 hours per week)
DO NOT LEAVE AN ASSIGNMENT EARLY.  You are to work the hours listed in the SubFinder for that specific assignment.  If you cannot work those hours, please do not accept the assignment.  You must obtain permission from the Principal or AP before leaving early from an assignment.  Should an emergency or conflict occur requiring you to leave prior to the end of the assignment, please contact the office before leaving the classroom.  The class should be supervised at all times. You are responsible for any bus duty, hall duty, etc before and after school included in the employee’s schedule during the hours of your job.  Always sign in when you arrive and out when you leave the school.  If a teacher should return to the classroom before the assignment ends, you should report to the office for further instructions for the day.  You are working the hours listed in the SubFinder for the assignment.  Substitutes are paid either half day or full day.

PROCEDURES AT EACH SCHOOL:  When you commit to an assignment, you will be working for the Principal at that location.  Each Principal has their own procedures for the staff to follow at that location.  Sign-in and Sign-out procedures, bus duty, hall duty, etc. will vary from school to school.  Please learn the correct procedures for that specific location from the office personnel.  If you have questions or concerns about a procedure or a problem that arises during an assignment, please address this with the Principal, AP or office staff at that location.
UNDER 21 YEARS OLD:  Clayton County Public Schools does not allow anyone under 21 years of age to substitute at the high school level.  It is generally better if you are young or look young that you start substitute teaching in the elementary schools.  Then you can progress to the middle schools after you have received some experience.

LUNCH TIME:  Substitute teachers are entitled to a 30-minute lunch if they are on a full-day assignment. This may be with the class, depending on the assignment.  They should not leave school for lunch.

SUMMER:  CCPS does not use substitute teachers during the summer. If you need a letter concerning not working during the summer, you will need to submit some type of document from the organization that is requesting the letter.  Please allow 48 hours for the letter to be completed.
TRANSPORTATION:
  If you do not have a car, please make sure the school is going to need you for the assignment before your ride leaves you at the school.

VIDEO/DVD:  The school must approve any video or DVD that is shown to the class.  This must also be a part of the lesson plan.  Please do not bring any from home to show. Do NOT show any that a student brings to the class.

PICTURE I.D.:  All substitutes will be required to show a picture I.D. to the office staff of each school when you report for an assignment.  This requirement will only be necessary until the office staff has become familiar with you as a substitute.  Please have your picture I.D. with you when you report for an assignment as a means for the office staff to verify that you are on the Substitute List.

COMPUTERS:  Computers are in the classrooms for instructional use only.  The Substitute Teacher should not be using the school computers for personal matters.  You are in the assignment to provide instruction to the students and to make it a meaningful day.  Personal matters should be taken care of after the assignment.  Do not bring your personal laptops for the assignment.  If you have personal work that needs to be done, do not accept an assignment for that day.
CELL PHONES:  Cell phones should not be used during class time.  This time should be used for instruction for the students and they should be given your full attention.  Do not exchange phone numbers or email addresses with students.  Do not communicate with them on Facebook or other social networks.  Do not take pictures of the students.
FORMS AND LETTERS:  If you have a form to be completed for an organization, you will need to leave the form at the Human Resources Office.  We need to be given at least 48 hours to complete the form or to generate a letter for you.

INCLEMENT WEATHER: During inclement weather, please listen to the news reports on T.V.  and/or radio.  If schools are closed, assigned substitutes are not to report to school.  Assigned substitutes will not be paid.  WSB-AM & WSB-TV are the official stations for CCPS.

ACCIDENTS:  If an accident occurs to a student or to yourself during your assignment, please report this to the office so proper procedure can be followed.

SIGN LANGUAGE INTERPRETER: If you are proficient in sign language, we have a need for this skill as a substitute.  The schools that have these types of employees are Suder Elementary, Mundy’s Mill Middle, and Jonesboro High.  Substitutes in this position follow the same policies as the other substitutes.  They may be needed to cover other classes during planning periods.  If they are working long-term assignments, the long-term pay covers any extra duties or meetings that may occur during the assignment.
RANKS:  You will be ranked for substitute teaching according to the document for education that you turn into the Human Resources Office.  Below is a list of the different ranks.  The ranking is important for long-term assignments.  If you are interested in doing long-term assignments we must have documents showing either your teaching certificate or your college degree.
1. Possession of a valid Georgia teacher certificate

2. Possession of expired Georgia teacher certificate

3. Possession of a valid or expired out-of-state teaching certificate

4. Completion of a baccalaureate degree or higher

EXCLUSIONS:  If you fail to follow policies or do not conduct yourself professionally during an assignment, the school can request for Human Resources to not allow you to return to their school.  Depending on the severity of the offense, your name could be removed from the county substitute list.  The decision to remove you from the substitute list is the responsibility of one of the Directors of Human Resources.
SUB FOR ADULT EDUCATION PROGRAM:  These assignments would be mostly in the evening.  You must have at least a Bachelor’s Degree to be eligible.  The assignments will not be in the SubFinder and the pay is different.  For information, contact the Coordinator of Adult Education at the Perry Center at 770-515-7610.

EMAILS:  Please keep a current email address listed in SubFinder online.  You will receive email notification when you are prearranged in an assignment or if the assignment is canceled. You can enter your email address on the address tab of your personal information in SubFinder Online.  This also gives Human Resources a way to notify you by email when necessary.  The phone will continue to call you to notify of a cancellation as well.
RETIREES: All retirees are eligible to work as daily or long-term subs in the classroom.  TRS does not recognize the Media Center as a classroom therefore retirees CANNOT substitute for the Media Specialist.  Please do not accept these assignments if you are called for one.
EXTRA SUB:  Mistakes can happen to anyone from time to time. Occasionally mistakes or last minute cancellations happen.  The school and the SubFinder will try to contact you to notify you as soon as possible.  If you arrive and are not needed at that school, contact the Help Desk to see if there is another school in need of a substitute.  We will try to place you into another assignment.  Sometime the substitute makes a mistake and goes on the wrong day of the assignment.  Again contact the Help Desk to see if there is an available position at another location.  If you should go to the wrong school by mistake, please contact the correct school ASAP to let them know what happened so they can know when to expect you.
SUBSTITUTES AND OTHER POSITIONS IN THE DISTRICT:  Dual employment in a second position at CCPS is not allowed.
ADMINISTERING MEDICATION: Medication should only be administered by the school nurse or other appropriate school personnel.  It should not be administered by the Substitute.  If medication is required for a student, please contact the school nurse or office staff.
COLLECTING MONEY: Occasionally during the year you may be called upon to collect money from students.  This may be in connection with the sale of pictures, the rental of equipment, or the sale of fundraising products.

You should always count money and write receipts accurately.  Follow the guidelines left by the absent teacher.  Ask the department head or a neighboring teacher for guidance if you are not sure of procedures.  If in doubt, turn the money in to the school bookkeeper.

GREAT RESOURCE: The Substitute Teaching Institute from Utah State University has helpful information for you to access to make everyone a better substitute.  Please log on at http://stedi.org

Failure to abide by the policies as set forth by the CCPS and not conducting yourself in a professional manner will constitute immediate removal from the county list.  These policies are listed in this handout along with the Code of Ethics for Educators.
FOR HELPFUL INFORMATION PLEASE ACCESS OUR WEBSITE AT

www.clayton.k12.ga.us
On the home page, select “Quick Links” then select “SubFinder Information”
This will lead you to links for Payroll Schedules, Tax forms, Direct Deposit applications, policy and procedures, and much more helpful information.
SubFinder via the Phone and Online for Substitutes

Step 1:  REGISTRATION
Registration can only be done on the phone

Call 1-855-327-0571
PIN/password is 100 + last 6 digits of your SS# (100######)

Press pound (#) then record your name and press pound (#) again

Select option 5 for personal information to review your phone number and hear your SubFinder Employee I.D. Number. 

This is the number to give the school/teachers for them to request you
Step 2:  SUBFINDER ONLINE 

After registration you can access SubFinder on the phone or

You can access a link for SubFinder online at the 

Clayton County Public School Website

Go to http://www.clayton.k12.ga.us
On the home page, look under “Staff” and SubFinder WebConnect
User name:  Use your last name
Note:  if your last name is hyphenated, this must be included

Password: 100 + the last 6 digits of your SS # i.e. 100######
Please access the tutorial for SubFinder online to help guide you through the system

Step 3:  EMAIL NOTIFICATIONS

Go to the address tab of your personal information in SubFinder Online to add your email address.  You will receive emails when you are prearranged in an assignment, job reminders, job requests, and if the assignment is canceled. The phone will continue to call you to notify of a cancellation as well. This also gives Human Resources a way to notify by email when necessary.
Are you LOCKED OUT ONLINE?

If you exceed 3 incorrect attempts to log on to the SubFinder online, you will be “locked out”.  Close the Internet and reopen the program to unlock the password.

The system will call out and you can call into the system 24 hours a day. 
SubFinder online simply complements the telephone portion of the system. 

All data becomes instantly available, whether it is entered online or by telephone.

You can view available jobs and accept assignments with SubFinder online just like through the phone.
SubFinder online will also help you to get through to the system when the phone lines are busy.
SUBFINDER HINTS
· Who Am I subbing for or Where Am I subbing:  Should you arrive at the school and not know who your assignment is for, simply call into the SubFinder at 1-855-327-0571, listen to your current assignments to hear the information.  This can also be seen on SubFinder online from the CCPS website at www.clayton.k12.ga.us  

· If you are on a preference list for a school, the SubFinder will call you for any job at that school, even if you do not have that job position or grade level listed in your profile.
· If the system is calling-out on a job, it will not let you hear that assignment if you call-in to job shop.  It operates this way so it is not offering the job to more than one person at a time.

· If you do not have an assignment and are available to work, you can call into the system during the morning call time (5:30 a.m. until 12:00 p.m.).  On busy days there will be jobs waiting for a phone line or for a substitute to call in and accept the assignment.  You can also access SubFinder online.
· During the morning calling if the system tells you, “There are no jobs available”; you can call the help desk (678-479-2651) to see what jobs are available.  The help desk can only tell you what is available for that day, not for future dates.

· If you are reviewing jobs in SubFinder online and it continues to tell you “The job is being reviewed” or has an “X” the job is locked, it is because the system is calling out on the assignment.  If you want the job and it is during the morning calling period, you can call the help desk or that specific school so the job can be stopped from calling and assigned to you.

· Please listen on the phone or read online the START and END times of the assignment.  Also, listen on the phone or read online the start and end dates of the assignment. You need to be sure if it is MORE than ONE day or HALF day.

· The job position “Early Intervention Teacher” is a regular classroom teacher in elementary school.  It can be any grade level.  There are usually 14 students in the class.  They are just in a smaller classroom setting.

· A “Supplementary Assignment” can be different types of positions.  1.) The teacher may not be absent but is at a staff development.  2.) You may be used in more than one classroom to cover classes for meetings.  3.) It may be a vacant position.


· Your Employee ID is the number a teacher needs to request you.  You can hear the ID # under Option #5 or view it in personal information on SubFinder online.  Online you can also view your Payroll ID number that appears on your check.
· When viewing jobs on the WebConnect, the letters at the beginning of the job position indicate:

· EL---stands for Elementary

· MS—stands for Middle School

· HS—stands for High School

· SP—stands for Special Education
· MESSAGE BOARD: Please log into SubFinder online periodically throughout the school year to view the message board on the Welcome page.  This is where information will be displayed should something come up that would be helpful for you to know about while subbing.
· If you have a PERMANENT change of address or phone number, please contact Beverly Croy at Human Resources  beverly.croy@clayton.k12.ga.us.  We need this information updated in the Payroll computer as well as the SubFinder.
· Occasionally there will be technical problems with the system.  If the phone is not working, try the web or vice versa. Usually (unless there is a power outage) if one of them has a technical problem, the other source will remain operating properly.  We will get them both operating ASAP whenever a problem arises. 

· Sub for a Sub:  If you working in a long term assignment OR if you are in a multi-day assignment and need to be absent one of the days, you will need to notify the SubFinder contact at that school ASAP so they can submit for another substitute for the day you will be absent.  If you cannot reach the school, contact the SubFinder help desk at 678-479-2651 or beverly.croy@clayton.k12.ga.us 
· Itinerant Schedules:  Occasionally an employee may work at more than one location.  You will be informed of this through the itinerant schedule and special instructions.  Please always check this information if you hear/see it offered in an assignment so you know the appropriate school to report to for the assignment.

· Sub Notes:  You can access the job online after you have completed the assignment and leave the teacher/parapro specific notes about the class or the assignment.  The employee will be sent an email to let them know this information has been added.
Be careful which button you select when you are called or online.  Routinely check your assignments to make sure you do not forget an assignment or have not accidentally accepted a job you did not intend to take.
SubFinder’s Phone Number
1-855-327-0571 (this is a toll free number)
USER NAME ONLINE
Last Name Only
PIN on PHONE or PASSWORD ONLINE
100 + LAST 6 DIGITS OF YOUR SS NUMBER, i.e. 100######
SubFinder’s Calling Times

          Morning Calling:  5:30 a.m. until 12:00 p.m.

                                  Evening Calling:   4:30 p.m. until 10:00 p.m.

Job Cancellation Deadline for Substitutes

No later than one hour prior to the scheduled start of the job.  If canceled the day of the job, let it be only in emergency situations.
ALSO CALL THE SCHOOL IF YOU CANCEL THE SAME DAY OF THE ASSIGNMENT.
When you cancel a job, ALWAYS check your “Current Assignments” in the SubFinder either online or on the phone, to make sure it has been removed from your list.  If you still hear/see the assignment, then you did not cancel it correctly.  Contact the help desk for problems.
For assistance, please call or email:

Beverly Croy at SubFinder Help Desk 678-479-2651
 beverly.croy@clayton.k12.ga.us
FAX 770-473-2757
Between the hours of 6:00 a.m. and 3:00 p.m. Monday through Friday
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