





The Putnam County School system does not discriminate on the basis of race, color, national origin, religion, sex, age, or disability in admission to, access to, or treatment of employment in its programs and activities.  Any person having inquiries concerning the system’s compliance with the regulations implementing Title VI, Title IX, the Americans with Disabilities Act (ADA), or Section 504 of the Rehabilitation Act of 1973 should contact the Section 504 Coordinator at 1400 East Spring Street, Cookeville, TN  38506.  

Phone:  931-526-9777
Eligibility Check List

In order to begin substituting, you must:
1.  Complete substitute teacher application including providing
     three references which will be verified.
2.  Submit copy of two identification sources for I-9 form
3.  Submit Proof of education – copy of one of the following:


• High school or college diploma


• College transcripts


• GED certificate

4.  Submit copy of Tennessee Teacher’s License (if applicable)

5.  Complete W-4 Form

6.  Complete fingerprinting for Criminal Background Check
7. Sign and return the “Acknowledgement of Receipt of Substitute 
    Teacher Handbook” Form
8.  Read and sign the “Confidentiality Guidelines” for Putnam Co.

9.  Become familiar with AESOP Computerized Substitute System.
Eligibility 
A candidate is not eligible to substitute until all requirements listed above have been completed.  The Putnam County Schools reserve the right to deny employment to any applicant.  Completion of the substitute process does not guarantee employment as a substitute.   Substitute teachers can be terminated from service at any time.
Approved Substitute List

Only those persons on the approved substitute list are eligible to substitute teach. The approved substitute list is maintained by the Department of Human Resources. 
To remain on the active substitute list, substitute teachers must complete and return the form mailed by the Department of Human Resources in July of each year.  Substitute teachers are responsible for updating the Aesop System with any change in name, phone number, address, teaching preference or request to be removed from active list 
Photo ID Badge

All substitute teachers must obtain an ID Badge in order to enter any Putnam County School.  Once all other requirements have been met,   

Evaluation Procedures

Principals/classroom teachers are requested to complete evaluations each year for substitutes. The Director of Schools, with input from the Human Resources Department, shall determine, on the basis of these evaluations and other relevant information, which substitutes have performed at an acceptable level. If it is determined that a substitute has performed below a level considered acceptable, the substitute will be removed from the approved substitute list. 
Complaints Regarding Substitutes

If a significant complaint in regard to a substitute teacher’s performance or behavior is received, the substitute will be contacted by the Human Resources Department either by phone or by mail. If the behavior reported amounts to a serious breach of duties, the substitute will be removed or suspended from the approved substitute list. The substitute will be notified by mail of the action taken and the reason for the action. If the complaint/concern is less serious, the principal of the school where the complaint originated will schedule a conference with you. At this conference, the nature of the complaint will be discussed and appropriate actions to address the problem will be decided upon. If continued complaints are received, the substitute teacher will be removed from the approved substitute list. Reinstatement will be made only upon the recommendation of the Director of Schools. An individual school can request that a substitute teacher be restricted from substituting at that school. Such requests will be honored if the school has a reasonable basis for the request. Depending on the circumstances and the nature of the reason for the restriction, the substitute may or may not be notified of the restriction. If several schools request restriction of the same substitute, the substitute is subject to being removed from the approved substitute list. The substitute will be notified by mail that such removal has occurred.

An occurrence of the following behaviors may result in immediate removal from the approved substitute list:

· Using profanity, inappropriate language or innuendo in the presence of students
· Leaving students unattended for inappropriate amounts of time or falling asleep in the classroom
· Making sexually or racially inappropriate oral/written comments or displaying inappropriate graphic or physical conduct, or subjecting students to racial or sexual harassment
· Using alcohol or unlawful drugs on school premises
· Insubordination
· Willful violation of school rules/regulations
· Willful refusal to follow instructions and or lesson plans left by the classroom teacher 

· Any other behavior deemed inappropriate
Classroom Ethics

Information obtained about students, including grades/performance must be kept confidential. It is against the law to disclose information contained in a student’s personal folder, a student’s grades or the fact that a student has a special need or disability. In other words, a substitute should assume and act as if any information learned about a student as a result of being a substitute teacher is confidential. In addition, personal information regarding other teachers should not be publicly disseminated. Substitute teachers are representatives of the entire Putnam County School System.

Personal religious or political beliefs, philosophies and opinions may not be imposed upon the students. Substitute Teachers may not distribute religious, political or commercial materials to students.

Duties, Responsibilities and Expectations For

Substitutes

· No visitors or guests (child or adult) may come to school with a substitute.  

· Substitute teachers are employees of the Director of Schools and work under the direction of the school principal. 
· All substitute teachers are expected to arrive on time and to remain on the job until all students have been picked up by their parents, been put on the bus, or have otherwise been dismissed.  Substitutes should arrive at schools no later than 8:00.
· At the beginning of each day of teaching, the substitute is to report to the office of the school in which he/she is to substitute. 
· The substitute must sign in each day and must wear their photo ID badge. 

· Substitutes are entitled to the same lunch period as the regular classroom teacher whom they are replacing.

· The roles of a substitute teacher are to maintain classroom discipline and to carry on the classroom procedures as if he/she were the regular teacher. A substitute teacher has the same responsibilities and the same duties as the regular teacher.  Check with the office or principal concerning bus duty and playground supervision. 
· Substitute teachers should, as far as possible, follow any lesson plans and instructions left by the classroom teacher. 
· Substitutes do not have the authority to make changes in daily curriculum except in emergency situations. Discipline should be maintained and students are to be held accountable for their work, classroom behavior, attendance, etc. 
· Nonroutine punishment (written or otherwise) may not be administered by a substitute teacher. If discipline problems arise, the principal must be notified.

· Make notes for the regular classroom teacher about your day. Include information about problems during the day and any other information that you feel the teacher might want to know.

· If you were not able to follow lesson plans, if an assignment could not be completed or if you had to rearrange schedules, leave a note explaining why. 
· The substitute teacher should be familiar with the guidelines and procedures used in each school. This information should be provided to substitutes when they check in at the school office each morning.  If questions arise throughout the day, you should contact the school office or the principal.

· Class attendance must be checked carefully and accurately at the beginning of the day and an attendance report sent to the school office. Attendance must also be checked after each class change and any student absences reported to the school office immediately.

· If an illness or accident occurs, the substitute should follow the schools guidelines and procedures. Universal precautions must always be observed.

· At the end of the day, take a few moments to straighten up the classroom. Pick up any papers or other debris left on the floor. Make sure all windows and any outside doors are shut and locked.

Pay Information

Substitutes that hold a current Tennessee Teacher License are paid $65.00 per day. All other substitutes are paid $55.00 per day.  Paychecks are mailed on the 20th of each month.  Licensed substitutes who teach in long term assignments may be paid at the regular teacher’s salary based upon the education and experience of the substitute and dependant on the circumstances of the teacher being replaced.  
Assignment Information

Putnam County Schools does not have a centralized assignment system for substitute teachers.  Once you are approved to begin substitute teaching, your name and contact information will be on the Approved Substitute List in the Aesop substitute teacher computer system which is available to all teachers, principals and office staff.  You will need to check for open positions daily and accept any that you are able to do by coding the system appropriately.   It is possible that the system will automatically contact you whenever a position becomes available.  

Calendar - Logs

It is suggested that each substitute keep an up to date calendar/log of days and schools worked. Due to the number of substitute teachers employed throughout the entire system, it is possible for payroll information to get misplaced or misdirected. While it is unlikely that this will occur, having a calendar/log will help to clear up any potential problems.

Appropriate Dress

Substitute teachers are required to adhere to the same dress suggestions as the regular Putnam County School teachers.
· All substitutes should dress modestly, professionally and present a neat, clean appearance.

· Shirts or tops that reveal the midriff or chest may not be worn.

· Hats and caps are not appropriate for wear inside the buildings.

· Clothing of any sort that contains a message that promotes alcohol, drugs, tobacco or any other type of message that may cause a disruption or disturbance in school may not be worn.

· Clothing which contains obscene or suggestive language may not be worn.

· Any visible tattoos must be covered.

· Any facial or tongue piercing must be removed.  

On The Job Injuries

If you are injured while on the job as a substitute, you must report the injury to the principal immediately. This report must be completed no matter how small or insignificant your injury may be. The principal will give guidance and assistance on necessary procedures and paperwork.

Responsibilities of the Regular Teacher

Except in an unplanned absence, the regular classroom teacher should supply the following for the substitute:

· Lesson plans
· Materials necessary to teach lesson plans
· Class schedule and teacher schedule when it deviates from the class
· Class roll
· Seating chart
· List of students with special needs or disabilities
· Location of supplies/materials
· Name of nearby teachers who can be of assistance
If you are substituting for an unplanned absence, the classroom teacher may not have had an opportunity to prepare all of the above listed information. If you have questions or need additional information in order to adequately carry out classroom lesson plans or procedures, contact the school principal as soon as possible.

Additional Considerations
SAFETY/EVACUATION PROCEDURES

· If you are not provided with a copy of the school’s emergency procedures when you arrive to substitute, request this information at the office.

· Familiarize yourself with your surroundings so that you now how to evacuate the class in the event of a fire drill or other emergency. Fire/weather drill routes are posted in all classrooms.

· Know where the nearest exits are located.

· Have a class roster to take with you as you evacuate building.

HANDLING ACCIDENTS/ILLNESSES

· Do not touch a student where he/she is bleeding, even if you use gloves. Provide the student with tissue or paper towels, instructing them to hold it on their wound.

· If appropriate, send the student to the office or nurse’s station for further care.

· If the situation is an emergency, dial 911.

· Adhere to Universal Precautions training at all times.

· Do not administer medicine of any kind to students. (No aspirin, cough medicine, prescription or non-prescription drugs.)

INCLEMENT WEATHER

· Listen to local radio/television station for instructions on reporting times.

· Know the procedures for dismissing students early.

· Inquire about extra duties during times of inclement weather.

STUDENT PICK UP

· Know procedures for escorting students to bus pick-up/parent pick up.

· Elementary Substitutes – no elementary substitute teacher may leave before all his/her students have been picked up at end of day.
How can you get more business?  

1)  Get to know some people in the schools you want to serve.

· Do you have a child in the school?

· Talk to his/her teacher.

· Talk to the principal and assistant principal.

· Do you go to church with any teacher or school people?  Let them know you are working as a substitute.

· Use any school related connections you have such as parents who have kids in school, friends you have in clubs or other community activities, etc.

2)  Promote yourself.

· Make or purchase some business cards and ask permission to put them into every teacher’s mailbox in every school you want to serve.  List any references and give your days of availability and the grades you will serve.

· Introduce yourself to the office staff. 

· Make a one page flyer, pointing out your strengths and experience.  Ask permission to post it in the teacher work areas of the schools you serve.    

3)  Do a good job.

· Leave some type of positive note for the teacher about the class.

· Give good feedback notes on what you did or did not accomplish.

· Use the day to network with other teachers to let them know of your availability.

· Try to catch the principal or assistant principal at the end of the day and let them know how your day went.  Thank them for the opportunity and ask for the chance to return.

4)  Be willing and dependable.

· Work as much and as often as your schedule permits.  If teachers call several times and you always have other plans, you probably won’t get called to work very often.

· Be looking ahead to schedule your work slots.  It will help you and it will help the teachers.  Also, if you are a licensed teacher, ask the principal if they anticipate needing an interim teacher during the year.  Many times, these situations are known in advance.  

Putnam County Schools
NOTIFICATION OF CHANGE OF INFORMATION

FOR SUBSTITUTE TEACHER LIST

Department of Human Resources

PO Box 190
Cookeville, TN  38506
NAME: _________________________________ DATE: _________________

PLEASE MAKE THE FOLLOWING CHANGES IN MY INFORMATION FOR THE

SUBSTITUTE TEACHER FILES:

Address: _______________________________________________________________

_______________________________________________________________________

Phone: ____________________

Days Available to Substitute: _______________________________________________

School and Grade Preferences: ______________________________________________

Additional Comments or Information: ________________________________________

_______________________________________________________________________

_______________________________________________________________________

____________________________________ ____________________

Signature                                                                       Date

For Office Use:

Completed:

___________________

Date & Initials
Putnam County Schools

ACKNOWLEDGEMENT OF RECEIPT OF
SUBSTITUTE HANDBOOK
Please sign and return this page to: 

 Office of Human Resources

PO Box 190

Cookeville, TN  38506
I have received a copy of the Putnam County Schools Substitute Teacher Handbook.  I understand that I am responsible for knowing and complying with the policies, rules and procedures of Putnam County Schools.

I understand that nothing contained in the Handbook will constitute any employment contract with Putnam County Schools.  My employment is at-will and may be terminated by either Putnam County Schools or myself at any time without notice or requirement of cause.  

___________________________________

Signature

____________________________

Date

 6 
April, 2009

