
SUBSTITUTE TEACHER SHORTAGE: REQUEST FOR PAYMENT

Both sides to be completed by the attendance secretary and approved and signed by the school administrator and staff member or substitute. To expedite pay, please return this form to the Absence Management Desk within 3 working days from the substitute shortage date.  Please review all pay information and sub shortage guidelines on the back side of this form.   
INFORMATION ABOUT THE ABSENT CLASSROOM TEACHER: 
Name:      
 Employee I.D. Number:      

School:      
 Reason Code:      
Date of Substitute Shortage:      
 SubFinder Job Number:       

INFORMATION ABOUT THE TEACHER / LICENSED STAFF MEMBER OR SUBSTITUTE THAT FILLED IN: 

Reg. Employee or Sub Name:      
 Employee I.D. Number:      

The person filling in is (Check one):
 FORMCHECKBOX 

Classroom Teacher 


 FORMCHECKBOX 

Non-classroom licensed staff member 

(Examples include: Counselor, Instructional Coach, Media Specialist, and Support Teacher) 


 FORMCHECKBOX 

Substitute

Number of hours this employee filled in (rounded to nearest 1/2 hour increment) and missed his/her own plan time, or if a non-classroom licensed staff member, his/her regular duties (excluding his/her missed supervisory assignments):      
Start and end times this employee filled in: 
     
    to 
     

Signature of staff member or substitute filling in:
Date:      

***************************************************************************************************************************
HUMAN RESOURCES ONLY: 

Verification of Sub Shortage (Absence Management Desk’s Initials):  

 
Authorization of Payment (HR Administrator’s Signature):  
 

Date:      

Guidelines 4 and 5:      
          


HR Account Number:       


PAYROLL ONLY (see “Important Pay Information” above for pay rates)
Hourly Rate:      

Total Amount:      

***************************************************************************************************************************
OVER
IMPORTANT PAY INFORMATION
** Regular teachers, non-classroom licensed staff members and long term substitutes who consent to such coverage will be compensated at the hourly experienced (premium) substitute rate (rounded to the nearest 1/2 hour increment, with less than 30 minutes worked counted as 30 minutes) for the time worked (Per Collective Bargaining Agreement). 
**Substitutes who are required by the building administrator to cover a class and misses his/her plan time will be compensated at the normal hourly substitute rate (rounded to the nearest 1/2 hour increment, with less than 30 minutes worked counted as 30 minutes).  Pay will not be given for missing supervisory time.
SUBSTITUTE SHORTAGE GUIDELINES:
I. District Substitute Shortage Day: A District substitute shortage day is defined by the following guidelines.  If the school has followed all these guidelines, Human Resources will compensate the employee or substitute filling in for the absent teacher.  Note: Any forms turned in later than three days past the last student contact day will be paid by the school’s cost center.
1. The teacher or substitute filling in for the absent classroom teacher missed his/her plan time.  Compensation is for actual missed plan time, not for missed supervisory assignments such as recess or lunch duty. Classroom teachers who have a student teacher assigned to them may only be paid for missed plan time. (Note: By law, licensed staff and substitutes are allowed a 30 min. lunch period for any work assignments of 6 hours or more and must not be asked to miss lunch to cover a class period.)
2. If applicable, the non-classroom licensed staff member (e.g. counselor, Instructional Coach, Media Specialist, Support Teacher, etc.) has missed his/her regular position duties (excluding time for supervisory assignments such as recess or lunch duty).

3. Compensation applies to licensed assignments only.  Classified employees (with or without a teaching license) are not allowed to fill in for absent teachers unless they have previously been placed on the licensed substitute list by Human Resources.  

4. The school administrator or attendance secretary contacted the Absent Management Desk (extension 4340) and received all available assistance in locating and securing a substitute.   

5. The absent licensed staff member:

a. has followed correct absence reporting processes and the absence has been recorded into SubFinder.

b. is absent due to sickness, emergency, or other (all absences with a reason code of 1 through 8, 11, and 12).
II. School-Specific Substitute Shortage Day: The school followed items 1, 2, 3 but not items 4 and/or 5.  In this case, the licensed staff member or substitute filling in for the teacher will be paid by the school. 
ADMINISTRATOR’S APPROVAL:
With my signature, I confirm (choose one):

 FORMCHECKBOX 

The payment meets all the guidelines above for a District Substitute Shortage Day (1-5).  

 FORMCHECKBOX 

The payment meets guidelines 1-3, but not 4 and/or 5 above for a School-Specific Substitute Shortage Day (1-3).  

If this applies, please include the school’s account number:
     

School Administrator signature:

HR 1/09, mm
2

