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Substitute Service Employees


The Pendleton County Board of Education, under the direction of the Superintendent, shall maintain under contract a list of qualified service personnel who may be called upon to assume the duties of regular employees who find it necessary to be absent from their assignments.  


Substitute assignments shall be made according to the rules promulgated by the Legislature and this body.

(P)
P.22.1.1 
Substitute Service Employees General Guidelinestc \l3 "P.7.1.  Substitute service employees
The Pendleton County Board shall employ individuals for service personnel substitute lists pursuant to §18A-4-15. The Superintendent is authorized to assign substitute service personnel on the basis of seniority to perform any of the following duties:

· To fill the temporary absence of another service employee; or

· To fill the position of a regular service employee who requests in writing and is granted a leave of absence in writing by the Board or to fill the position of a regular service employee who is on workers’ compensation.  
· If the absence caused by a leave of absence or a workers’ compensation claim is to extend beyond 30 days, the Board shall post the position of the absent employee.  If a substitute person is employed to fill the position and is employed 20 or more working days, that person: 
· Acquires regular employee status with the exception of regular employee job bidding rights; 
· Does not accrue regular seniority;
· Shall hold the position and regular employee status only until the regular employee returns to the position or when the regular employee’s employment by the Board ceases;
· Shall be accorded all rights, privileges and benefits pertaining to the position.  However, the phrase “all rights, privileges and benefits” does not include retirement benefits.  Retirement benefits are accorded only to employees who are regularly employed for full-time service.  

· To perform the service of a service employee who is authorized to be absent from duties without loss of pay.

· To temporarily fill a vacancy in a permanent position caused by severance of employment by the resignation, transfer, retirement, permanent disability, dismissal pursuant to §18A-2-8 or death of the regular service employee who had been assigned to fill the position.  

· Within 20 working days from the commencement of the vacancy, the board shall fill the vacancy under the procedures set out in §18A-4-8b or §18A-2-5 of the code, and the person hired to fill the vacancy shall be accorded all rights, privileges and benefits pertaining to the position.  However, the phrase “all rights, privileges and benefits” does not include retirement benefits.  Retirement benefits are accorded only to employees who are regularly employed for full-time service.  

· To fill the vacancy created by a regular employee's suspension.  If the suspension is for more than 30 working days the Board shall post the position according to §18A-4-8b of the Code.  If a substitute service employee is assigned to fill the vacancy, that person:

·  Acquires regular employee status with the exception of regular employee job bidding rights; 
· Does not accrue regular seniority;
· Is accorded all rights, privileges and benefits pertaining to the position until the termination by the county board becomes final or the suspended employee returns to employment. However, the phrase “all rights, privileges and benefits” does not include retirement benefits.  Retirement benefits are accorded only to employees who are regularly employed for full-time service.  

·  If the suspended employee is not returned to his or her job, the board shall fill the vacancy under the procedures set out in §18A-4-8b or §18A-2-8 of the code.

· To temporarily fill a vacancy in a newly created position prior to employment of a service personnel on a regular basis
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Procedure for Assigning Substitutes
To establish a uniform system of providing a fair and equitable opportunity for substitutes to enter upon their duties for the first time, the following method shall be used: The initial order of assigning newly employed substitutes shall be determined by a random selection system established by the affected substitute employees and approved by the Board. This initial priority order shall be in effect only until the substitute service personnel have entered upon their duties for the first time.

Substitutes shall be assigned in the following manner: 

· Any regular service person employed in the same building or working station and the same classification category of employment as the absent employee shall be given the first opportunity to fill the position of the absent employee on a rotating and seniority basis. In such case the regular service person's position is filled by a substitute service person.  For the purpose of this section only, all regularly employed school bus operators are considered to be employed within the same building or working station.

· The substitute with the greatest length of service time, that is, from the date he or she began his or her assigned duties as a substitute in that particular category of employment, shall be given priority in accepting the assignment.

· All substitutes shall be employed on a rotating basis according to the length of their service time until each substitute has had an opportunity to perform similar assignments.  


The Superintendent’s designee shall contact substitute service personnel on the approved list on an as needed basis.  It shall be the  designee’s responsibility to  assess the substitute needs accurately and avoid circumstances where substitute service personnel arrive at the school for an assignment only to find out they are not needed.  


In the event an error in assignment is made by the school system, the substitute service employee shall remain at the school for one-half day and perform alternative duties assigned by the principal.  The substitute service employee shall receive compensation for one-half day.  One-half day is to be construed as three and one-half hours.  Substitute service employees will be expected to receive the same notification of emergency school closings as regular teachers and should not report for an assignment if the school is closed and they will not be compensated in any way if they report to a closed school.


In the event a substitute service employee is required after the work day begins, he/she will be compensated in the following manner:

· Three and one-half hours  = one-half day of compensation

· More then three and one-half hours = full-day of compensation


The absent regular service employee shall be required to request personal leave in an amount equal to the amount of time for which the substitute service employee is compensated.
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Service Substitute Pay Scale


Generally speaking, WVC §18A-4-15(d) requires the Pendleton County Board of Education to base substitute service personnel salaries upon their years of employment as defined in WVC §18A-4-8 and the salary shall be in accordance with the salary of the person who is regularly employed in the position.  


However, the State Department Office of School Finance has ruled that the salary of a substitute service employee working in positions that have multiple levels, depending upon either years of experience or educational level, shall be based upon the years of employment and educational level of the substitute employee and not upon the years of employment and educational level of the regular employee. 


The Office of School Finance has also ruled that Substitute aides and secretaries will be paid on their own experience and level of education and not those of the employee for whom they are substituting.  


Also, service employees who normally work a split-shift and who agree to work for another employee who does not have a split-shift will not receive the split-shift differential pay for those days worked.

The pay received by regular employees who also serve, as substitute employees for another class title will be based upon their years of experience in that class, but they will not be paid for both assignments at the same time unless leave time is used.  
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Substitutes who are Frequently Unavailable for or Refuse to Accept Assignments (New)
A substitute employee who is unavailable or refuses to accept assignments is to be excused for the following reasons only:

· A written doctor’s statement for personal illness or illness in the immediate family; 

· A written principal’s statement of a substitute’s obligation at another school on that day; or 

· Death in the immediate family.


An accumulation of three (3) unexcused refusals (Unable to be contacted is considered a refusal) make it necessary for a conference to be held with the Superintendent or his/her designee.  After such conference is held, the accumulation of three (3) additional unexcused refusals may result in the Superintendent recommending to the Board the removal of this individual’s name from the substitute roster.


All substitutes ARE required to work at all work stations in the entire county and not just in specific, selected work stations.  Substitutes, by virtue of the type of work, could be called at all or any hours of the day and/or night for any of the Pendleton County Board of Education’s work stations.

Pendleton County Schools will use the following guidelines for maintaining/removing persons from the substitute list:

· Persons unable to fill an assignment upon being contacted for three (3) consecutive occasions and who have not worked at least ten (10) days during a semester will be referred to the process outlined below:

Upon meeting the above criteria, a conference will be held with the Director of Personnel.  Following the conference, if the above criteria is again met for a second time the Superintendent will recommend to the Board of Education termination of substitute contract.


Substitutes who are experiencing personal illness or illness in the immediate family or other serious family issues may request that they be considered inactive for a period of time six months.  They may make such a request by contacting the personnel office.
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P.22.3.
Procedure for Calling Service Substitutes 

All persons applying for employment as a service substitute shall provide the personnel office with all telephone numbers at which they can be reached (home, cell and work).  These telephone numbers will be the only means by which Board employees will attempt to contact substitutes.


If the substitute need is immediate, messages will not be left on answering machines.  If the substitute need is not immediate, a message may be left on an answering machine if one is available.  If a message is left, the person charged with calling substitutes will wait two (2) hours  for a return call before calling the next person on the substitute list.  


The Superintendent’s designee shall contact substitute service personnel on the approved list on an as needed basis.  It shall be the designee’s responsibility to  assess the substitute needs accurately and avoid circumstances where substitute service personnel arrive at the school for an assignment only to find out they are not needed.  

