File:  P. 22.

Substitute Professional Employees


The Pendleton County Board of Education, under the direction of the Superintendent, shall maintain under contract a list of qualified professional 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.
Substitute Teacher Regulationstc \l2 " P.7.  Substitute Teacher Arrangements  

Substitute teachers may be employed by the Board of Education subject to State statutes and the Superintendent's and the Board’s approval.  Substitute teachers may be employed and assigned to perform the following duties:

· To fill the temporary absence of any teachers or an unexpired term made vacant by a resignation, death, suspension or dismissal.

· To fill the position of a regular teacher on leave of absence.

· To perform the duties of a teacher who is absent without loss of pay as approved by the Board.

When the Board receives information that leads it to know or reasonably expect that a teacher’s absence will prospectively extend for 20 consecutive employment days or more, the Personnel Director shall notify all qualified personnel on the preferred recall list of the opening.  The opportunity to substitute in such cases shall be first offered, in seniority order, to qualified individuals on the preferred recall list. The 20 consecutive day rule applies to employees who are absent with a Board approved leave without pay or who are absent using personal leave benefits.   
  
Principals of all schools are furnished a list of approved substitute teachers.  The principal shall contact substitute teachers on the approved list on an as needed basis.  It shall be the principal’s responsibility to access his/her substitute needs accurately and avoid circumstances where substitute teachers 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 teacher shall remain at the school for one-half day and perform alternative duties assigned by the principal.  The substitute teacher shall receive compensation for one-half day.  One-half day is to be construed as one-half of the class periods in a rotating schedule (i.e. 4 of 8 periods or 3 of 7 periods) or in the case of a self-contained schedule, one-half of the clock hours in the instructional day.  Substitute teachers 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 teacher is required after the school day begins, he/she will be compensated in the following manner:

· One-half of the class periods or the instructional day = one-half day of compensation

· More then one-half of the class periods or the instructional day = full-day of compensation


The absent regular teacher shall be required to request personal leave in an amount equal to the amount of time for which the substitute teacher is compensated.

Regular teachers shall notify the principal on the day preceding their anticipated absence indicating number of days they expect to be absent.  Insofar as possible, the regular teacher should notify his/her principal by 7:00 a.m. if he/she is going to be unexpectedly absent.   The day before their return they shall notify the principal and he/she shall likewise notify the substitute.  If teachers fail to notify their principal on the day prior to their return, the substitute shall remain on the job and the regular teacher will forfeit a day of personal leave. 
Teacher absences must be reported on the regular substitute form by the principal even though a substitute is not obtained.  The principal of each school shall have prepared for distribution to substitute teachers, data relative to lesson plans, fire drills, special duties, etc.  If a substitute is mistakenly sent to an assignment and he/she is not needed, he/she shall be paid for his/her travel expense and pay at the rate of one-eighth of what he/she would have received for a full day of substitute work.

Substitute teachers who are “continuously assigned” to the same classroom for more than one-half of a grading period and whose assignment remains in effect two weeks prior to the end of a grading period are to remain in the assignment until the grading period has ended, unless the principal certifies that the regularly employed teacher has communicated with and assisted the substitute with the preparation of lesson plans and monitoring student progress or has been approved to return by his/her physician.

Substitute teachers shall observe the same school day and teaching and duty schedule as required for the regular full-time teacher for whom the substitution is required.  Substitute teachers who teach a minimum of two consecutive days in the same position shall be granted a planning period.  Substitute pay scales may be found in (P)  P. 6.2.  Compensation Guidelines.  

 (WVC §18A-2-3, §18A-4-7, §18A-4-7a and §18A-4-14)

(P)
P.22.4
Substitutes who are 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.

