
Substitute 
Application Process



-Administrators (Principals, Asst. Principals, Supervisors)
-Teachers
-School Nurses
-Administrative Assistants and other Clerical Staff
-Classroom Aides
-Bus Drivers and Bus Aides
-Custodians

If you are interested in applying to be a substitute, the 
following information will assist you in navigating our 
application process.

Substitutes play an important role 
in our school division.

MCPS hires substitute:



Go to our website at www. mcps.org
Once there, click on the #WorkatMCPS
icon:



Now, click on the link…



In the search bar, type the word 
“substitute” to narrow the list to only the 
substitute postings.  Click “Apply” to the 
right of the posting you’re interested in.



The job posting appears.  From here, 
click on “Apply to this Posting”



If you have never applied for a job with 
TalentEd, you will need to create your account. 
Click “Create New Account and Apply”. 



You will enter your information on each 
screen.  Be sure to click “Save and 
Continue” as you progress through the 
screens.

If you need to sign out and continue your 
application later, your progress will be 
saved as long as you have clicked “Save 
and Continue” at the bottom (or top) of 
each page.  If you do not do this, your 
information will not be saved!



After you have completed all sections 
that apply, you will review your 
application, scroll all the way to the 
bottom of the page, and affirm your 
response to the Application Confirm 
Statement.  You will then “Save and 
Submit”



If you successfully apply, a confirmation 
screen will appear.  You may sign out or 
you may view and apply to other 
postings by clicking on Job Listings.



If you have previously applied and have an 
account with TalentEd, you may sign in here (or 
at the top of the page).  



Once you have signed in, you’ll see a list of any 
current applications you have on file as well as a 
list of applications for closed or filled positions.  
To apply for another job, click “Job Listings”. 
From there, everything should look familiar to 
you.



If you have previously applied with another division that 
uses TalentEd, you can transfer your existing account. 
Please note that you may have to enter additional 
information since not all information will transfer.



Now what???
If you applied for Substitute 
Administrator, Teacher, School 
Nurse, Administrative Assistant, 
or Classroom Aide:

Your application will be screened by our Human 
Resources office for the next substitute orientation.
• Orientation sessions are generally held once a month 

based on the needs of our division (but may be more 
or less frequent)

• Applicants are selected based on the needs of the 
division

• If you are selected to attend an orientation session, 
you will receive an email from TalentEd asking you to 
schedule a background check appointment. Watch 
your in-box and check your spam folder periodically.



If you applied for Substitute Bus 
Driver or Bus Aide:

Applications are screened frequently by our 
Transportation office and you may be contacted by 
Transportation for an interview.

If you applied for Substitute 
Custodian:

Applications are screened frequently by our school 
principals and you may be contacted by an Administrator 
for an interview.



Questions regarding applying 
for substitute positions may be 
directed to Human Resources 
by calling (540) 382-5100.

Thank you for your interest in 
substitute employment with 
MCPS!  We look forward to 
working with you!


