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Vision and Mission Statements
Board Approved March 2017

A

Vision Statement

]

Perris Union High School District will be a caring, diverse, and supportive learning environment in which all are committed

towards working in relationships to foster innovative and creative learning opportunities.
!

Mission Statement

A

The mission of Perris Union High School District is to create high quality relevant learning opportunities for all in a safe
and caring environment. We will develop a high quality, caring staff who will be dedicated to learning, and connect
students to their education and potential goals. We will care for all students while developing a growth mindset
through collaboration, creativity, communication, and critical thinking.

A

!

District Goals
Board Approved June 2017

Goal #1 - All students will attain proficiency in all academic content areas
Goal #2 - All students will graduate from high school prepared for post-secondary and career options.
Goal #3 - All departments and sites will provide a safe and positive environment for all students and staff.

Goal #4 - Secure and strengthen home-school-community connections and communications
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Welcome to the Perris Union High School District!

Thank you for joining PUHSD as a substitute employee. Whether you are a certificated of classified substitute employee, we
value your contributions. We are excited to have you as part of our organization and are committed to your success.

Perris Union High School District strives to create high quality relevant learning opportunities for all in a safe and caring
environment. We endeavor to connect students to their education while developing a growth mindset through collaboration,
creativity, communication, and critical thinking. Your role as a substitute is critical to that goal.

You are vital to the daily efficiency of operating our school programs and sites. When a regular employee is absent, you bridge
the gap - making you an invaluable part of our team. Every school day is important to a students educational growth;
therefore, a nroutinen should be adhered to whenever possible in all District assignments.

This handbook will explain our procedures, assist you in becoming a successful substitute, and answer some of the questions
you may have about substituting with PUHSD. As a substitute, you are a great asset to our district as you work together with
our teachers and staff at our sites to provide an invaluable service by stepping in for our teachers and staff in order to maintain
an educational environment of respect, kindness, and compassion for our students. We want your time with PUHSD to be
beneficial to our organization and students, as well as rewarding for you.

We trust that experience substituting at PUHSD will be professionally fulfilling to you and educationally profitable to our
students. We need strong substitutes who will take on the responsibility to ensure the educational process is not interrupted at
our sites. All of our substitute employees, Nutrition Services Assistants, Custodians, Campus Supervisors, Clericals,
Paraeducators, LVNis, Guest Teachers, and Administrators provide services daily that impact the educational environment of
our sites. Your efforts to provide continuity in the regular employeejs absence is extremely important and appreciated.

Thank you for your time, creativity, and enthusiasm required to work in an environment where excellence is an expectation. If
you have any questions or need assistance, please do not hesitate to contact us.

Sincerely,

Perris Union High School District
Human Resources
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Human Resources

155 East 4th Street, Perris, CA 92570
Monday -Friday, 7:30 am - 4: 30 pm
Phone: (951) 943-6369 / Fax: (951) 943-9852

Kirk Skorpanich

Assistant Superintendent, Human Resources
(951) 943-6369, Ext. 80302
kirk.skorpanich@puhsd.org

Mayra Chavez

Administrative Assistant
(951) 943-6369, Ext. 80302
mayra.chavez@puhsd.org

Nick Hilton

Director, Human Resources
(951) 943-6369, Ext. 80304
nick.hilton@puhsd.org

Brenda Arenas

Confidential Secretary

(951) 943-6369, Ext. 80304
brenda.arenas@puhsd.org

Jocelyne Vasquez

Personnel Technician (Substitutes, Coaches, AVID)
(951) 943-6369, Ext. 80316
jocelyne.vasquez@puhsd.org

Juno Fernandez

Personnel Technician (Classified)
(951) 943-6369, Ext. 80308
juno.fernandez@puhsd.org

Delisa Provost

Personnel Technician (Certificated)
(951) 943-6369, Ext. 80307
delisa.provost@puhsd.org

Anjanette Bargas
Senior Clerk

(951) 943-6369, Ext. 80306
anjanette.bargas@puhsd.org

Corey Leutz

Office Assistant

(951) 943-6369, Ext. 80311
corey.leutz@puhsd.org

Christina Wood

Receptionist

(951) 943-6369, Ext. 80319
christinawood@puhsd.org
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PUHSD LEADERSHIP TEAM

Grant Bennett, Superintendent
Lori Ortell, Executive Assistant

Candace Reines, Deputy Superintendent, Business Services

Alisha Fogerty, Director of Fiscal Services Art Fritz, Director of Facilities Services
Joe Lawrence, Director of Purchasing Hector Gonzalez, Director of Facilities
Audrey Mitchell, Director of Nutrition Services Ruben Arras. Director of M&O

Rick Linsalato, Field Supervisor Chris Genton, Plant Manager (PHS)
Judy Miller, Director of Risk Mngmt/Enviro. Safety John Nunez, Plant Manager (PVHS)
John Hannon, Coordinator - Safety & Security Mike Slipich, Plant Manager (HHS)

Dr. Charles Newman, Assistant Superintendent, Educational Services

Robert Brough, Director of Pupil Services Cindy Barris, Director of Special Education

Julie Zierold, Director of Curriculum Instruction Don Williamson, Coordinator of Special Education
Charles Tippie, Director of Learning Support Services James Holmes I, Project Specialist

Dian Martin, Director of Learning Support Services Chad Shaner, Project Specialist

Kerry Bobbit, Coordinator of Student Info. Systems Dr. Rebecca Gehlke, Coordinator - Mental Health Services
Mark Synnott, Coordinator of Educational Services Kathleen Dougherty, ERMHS Therapist

Karna Humbert, ERMHS Therapist Bonnie Monfils, ERMHS Therapist

Kirk Skorpanich, Assistant Superintendent, Human Resources

Nick Hilton, Director of Human Resources

Joseph Williams, Executive Director of Technology

James Heckman, Assistant Director of Technology

v

Dr. Jose Luis Araux Edward Garcia Jr. David Nelissen Anthony Stafford Sr. Dr. Randall
Freeman
President Vice President Clerk Member Member



PUHSD SCHOOL SITE ADMINISTRATION

HERITAGE HIGH SCHOOL

Erika Tejeda, Principal

Christopher Cooper, Assistant Principal
Christopher Rabing, Assistant Principal
Vacant, Assistant Principal

PALOMA VALLEY HIGH SCHOOL
Jennifer Thomasian, Principal
Lee Alfred, Assistant Principal
Kyle Garrity, Assistant Principal
Amy Hall, Assistant Principal
Claire Reis, Assistant Principal

PERRIS HIGH SCHOOL

Juan Santos, Principal

Kristi Coulter, Assistant Principal
Jose Topete, Assistant Principal
Gregory Wise, Assistant Principal

SCHOLAR+ ONLINE LEARNING ACADEMY
Dr. Pauline Garcia, Principal

i

S

PERRIS UNION

HIGH SCHOOL DISTRICT

PINACATE MIDDLE SCHOOL
ChaKwan Jones, Principal

Brett Bourbeau, Assistant Principal
William Cloo, Assistant Principal
Cindy Ramos, Assistant Principal

CALIFORNIA MILITARY INSTITUTE
Igor Milosavjevic, Principal

LTC VACANT, Assistant Principal
LTC Elston Pyne, Assistant Principal

PERRIS LAKE HIGH SCHOOL
Dean Hauser, Principal



IMPORTANT PHONE NUMBERS %93‘7‘,}1 N
FOR SUBSTITUTE EMPLOYEES he&)o

PUHSD SITE SUBSTITUTE COORDINATOR CONTACTS

PERRIS HIGH SCHOOL HERITAGE HIGH SCHOOL

175 E. Nuevo Road Phone (951) 657-2171 26001 Briggs Road Phone (951) 940-5447

Perris, CA 92570 Fax (951) 940-5717 Menifee, CA 92585 Fax (951) 325-5448

Shashonia Carr, Substitute Coordinator Extension - 21124 | Judith Oseguera, Substitute Coordinator Extension - 20131

Cynthia Avila-Medina, High School Principalis Extension - 21101 | Uli Stowell, High School Principalis Secretary Extension - 20101

Secretary

CALIFORNIA MILITARY INSTITUTE PALOMA VALLEY HIGH SCHOOL

755 N. Ay Street Phone (951) 443-2731 31375 Bradley Road Phone (951) 672-6030

Perris, CA 92570 Fax (951) 943-0473 Menifee, CA 92584 Fax (951) 672-6037

Tracy Assimakopoulos, Substitute Coordinator Extension - 35114 [ Kristin Esposito, Substitute Coordinator - Extension - 22120
Certificated Substitutes

Rose Cook, Principalis Secretary Extension - 35101 | Josie Delgadillo, High School Principalis Extension - 22101
Secretary & Substitute Coordinator - Classified
Substitutes

SCHOLAR+ ONLINE LEARNING ACADEMY PINACATE MIDDLE SCHOOL
418 Ellis Avenue Phone (951) 657-7357 1990 S. nAy Street Phone (951) 943-6441
Perris, CA 92570 Fax (951) 940-5305 Perris, CA 92570 Fax. 951-940-5344

Stephanie Stafford, School Secretary Extension - 30116 | Irma Marmolejo, Middle School Principalis Extension - 40101
Arlette Klauer, Secretary |l Extension - 30801 | Secretary & Substitute Coordinator

PERRIS LAKE HIGH SCHOOL PALS - PATHWAYS FOR ADULT LIFE SKILLS
418 Ellis Avenue Phone (951) 657-7357 PROGRAM

Perris, CA 92570 Fax (951) 940-5305 515 East 7th Street Phone (951) 943-6369
Perris, CA 92570 Fax (951) 943-6501

Kimberly Cooper, School Secretary & Substitute Extension - 30101 | Dorothy Leis, Special Education Secretary Extension - 81302
Coordinator

PUHSD - DISTRICT ADMINISTRATIVE CENTER PUHSD - STUDENT SERVICES CENTER
155 East 4th Street Phone (951) 943-6369 1151 North nAn Street Phone (951) 943-6369
Perris, CA 92570 Fax (951) 943-9852 Perris, CA 92570 Fax (951) 943-6799

Jocelyne Vasquez, Personnel Technician Extension - 80316 | Helene Astorga, Administrative Assistant Extension 81102

OTHER CONTACT NUMBERS

PAYROLL HUMAN RESOURCES

Robbin Campbell, Payroll Technician (A-G) Phone (951) 943-6369 | Jocelyne Vasquez, Personnel Technician Phone (951) 943-6369
Extension - 80219 Extension -80316

Liu Yeung, Payroll Technician (H-O) Phone (951) 943-6369 | Christina Wood, Human Resources Phone (951) 943-6369
Extension - 80217 Receptionist Extension - 80319

Lisa Baker-McDaniels, Payroll Technician (P-Z) Phone (951) 943-6369 | Frontline Absence Management 1-800-942-3767
Extension - 80218 (Formerly AESOP)
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In order to be a more effective substitute in the Perris Union High School District, it is essential that you read and become
familiar with the contents of this handbook in its entirety BEFORE accepting your first assignment. Remember, all schools in
the district are site-based and this handbook is a generic overview and policies may differ slightly among schools.

Substitute Expectations and Guidelines

Always be prompt both in reporting for an assignment and in completing assigned tasks. If an emergency makes it
necessary for you to be late for your assignment or leave early from your assignment, you must notify the site
substitute coordinator immediately.

No cell phone usage during any job assignment. Cell phone usage should be limited to lunches and breaks.

No smoking, drinking alcohol, or using any illegal substances on any District property.

Do not use profanity or obscene overtones while on assignment.

Set a good example for students.

Courtesy and cooperation are two basic elements of success in every assignment from the District. Be courteous and
cooperative with the public, fellow workers, prospective employees, teachers, students, and parents who are all a part
of the District you serve.

Maintain open lines of communication. If any instructions given by your supervisor are not clear, ask for further
explanation to make certain that you understand exactly what is expected of you.

Always try to work carefully. Mistakes can be costly and at times, dangerous. If you make a mistake, be sure to find
out exactly what happened and how to avoid making the same mistake again. Notify your supervisor or substitute
coordinator of the mistake.

Maintain control of your classroom and yourself at all times.

Remember to keep all District business and school matters confidential. While many things that happen at the District
and school sites are a matter of public record, releasing information about them is the responsibility of specific offices
and individuals.

You must submit your timecard to the site substitute coordinator at the beginning of your assignment, and pick up
your timecard from the site substitute coordinator at the end of your assignment. Your timecard is your responsibility.
You must sign, date and submit your timecard to the Payroll Department at the District Administrative Center by each
monthly deadline. ***/f you do not submit your timecard by the monthly deadline set by PUHSD, your paycheck will
be delayed and may not be paid out until the following month.

Return all supplies such as keys, radios, etc, to the site contact of the reporting job assignment. Do not take any of
these items home. Do not give students keys for any reason.

Dress Code & Suggested Attire

Classified Substitutes: Dress appropriately for your type of work that you are assigned to. Maintain

DRESS ()R  awell-groomed, clean, neat, and business-like appearance at all times. Remember, you are

SLT( ‘(JESS representing the District to students and the public.

AR

Guest Teachers: The manner in which you dress influences student behavior and learning. Although
it is not necessary to dress business formal, please dress professionally, comfortably, and in good
taste. Remember that you need to gain the respect of the students. The more professional you
look and act, the easier it is to set that tone.

Items that are not appropriate in the work setting include the following:

Garments that bare or expose undergarments, private areas of the body, or midriffs

Torn/tattered clothing

Flip Flops or other beach style sandals

Hats or headgear, with the exception of attire worn for medical or religious reasons.

Athletic wear (An exception is made for physical education personnel)

Clothing or accessories exhibiting obscene, vulgar, profane or derogatory language or illustrations.
Shorts of any kind (An exception is made for physical education personnel)



e Tattoos and/or brands visible on the body which are provocative or obscene, advocate sexual, racial, ethnic, or
religious discrimination, represent affiliation with a gang or that are otherwise of a nature which brings indignity to the
educational institution and environment.

Renewal of Credentials (Guest Teachers & Administrators)

Your certificated credentials are YOUR RESPONSIBILITY and must be renewed prior to expiring in order for you to continue
teaching in the classroom. Payment DOES NOT signify renewal. The California Commission on Teacher Credentialing (CTC)
must grant your renewal. nPending Statusy is not renewal.

e The expiration date of your permit may be found on the permit/credential or is
available from the CTC website at www.ctc.ca.gov .

e The renewal of your permit/credential is the responsibility of the substitute
teacher.

e For 30-day substitute teaching permit holders , Single Subject, Multiple Subject,
and Special Education credential holders you must renew your permit through
the Commission website at www.ctc.ca.gov.

e You should renew your credential a minimum of 30 days in advance to ensure that the renewal will go through in a
timely manner. Please note, if your credential is expired you will NOT be able to substitute teach until it has been
renewed by the California Teaching Commission (CTC).

Renewing your (TB) Tuberculosis Screening
The expiration date of your TB test or assessment is 4 years from the date it was administered. The

district will notify you by mail when your TB expiration is approaching. You can stop by the Human
Resources office to pick up a voucher to have the TB test or assessment administered at one of the
District approved clinics. There is no cost to the substitute. If you fail to renew your TB test or
assessment, you will be inactivated as a substitute and will not be able to work in any assignments
until a renewal is submitted to the Human Resources office.

Letter of Reasonable Assurance

Each year at the beginning of May, a Letter of Reasonable Assurance is mailed to substitute employees with a notification that
the District intends to utilize their services for the upcoming school year. It is the responsibility of the substitute employee to
return the Reasonable Assurance Acknowledgement & Substitute Availability Form to the Human Resources Office at 155 E.
4th Street in Perris before the deadline listed on the letter. Failure to do so will serve as notification to the Perris Union High
School District that you no longer wish to remain active as a substitute employee for the upcoming school year.

Name, Address, Phone Number, Email, Status Changes
You must notify Human Resources with any changes to the following: -,

e Name Changes: Please complete an address change form and submit to the < ( @ | Q 9
Human Resources office along with a copy of an updated social security card — o ar—e Yoy
that shows the new name.

e Address, Phone Number(s), and/or Email Changes: Please complete an
address change form and submit to the Human Resources office.

e Temporary Disable Absence Management: due to illness, travel, etc.s, please contact the Human Resources office..

ID Badge
e Substitutes are required to wear their District ID Badge clearly displaying the picture and name
whenever they are on district property. | J
e |D Badges are processed year round in the Human Resources office Monday-Friday between the L

8.00 am - 4:00 pm at 155 E. 4th Street. Please bring a picture ID to receive your new ID Badge.


http://www.ctc.ca.gov/
http://www.ctc.ca.gov/

Retirement

CALSIRS.

A guest teacher is required to become a member of the State Teachers Retirement System (STRS) if the guest teacher
accumulates 100 or more complete days of service in any district during a school year. Once you are a member of STRS, all
future service is subject to contributions, the same as permanent teachers. https.//www.calstrs.com/

. CalPERS

Public Employees Retirement System (PERS) and FICA (Social Security) are mandatory for a classified substitutes who perform
1,000 hours during the school year. Overtime worked is included when counting hours or days for the purposes of qualifying
for membership. Once a member of PERS, all service is subject to employee contributions. Retirement contributions are
deducted through the payroll procedure. https.//www.calpers.ca.gov/

PUHSD Email

Each substitute employee is issued a district email address. Your welcome letter from our Technology
Department containing your district email login and temporary password will be attached to your district
clearance email sent to you once you have been approved to begin by the PUHSD Board of Trustees. In
order to activate your email account, you must sign in from a district desktop computer. You may do this
on your first assignment. Once you have signed onto your account on a district desktop computer, your
email will be active and you may then access it from gmail. Please remember to check your email daily
for any important updates or information from the district.

PUHSD Email Distribution Lists

—

In order to improve site wide communication to our substitutes, we have configured our email S
distribution groups for Guest Teachers to be noptionn. This means that you can choose to be oy
part of any of the available groups that you see fit to be a part of. If you only ever work at A
Heritage High School, then you can choose to only be part of the hhsguestteachers@puhsd.org ’
group. If you move between sites frequently, you may wish to be part of every group, or you may

wish to update your membership as you change sites. Instructions to access the various Guest

Teacher distribution groups are available at https.//go0.gl/0gf8pc

. ‘ If you have any questions or concerns regarding the email distribution groups for Guest

.B Teachers (or any other tech item) please feel free to email the ITS helpdesk at

helpdesk@puhsd.org or give us a call at (951) 9436369 x 80250.
Perris Union HSD

10



Separation of Employment
PUHSD will consider that you have voluntarily terminated your employment if you resign from PUHSD.
A letter of resignation must be submitted to the Human Resources office. Please include
the following information in your resignation letter:
a8 Name
Employee Number
Last Day of Work
Clear statement of your intention

Forwarding address and contact information /

Automatic Separation of Employment

PUHSD will automatically separate a substitute from district employment for the following conditions:
@  Failure to accept an assignment for 1 year due to a leave. You MUST inform PUHSD of any leave of absence needed.
a8 No assignment history for 90 days.
a8 Less than 20 assignments accepted within a school year.

O o o o
L

Substitute Reactivation

a Substitutes who have been automatically separated from the district may re-apply for a substitute position with
PUHSD through Edjoin.org when a substitute position is opened. Rehiring is at the discretion of Human Resources and
all applicants will be screened according to district needs. Rehired substitutes will need to complete Live Scan and
Drug/TB Screening.

a  Substitutes who resigned from their positions may reactivate when a substitute pool opens without reapplying on
Edjoin if the resignation is within 3 months of reactivation. Reactivated substitutes with more than a 3 month lapse
will need to complete Live Scan and Drug/TB Screening.

Letters of Recommendation

The Human Resources office does not write letters of recommendation since we are not out in the field doing observations of
substitute assignments. For letters of recommendation, substitutes should rely on administrators and teachers who have
actually nobservedn you in action at the school site and can provide specific details about your teaching or work skills. Human
Resources does provide verification of employment, if requested in writing.

Verification of Employment - Employment Supervisor

The Human Resources office provides Verification of Employment for loan applications,
apartment leases, social services, teaching experience, job applications, and any other process
that requires proof of employment. When listing your experience as a substitute on a job
application, VACANT, Substitute Personnel Technician, can be listed as your supervisor for
Verification of Employment. All VOEjs must be faxed or emailed to the Human Resources Office.
We do not verify by phone.
A
Please send all VOE requests to; PUHSD - Human Resources Personnel Office

ATTN: Substitute Personnel Technician

155 E. 4th Street

Perris, CA 92570

Email:

Fax: (951) 943-9852

11
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A

Guest Teachers
Type of Assignment 30-Day Permit Trained Credentialed
Standard Assignment $140.00 $160.00 $160.00
Long Term Assignment 10th Day $160.00 $180.00 $180.00

*1Trainedn status is obtained by completing a guest teacher training, offered twice a year.

*Long-Term Rates: In addition, guest teachers can earn the long-term rate beginning the first day if we know the teacher will be out for an extended period

of time.

Classified Substitutes

Position Pay Rate
Nutrition Services $15.09
Paraeducator $15.85
Clerical $15.85
Custodian $15.74
Campus Supervisor $16.15
Licensed Vocational Nurse $26.01

e Federal and state income taxes will be deducted in

accordance with current tax table.

e (Guest teachers are not eligible for voluntary payroll
deductions (e.g. credit union, dues,

e Guest teachers who are members of the State Retirement
System (CalSTRS) will have retirement contributions

deducted.

e C(lassified substitutes who are members of the State
Retirement System (CalPERS) will have retirement

contributions deducted.

e Pay warrants and direct deposit stubs are available for

@8KzGkb rdsCzPalicay

etc.).

pick-up in Payroll at the District Office at 155 E. 4th Street in Perris, 2nd Floor, on pay day from 9:00 am to

11.00 am. Those that are not picked up by 11:00 am will be mailed to the address of record.
e All substitutes are eligible for direct deposit. Please turn in Direct Deposit Forms to payroll.

12
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PAYROLL# START DATE END DATE TIMECARDS DUE PAY DATE
1A | . 07/06/18 07/09/M18 07/20/18
2A 07/09/18 08/08/18 08/09/18 08/20/18
3A 08/08/18 09/07/118 09/10/18 09/20/18
44 09/08/18 10/05/18 10/08/18 10/19/18
S5A 10/08/18 11/06/18 1107118 11/20/18
B6A 11/07/18 12/06/18 12/07/18 12/20/18
TA 12/10/18 01/07/18 01/08/19 01/18/189
8A 01/08/19 02/06/19 02/07/19 02/20/19
9A 02/07/19 03/07119 03/08/19 03/20/19
10A 03/08/19 04/08/19 04/09/19 04/19/19**
1A 04/08/19 05/07119 05/08/19 05/20/19
12A 05/08/19 06/07/19 06/10/19 06/20/19

Signed and completed timecards are to be turned in and timestamped in the Payroll Office by 4:30PM on
the day specified on the above schedule. Timecards received after this date are subject to being
processed the following month.

Timecards are to reflect only the current pay period. Do not carry over time worked or accumulated from
one pay period to the next. Do not save up multiple months timecards.

Pay warrants and direct deposit stubs will be available for pick up at the District Office on pay day from
8:00 AM to 11:00 AM. Pay warrants and direct deposit stubs not picked up will be mailed to the
employee's address of record.

“*EXCEPTION:

# Due to the holiday schedule, the 10A pay warrant will be mailed to the employee's
address of record.

Timecards

You may obtain a time card from the Substitute Coordinator at any District site. You may also print a time card from
the PUHSD website, www.puhsd.org. Under nAboutn, click on Divisions > Business Services > Forms and Documents >
Certificated Substitute Timecard OR Classified Substitute Timecard.

At the end of the day, it is your responsibility to have the Substitute Coordinator or designee sign your timecard and fill
out the budget code for your assignment. A confirmation number/job number is required for payment.

YOUR TIMECARD MUST BE SIGNED BY YOU prior to being turned into Payroll.

Timecards must be turned into Payroll office_no later than the end of the day on the due date. If your timecard is
received after the payroll deadline, your payment will be deferred until the next pay date.

Make sure to print your First and Last name on your timecard as well as your Employee ID Number.

If you lose your timecard, you are responsible for filling out a new timecard completely and getting all necessary
signatures for all assignments from site substitute coordinators.

13



Substitute Timecard Examples

PERRIS UNION HIGH SCHOOL DISTRICT
Certificated Sub Time Card Emplovee %: 654321

Yuyi Morales Pay Period Starts: 2, 07419

Name:

Pay Period Ends: 3

Please Note: Signed and completed time cards are to be turned in to the Payroll Office by 3:30 PM on the day specified on the District Payroll Schedule. Time cards recerved after this date
are subject to being processed the following month. Please use blue or black ink onlv. NO Pencil or Red ink and DO NOT USE white out.

Employee Fills Out This Portion Office Use Only
Date [ site | #of Subbed for- _ FrontLine Description Funding Source Leave [Long Admin | Payroll
Period Confirmation #: of Work {XX-YXY-YXUY-0-XYIX-XYYX-XXY) Code |Ternmy Approval | Use Only
2/7/19 | PVHS 7 Niel Gaiman 888111888 Math
2/8/19 | PVHS 7 Niel Gaiman 888111888 Math
7 JR_R. Tolkien 777111777 BE
7 TR R. Tolkien 7711777 BE
7 Ronald Dahl 555111555 English
7 Peggy Parish HA 144 English
7 Judv Blume 333111333 Science

IHEREBY CERTIFY that I have worked for the Perris Union High School District on the days stated above. I further understand the falsification of district records is grounds for disciplinary action
including Dismissal.

District Paid Resource 0000 Requires Other Resource
S - Sick C - Conference
B - Bearavement 5D - Staff Development
JD - Jury Duty O - Other Activities
P/N - Personal Necessity (form)
P/D - Personal Discretion (form)
WIC - Workers Comp.

o PERRIS UNION HIGH SCHOOL DISTRICT
Name: Willie Wonka Classified Sub Time Card Pay Period Start:

Emp # 123456 Pay Period End:
Please Note: Signed and completed timecards are to be turned in to the Payroll Office by 4:30 PM on the day specified on the District Payroll Schedule.
Timecards received after this date are subject to being processed the following month. Please use blue or black ink only. NO Pencil or Red ink and DO NOT USE White out.

Guest Jeacher Signature

Substitute Signature

Emplovee Fills Out This Portion Office Uze Only
Start Lunch End | Total FrontLine Position Type (Check one) Funding Source Abs | Admin || Payroll
Date Site Substituted For: X
Time | From To Time | Hours Confirmation #: |Cler| Cust| C5 |2utz| Para| Mursef EX-XXX-KXEX-K-KXKX-KXKX-KXXX Code Int. Use Onl}
740 | 1200 | 1230 | 310 75 | pHS Paddington Bear 227111222 X
2/14/19 100 300 330 | 930 3 HHS Amelia Badelia 333111222 *
2/15/19| 600 900 3 CMI Fancy Nancy 444111555 x
3/5/19 | 740 1200 | 1230 | 310 75 |DAC Mary Poppins 222555444 x
3/6/19| 740 1200 [1230 | 310 7.5 | DAC Mary Poppins 220555444 x
37719 | 100 300 330 930 3 PVHS Dennis Menace 333888000 x

TOTAL HOURS| 41.5
| HEREBY CERTIFY that | have worked for the Perris Union High School District on the days and hours Leave Codes

stated above. 1 further understand the falsification of district records is grounds for disciplinary action Bereavement
including Dismissal. Jury Duty
Other
Position Tvpe Personal Discretion
(L ﬁ = = ICleni Clencal Personal Necessity
S Jm SW [Cust Custodial Sick
- = ] ICS C s Sup. School Business
SUBSTITUTE'S SIGNATURE 2 —SUpUE Sup. it
Nutr Nutrition Serv Vacation
[Para Paraeducator Vacancy
Nurse | Lie. Voc Nurse Waorkers Comp.
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GUEST TEAGHER ASSIGNMENTS

Arrival Time for Guest Teachers

It is important to familiarize yourself with the campus locations before accepting your first
assignment. Regardless of bell schedules, as a Guest Teacher, your assignment begins at 7:45
am, Monday through Friday at all PUHSD Sites and 7:30 am, Monday through Friday at CMI..
Please report to the school site no later than 7:30 am (PUHSD) or 7:15 am (CMI).

Full Day Assignment Policy

In an effort to increase certificated coverage throughout the district, Perris Union High School District adopted a Full
Day Assignment Policy for all Guest Teacher assignments.

What does this mean for you as a Guest Teacher?

This means that when you accept an assignment for a teacher, you will be expected to report to the school site for a
full day. regardless of the assignment hours listed in Absence Management. All assignments, regardless of reporting
times in the Absence Management system or bell schedule, begin at 7:45 am (PUHSD) / 7:30 am (CMI) and end at
3:10 pm. Please report to the school site 15 minutes before your assignment begins.

Secondary Assignments and Prep Periods - PUHSD Only

If you accept an assignment, you may be asked to substitute in another classroom during the regular teachers nPrep Periodn,
Due to your status as a guest teacher, you are not entitled to this prep period. Therefore, if you are asked to cover another
class or do an alternative assignment during this designated nPrep Periody you must cover this assignment.

If you accept a partial day assignment that starts later in the school day you must still report at the normal start time. You will
be expected to nPeriod Subr in another classroom or do an alternative assignment until your assignment begins.. If your
assignment begins at the beginning of the school day, you will be expected to remain on campus until the end of the school
day to period sub after your partial assignment concludes.

Expectations for Late Start/Early Release Days

Every Friday is an early release day at Pinacate Middle School. In addition, each school has 1-2 nLate Starty days per week.
Since a full day is considered 7.5 hours, you may be asked to complete an alternate assignment before or after the students
leave in order to complete your entire 7.5 hours of work time. If you accept a position on an early release or late start day, you
must be willing to complete the alternative assignment. A pattern of arriving late and/or leaving early will constitute grounds
for your removal from the approved substitute list.
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