ONBOARDING

SUBSTITUTE TEACHERS



SUPPORTS ALL STAKEHOLDERS,

AND SEEKS TO SHARE AND LEVERAGE RESOURCES ON
BEHALF OF ITS CLIENT SCHOOL DISTRICTS AND

PARTNERS.
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WELCOME

Please find your name on the attendance log sheet and sign
our name . If your name is not on list, please add your name and
O the list.




*CONSENT RELEASE FORMS WERE OBTAINED FOR ALL PHOTOS USED IN THIS PRESENFVA
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Steps to renew substitute

eligibility
NOTICE: Frontline ID Account Update & Quick Start Guide
FAQs 1) Register for and attend an onboarding/orientation (for
those seeking substitute teaching positions only)
Substitute Resources 2) Complete the application for substitute teaching or non-

teaching substitute position and create an ESC Employment
Application account

3) Obtain your Ohio teaching license, substitute license or
educational aide permit (Use IRN 046938 for superintendent
signature)*

4) Complete both your BCl and FBI background checks (If

https/www.escco.org/FAQs.aspx

NEW OR PROSPECTIVE
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Steps to renew substitute
eligibility

NOTICE: Frontline ID Account Update & Quick Start Guide
FAQs

1) Register for and attend an onboarding/orientation (for
those seeking substitute teaching positions only)
Substitute Resources 2) Complete the application for substitute teaching or non-
teaching substitute position and create an ESC Employment
Application account

3) Obtain your Ohio teaching license, substitute license or
educational aide permit (Use IRN 046938 for superintendent
signature)*

4) Complete both your BCl and FBI background checks {If
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SUBSTITUTE RESOURCES




DID YOU KNOW?




Hiring Process

Step 1
Register for
orientation

gar

'n'

Step 4
Apply for
ODE license

Step 2
Complete Substitute
Employment
Application

Step 5
Complete BCI &
FBI background
check

Step 3
Complete the
eForm packet

Hired by ESC/COG
Board and issued

C(+

access to Absence
Management

educational service center
Council of Governments



EXPECTATIONS

BY THE END Q







ESC-COG SUBSTITUTE CONSORTIUM

MEMBER SCHOOL DISTRICTS

Bexley City Schools

Big Walnut Local Schools
Buckeye Valley Local Schools
Canal Winchester Local Schools
Columbus School for Girls
Delaware City Schools
Delaware Area Career Center
Dublin City Schools

ESC of Central Ohio Classrooms
Fairbanks Local Schools
Gahanna Jefferson City Schools
Grandview City Schools
Groveport Madison Local Schools
Hamilton Local Schools

Hilliard City Schools

Licking Heights Local Schools
Marburn Academy

Marysville Exempted Village Schools
New Albany-Plain Local Schools
Northridge Local Schools

Olentangy Local Schools

The Metro Early College High School
Whitehall City Schools

St. Vincent Education Center

Tolles Career and Technical Center*
Upper Arlington City Schools
Wellington (new 2019-2020)
Westerville City Schools
Worthington City Schools

educational service center
Y Council of Governments



SUBSTITUTE CONSORTIUM
MEMBER SCHOOL DISTRICTS







DID YOU KNOW?

> of Cen’rral Ohio provides teachers and
 for s en’rs WITh disabilities in
Al On O




Types of ESC sponsored classrooms:

» Cross Categorical* | Special education classrooms for students with
varying needs and levels of disability

» STACK* | Classrooms specifically designed to the learning needs of
students on the autism spectrum

» Hearing Impaired* | Students with varying levels of hearing ability

» Emotionally Disturbed | Students with demonstrated social and
emotional problems

» Community-Based Transition | Designed to help students learn life and
career skills and transition to be more independent post-high school

* Classrooms available at preschool level

UNDERSTANDING

ESC CLASSROOMS

educational service center
Council of Governments



UNDERSTANDING
NON-TEACHING ASSIGNMENTS

Big Walnut Hilliard ‘ | N ERYIE ‘

e Paraprofessional * Paraprofessional e Paraprofessional

e Educational e Educational e Educational
Aide Aide Aide

| » Secretary e Secretary
e Nurse
e Custodian

options available




FILLING JOBS

ABSENCE MANAGEMENT

The vast majority of our absences are filled by
proactive substitutes looking for, and accepting jobs
online.

Assignments posted with less than 24 hours notice may
necessitate a school district directly contacting a
substitute in addifion to automated calls from Frontline.

Need to cancel an assignment?

You must contact the school district directly as soon as
possible so they can cancel your assignment and

repost the absence.
educational service center
Council of Governments



THE PROCESS

ABSENCE MANAGEMENT

8:02pm Teacher

8:03pm Absence Management sends Principal IS LA
e-mail about the absence (optional) Absence ""'““‘I <l -

Employee

bsence Management

AThR pcubstitutes are ...
eQuali' g ?

oAvai’I » (Non-work day)
SAiseady working?
ePreference List?
ePreferrec hool?

3
.




ABSENCE MANAGEMENT BASIC VIDEO

ABSENCE MANAGEMENT ADVANCED
VIDEO




OBULATOR.COM

Jobulator | You've
& c 0N | @ Secure | htt bulator.com G ﬁl VI v |

Apps [ NewTab a Askcom T esc mail ? Web Mavigator 9 AppliTrack System - Educational Service . 4 htf e int.c ManageEngine Servi. & Google [§ SunGard Pentamatic [ SunGard Pentamatic Other book

jobulator

you'ue got jot

You've Got Jobs™ _ A

Jobulator gives you access to all your Frontline

Education Absence Management (formerly et
Aesop®) job notifications on the go, so you have
the flexibility to go about your daily business.
You don't have to be tied to your computer

anymore, waiting for available jobs.

START YOUR FREE TRIAL




SUBSTITUTE TEACHING LICENSES

Effective July 1, 2019

Post-secondary degree in Education:
Issued with a teaching field of “"Education Degree-Unlimited subbing.”
Valid for daily substitute teaching (e.g., a different class each day) in any subject or grade level.

Valid for teaching unlimited days in a specific class in any subject or grade level.

Post-secondary degree in a subject related to an area of licensure:

Issued with a teaching field in a designated subject area related to the post-secondary degree (e.g., Infegrated
Mathematics).

Valid for daily substitute teaching (e.g., a different class each day) in any subject or grade level.
Valid for teaching unlimited days in the designated subject area in any grade level.

Valid for teaching up to one semester in a specific class in other subjects with local board approval.

Post-secondary degree in a subject unrelated to any area of licensure:
Issued with no teaching field.
Valid for daily substitute teaching (e.g., a different class each day) in any subject or grade level.

Valid for teaching up to one semester in a specific class at any grade level with local board approval.

For individuals who are limited to one semester in a specific class, the local board of education may approve additional subsequent
semesters in the same class.

educational service center
Council of Governments






THE BEGINNING...

- » Greeting sfudents at the door helps set a positive tone for the

naance J_fCI§|(. (If you are not sure, be sure to ask
Jance and issuing student bus passes.)




THE MIDDLE...

Implement and follow the teacher’s lesson plans.

1 plans, or they are incomplete, seek
2| teachers and/or building




THE END...

ated early in the

aVYa




HELPFUL HINTS

Being prepared for a substitute assignment means:

ess to your Absence Management confirmation number

ignment you have




HANDLING THE UNEXPECTED

- Be aware of important schedule information,




HANDLING THE UNEXPECTED

What if | need to cancel my substitute assignment ¢

You may cancel it on line if it is before the cut off time.

If It Is affer the cut off time then use the contact phone
number that is listed on the Absence Management
assignment page. If calling when school is closed leave
a message with your name and assignment that you
need to cancel. Once school is in session, call and talk
with the Buidling Administrative Assistant to verity that

they received your message.
educational service center
Council of Governmen ts









RESPONSIBLE USE OF
SOCIAL MEDIA

You

£

¥ . c F =y ik
(_T‘\_ 1 7 :f—_‘:" Ya\"faa | 1 ::'_)'IF
ol kel OXCHkalll

- facebook |




The ESC-COG recognizes the importance of social
med|0 (i.e. Blogs, Forums, Facebook, Youtube, Google+) fOr |TS emp|0yees

However, use of social media by employees may
become a problem if:

It intferferes with the employee’s work
Is used to harass co-workers or clients

Creates a hostile work environment

Violates any law, regulation, policy or terms of the ESC-COG
Employee Handbook

SOCIAL MEDIA GUIDELINES

educational service center
Council of Governments



Student information must always remain CONFIDENTIAL.

Never mention names and actions of students on any form
of social media.

Accessing or utilizing social media networks throughout
the day when you have teaching responsibilities is not
acceptable.

SOCIAL MEDIA GUIDELINES

educational service center
Council of Governments



CLASSROOM MANAGEMENT

Successful substitute
teachers make students
omfortable in their



CLASSROOM MANAGEMENT

Recommended Traits

Build trust

Speak respectfully to
students

Non-reactive
Make eye contact

Use appropriate body
language

Explain questions
thoroughly

Assertive
Confident

Clearly articulates
expectations

Treat students with
respect

Proactive
Use an appropriate sense

of humor
educational service center
Council of Governments



FINALLY...

. Before you leave the assignment, leave a note for
room eocher ond include:

passes issued.

/,




CLASSROOM MANAGEMENT

nild’s aggression with adult aggression
O extinguish aggressive

HAssion.




IMPORTANT REMINDER

ne ESC-Council of Governments reserves the right
Yy substitute employee from the
em, any fime, af ifs sole




SUBSTITUTE PERFORMANCE ISSUES

Administrators reserve the right 1o exclude substitutes from
classrooms, schools or entire districts

Substitutes excluded from two buildings in the same district
are excluded from the entire district

Substitutes excluded from two districts within the ESC-COG
consortium are excluded from all ESC-COG Absence
Management districts

Nature of performance issue(s) may exclude a substitute
Immediately from an entire district or the ESC-COG Absence

Management consortium
educational service center
Council of Governments



SUBSTITUTE PERFORMANCE ISSUES

Ineffective classroom control and/or
management issues

Breach regarding confidentiality of student
data

Inappropriate and/or unauthorized use of
school resources including but not limited to
computers, phones. Use of personal cell
phone/ear buds during instructional time.

Failure to follow or implement lesson plans
as provided

Failure to provide supervision to students at
all time including dismissing students early
from class or at the end of the school day

Use of rude, discourteous or inappropriate
comments or language to students, staff, or
parents

Being physically or verbally abusive towards
students

No Call-No Show; cancellafion of an
assignment after the district’s cut-off time or
failure to show for an assignment that you
have accepted

Not arriving to assigned duties on time
within the school day

Late arrival to an assignment, or leaving
before the assignment is scheduled to
end

Use of tobacco products or electronic
cigarettes in or on school facilities or
grounds

Unprofessional dress, unprofessional
aftitude

Being under the influence of alcohol or
drugs

Violation of Licensure Code of
Professional Conduct for Ohio Educators

educational service center
Council of Governments



PRACTICE

oWiNng scenarios are from

aYaYe




SCENARIO ONE

J a performance report indicating that you did
ignment that you had accepted.

0 inform




SCENARIO ONE




TIME’S UP! TIME LIMIT:
- 30 seconds




SCENARIO ONE

RESPONSE

ons for substitute

aYe -




SCENARIO TWO

A performance report was received concerning your behavior while on a middle
school substitute assignment.

ording to the report, you were removed before the end of the day due to
Jte responses to students. Students shared the following comments to




SCENARIO ONE




TIME’S UP! TIME LIMIT:
- 30 seconds




SCENARIO TWO
" RESPONSE

vloyee Handbook discusses the
~t for Ohio




SCENARIO THREE

- The ESC-Council of Governments received a substitute performance
port rego dmg your subsh’ru’re assignment at the elementary school.
rmation provided, you were observed using your
er for personal reasons. She
specia dUCCITIOh




SCENARIO THREE

OPT ‘




TIME’S UP! TIME LIMIT:
- 30 seconds




SCENARIO THREE

RESF




SCENARIO FOUR

We received a performance report concerning your recent assignment in
Nigh school building. According to report, you did not follow the lesson
cen provided for your use in the math classroom and
sson on cultural tolerance. You were advised
>ster examinations and needed to




SCENARIO FOUR

OPTIONS




TIME’S UP! TIME LIMIT:
- 30 seconds




SCENARIO FOUR

RESF




SCENARIO FIVE

The erformonce repor’r shared concerns that were brought to the
the building pr|n<:|pol by several students and another
e repo Ileged that you made the
e of the day.




SCENARIO FIVE

OPTIONS




TIME’S UP! TIME LIMIT:
- 30 seconds




SCENARIO FIVE

RESPONSE

-~ “Ino en’ro’non we stress to avoid touching and/or being alone with students.
he uden’r about gomg into another room would qualify as
Nhile you ocknowledged that kissing an injury in
ideo d ’rho’r your behowor is not
or substitutes | in the




el | here s NO

substitute®
fora gI'€ at

substitute
teacher!




QUESTIONS/CONCERNS?

substitute@escco.org




