


Creating a Long-Term Sub & how do I return the original teacher?  
In order to add a “Substitute Teacher - Long Term” assignment, you must designate a current active Classroom Teacher and set the Classroom Teacher to be “On Leave”. When the Classroom Teacher returns from leave, the assignment is set to “Return from Leave” and the application will automatically end the assignment of the Long Term Sub.  
Create the assignment for the Long-Term sub similar to the following:  
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Note that once you select the school, additional information appears displaying all current Classroom Teachers in the school which you selected. You must select a name from this list in order to continue. This one-to-one relationship will continue until the teacher that went on leave returns. It is permissible to create more than one Long Term Sub position for each Classroom Teacher position going on a Leave of Absence as long as the cumulative totals of the EPS FTE for the Long-Term subs do not exceed the EPS FTE of the Classroom Teacher. The remainder of the assignment must be completed, and the record submitted. By entering the Long-Term Substitute before the Classroom Teacher, it will automatically put the Classroom Teacher on leave by saving the Long-Term Sub assignment. 
[image: ]You may also put a person on leave without actually replacing them with a Long-Term Substitute. Find the teaching assignment in question then from the Actions menu, select “Leave of Absence”



[image: ]Once this is selected, you will be asked to enter the Leave Date, check the confirmation box and click Leave.
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To return the Classroom Teacher from Leave of Absence, locate the staff person’s record, then from the Actions Menu select “Return from Leave”. This will automatically end the assignment of the Long Term Substitute and end the Leave of the Classroom Teacher. However, the original assignment of the Classroom Teacher will not be re-created. You must complete the Add Assignment section for the Classroom Teacher.
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Add Assignment

Fields marked with * are required

Position Start Date *  07/01/2016
SAUName* RSU16 v
Position *  Substitute Teacher - L+
Years of Experience in this Positon* 5 @
Is this person's Employment Type a W-2 employee or contractor 2 *  © W2Employee ) Contractor

School *  Poland Regional H S

Please select the person you wish to replace.

Search:
Select Name Assignment  § Subject Actual EPSFTE  Available EPS FTE
© Ball, Lucille Classroom Teacher Mathematics 050 050
® Doe, John Classroom Teacher Social Sciences and History 050 050
© Downing, Debra Classroom Teacher Mathematics 1.00 1.00
© Dunlap, Jessica Classroom Teacher Mathematics 100 100
© Garrity, Brian Classroom Teacher English Language and Literature 100 1.00
(G] Que, Suzie Classroom Teacher Life and Physical Sciences 050 050

© Walker, David Classroom Teacher Mathematics 1.00 030
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Staff Member:
Walker,David
1111960

Staff ID: 200094

Assignment Status ALL

Status s

FTE EPS
No Active

-

Subject Name

SAU Name School Name Posi

RSU 16 Poland Regional H S Classroom Teacher Mathematics 10

Total FTE [10 (7] EPSFTE g 7]

End Assignment
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Leave of Absence

Please note: You are about to place this person on leave of absence. Check the box and click the Leave button to continue with this operation, or click Cancel.

Leave Start Date Confirm to place on leave [

(MM/DD/YYYY)




image5.jpeg




