
Substitute Teacher Information Sheet 

SUBSTITUTE TEACHERS 
TIMESHEETS ARE REQUIRED 

�x Make sure every substitute teacher is cleared BEFORE they work.  This process takes time and should be 
completed by all potential substitutes as early as possible.

�x ���o�o���•�µ���•�š�]�š�µ�š���•���u�µ�•�š�����}�u�‰�o���š�����š�Z�������v�š�]�Œ�����^�E���Á���^���Z�}�}�o�����u�‰�o�}�Ç�������W�����l���š"
�x If you have an hourly school employee currently employed by NCC, they can NOT automatically work as 

a sub.  There must be a PAR (Personnel Action Request) that indicates they are approved to work as a 
sub and receive sub pay.

�x If you are using a sub who worked for you last year, complete the �^�^�µ���•�š�]�š�µ�š�����W���Œ�•�}�v�v���o�������š�]�}�v �Z���‹�µ���•�š 
�&�}�Œ�u�_ so that HR is aware they are continuing to work for you.  It is your responsibility to contact HR 
(hr@nccsda.com) or Joana (joana@nccsda.com) to make sure that employee is cleared with LiveScan 
and TB.

�x PLEASE NOTE:  California State Law REQUIRES that substitutes get a 30-minute lunch break within the 
first 5 ½ hours of work.  If you do not arrange for this, the employee must approC2_2309 Tw (twillTj
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�x Begin the process of completing the employee forms immediately.   All substitutes must complete the 
���v�š�]�Œ�����^�E���Á���^���Z�}�}�o�����u�‰�o�}�Ç�������W�����l���š".��This packet requires proof of a negative TB test, and the results 
from a recent LiveScan. 

�x Once this paperwork is complete and turned in to hr@nccsda.com, and not until it is complete, can the 
superintendent start on the paperwork required to issue the Long-Term Substitute contract.

�x The superintendent must work closely with the principal to make sure that all the process is proceeding 
as planned.

�x The superintendent will then contact the rest of the Education Department to make sure that everyone 
is aware of the change.

�x A long-term substitute is paid on a daily basis; therefore, timesheets must continue to be kept for the 
substitute.

�x Indicate on the timesheet that this is a long-term substitute.  When the long-term subbing period has 
been completed, please indicate that on the timesheet as well.
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