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4120.04 - EMPLOYMENT OF SUBSTITUTES

The Board of Education shall employ, and the Superintendent, subject to the approval of said county board of education, shall
a55|gn substitute serwce personnel on the ba5|s of seniority, subject to the hereinafter terms and conditions. -ef—sen-reri@y;

B. The service personnel director or his/her staff shall timely provide each newly hired substitute service personnel employee
with a copy of the substitute service employee policy in effect at the time of said employee’s hiring; the service personnel
director shall also provide the newly hired employee with written instructions as to how the automated call out system for
substitute service personnel employees works and how the new employee is to operate such system and inform each such
new employee that the above pollcy and |nstruct|ons are avallable on ||ne at the Board s web5|te -Eaeh—sueh—newly—hweé

C. It shall be the sole responsibility of each substitute service personnel employee to timely provide the automated calling
system with his/her preferred telephone number and timely provide the automated calling system with any change in said
preferred telephone number.

D. The substitute service personnel employees’ call out system shall be subject to the following:

3. The automated calling system shall contact all substitutes in order of rotation within each classification of substitutes
for all substitute positions available within the entire county, and the substltute may elect to accept any substltute
posmons offered to hlm/her.
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6. If the substitute employee is offered and accepts a substitute job on the same morning that the job is to begin, then
the substitute shall have a reasonable amount of time to travel from his/her residence to the job site, based upon the
time of the call, the distance to be traveled to the site, and the reasonable amount of time necessary to travel to said
location. It is the responsibility of the substitute to notify the school of their approximate arrival time, if the beginning
time cannot be met,

7. A substitute service employee is not permitted to make himself/herself unavailable for call out. Only the director of
service personnel may designate a substitute service employee as unavailable.

E. A substltute employee shaII have been con5|dered to have refused a substitute’s job when such substitute employee
actually refuses such a job offer, does not

answer his/her telephone (answering machine) when contacted for such a job offer, does not respond to such an offer, etc. A
substitute employee must repor‘t to work_for_ ﬁﬁv-ﬂereent—(-s-eﬂo-)—or-mm-days—eﬁled-based—en a minimum of ten (10),
full work days based on a minimum of twenty (20)_calls twenty-{20)-eals for substitute jobs in-histherprimary
seetien-per school year. At the end of the school year, substitute service employees who have not met this requirement will

be recommended for termlnatlon by the Superlntendent fer—termma&en—ef—empleyment to the Board sub]ect to WV Code

18A27and18A28 : 2 5

F. If a substitute employee encounters a valid medical or family emergency and is unable to comply with Item E of this policy,
then said substitute employee or a member of his/her immediate family, must notify the service personnel director in writing,
of the existence of such an emergency, accompanied by a doctor’s excuse where appropriate, within ten (10) work days of
the first day of any such emergency.

G. Retired service personnel employees of the Board shall be eligible to apply for admission to any of the substitute service
personnel lists of the Board. Seniority as a substitute for any above retired employee will start at the date of his/her first day
of substitute work as a retired employee substitute. Any retired employee who is employed as a substitute will be subject to
all of the requirements and conditions set forth in this present policy, with the exception of the ten (10) full da day abeve

*58%rule concerning performing jobs, in-his/therprimary-seetion:

H. Any substitute service employee whose contract is terminated by the Board and is removed from the substitute rotation list
for any reason listed in the Wayne County Substitute Service Employee Policy, or any violation of other State/Federal
employee policies or codes, shall not be able to apply as a substitute service employee until on or after September 1st of the
following school year in wh|ch such employee’s employment was terminated, and if such a former employee applies for
substitute employment thereafter with the Board, s/he shall be subject to alI of the requirements of any new applicant, if the
Board, in its discretion, elects to rehire such a former employee.

I. An automated substitute call out system is employed by the Board to facilitate calling substitute service personnel employees
for prospective jobs, and said system is considered a designee of the district eeunty-service personnel director. Each
substitute service employee shall be considered responsible for meeting the minimum requirements of the automated system
to be an active participant, including but not limited to registering with the system and providing accurate contact
information.

Failure of any substitute service employee to comply with the minimum requirements of this automated system will result in
the recommendation of the Superintendent for the Board to terminate such employee’s employment, subject to WV Code
18A-2-7 and 18A-2-8.
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