Rev. 2016


Noncredit ESL Subbing Policy 

1. [bookmark: _GoBack]An ongoing subbing assignment may not be held by one substitute teacher for more than 6 weeks. When possible, a minimum number of substitute teachers will be rotated into a class to provide for instructional consistency. 

2. Once a faculty member reaches a total of 115 subbing hours per semester, their name will be put at the bottom of the sub list.  They should not be called unless there are no other suitable subs available to teach that particular class at that time.  However, if an unexpected/emergency situation arises, that sub may be called by either the administrative assistant or the faculty member requesting the sub.  All restrictions shall be removed at the beginning of the next session.  Subs shall keep a record of their total subbing hours each session and be ready to notify those approaching them to sub that their limit is close and that the administrative assistant may not approve the subbing offer.

3. If a sub does not answer the phone when called, the administrative assistant shall leave a phone message with an extension.  The message does not guarantee a sub position.  The administrative assistant may then proceed to call other instructors on the sub list.  

4. Faculty members may request a particular sub for their class.  Faculty may check advance availability of subs that they wish to request and notify the administrative assistant via email for approval. The administrative assistant will assign substitute coverage if a teacher must be absent for more than one week. Instructors must notify the office as soon as possible if s/he expects to be out for more than a week.  

5. Faculty who do not wish to choose a sub may fill out a pink sub form and submit the form to the administrative assistant.  Faculty off-site from Garfield Campus may submit subbing requests and plans to the administrative assistant via email.

6. Faculty wishing to sub may notify other instructors of their availability to sub and level preferences.  Faculty shall not feel obligated to use any particular sub.

7. If a faculty member has not been called to sub for an extended period of time, they may contact the administrative assistant about their position on the sub list and remind the administrative assistant of their availability.  If dissatisfied, they may contact the division chair.

8. Instructors must email and call the administrative assistant to notify the division office of his or her absence. Lesson plans must also be emailed to the administrative assistant so that the substitute teacher can continue the intended lesson(s) for that day’s session. In turn, substitute teachers must leave a note with the instructor about the content and/or lessons covered in class. The attendance roster must be returned to the instructor so that attendance can be entered promptly into PeopleSoft. 

9. These recommendations shall apply to all Noncredit ESL program sites.
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