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Conditions of Employment 
Application Procedures 
Applications for substitute teaching are received and reviewed by the Orchard Farm School District’s Office of 
Human Resources via the Applicant Tracking online system.  You must have acquired and submitted a copy of 
your Substitute Teaching Certification from the Department of Elementary and Secondary Education (DESE) or a 
Copy of your Teacher’s Certificate (attached to the online application).  Your application will not be reviewed until 
it is completed. You must have all attachments for your file to be complete. 
 
In addition to the FBI fingerprinting and background check required through MACHS when you apply for a 
substitute teaching certificate, you must also submit and complete the Family Care Safety Registry (FCSR) at a cost 
of $14.25.  Additionally, district officials will perform a background check via the online portal, Missouri Case.net. 
 
Lastly, substitute teachers must complete a series of training requirements, coordinated through the district’s 
Human Resources Department, prior to becoming an active substitute. 

Certification Requirements and Limitations 
Only those persons properly certified by the Missouri State Department of Education may be employed as 
substitute teachers. There are two types of certificates which may be issued. 
 
1.) Substitute Certificate The minimum requirement for a substitute teacher certificate is sixty (60) semester 
hours from a college or university accredited for teacher education.  
2.) Teaching Certificate. Teachers who have a full certificate to teach do not have to get the substitute 
certification.  
**Applicants who possess any of the identified Missouri Teaching Certificates may substitute. These applicants 
are qualified, if selected, to fill long-term subbing needs in the area of the applicant’s certification only.  
**Retired teachers may teach 550 hours as substitutes without being penalized by the Retirement Board. It is the 
individual’s responsibility to make sure the 550 hours are not exceeded and extend throughout the entire length 
of the school year.  Hours are counted as 7 for a full day and 3.5 for a half-day. This is approximately 75 days.   

Fingerprinting 
As of July 1, 2012, fingerprints are submitted through Missouri Automated Criminal History Site (MACHS) 
Fingerprint Portal to the Missouri Highway Patrol and the FBI.  

Payment of Substitute Teachers 
The pay of substitute teachers is set by the Board of Education upon recommendation by the Superintendent of 
Schools. Payday is monthly, occurring on the 4th Thursday of the month.  Substitute teachers are not eligible for 
any other benefits than the designated wage rate. Substitute teachers do not get holiday or snow day pay. Please 
note that if school is dismissed early due to weather, substitutes will be paid as if the school day was an early 
dismissal day. Certified substitutes who teach on an extended basis (10+ days) in the same class, as the lead 
teacher, shall receive additional pay. This is considered a long-term assignment.  There is no retro pay. Half days 
are added together to make 1 full day.  Substitutes must hold an active Missouri teaching certificate in the 
required subject to be eligible for long term assignments.  All substitute pay is as follows with different pay rates 
for the Early Learning Center-Only. 
 
 
 



 
 

K-12 SUBSTITUTE TEACHERS 
Substitute with Substitute Certificate 
$85.00 a day for a full day - days 1-10 
$95.00 a day for a full day (consecutive assignment) – days 11+ 
 
Substitute with Teaching Certificate  
$95.00 a day for a full day - days 1-10 
$105.00 a day for a full day (consecutive assignment) – days 11+ 
 
PK - EARLY LEARNING CENTER (ELC) - ONLY 
Substitute with Substitute Certificate 
$105.00 a day for a full day - days 1-10 
$115.00 a day for a full day (consecutive assignment) – days 11+ 
 
Substitute with Teaching Certificate  
$115.00 a day for a full day - days 1-10 
$125.00 a day for a full day (consecutive assignment) – days 11+ 
 

Payment of Substitute for Other Positions 
Substitute positions are available for other positions and will be paid as follows: 
 Paraprofessional  $85.00 a day for a full day, $42.50 for half day with substitute certificate 
       $95.00 a day for a full day, $47.50 for half day with teaching certificate 
       $105.00 a day for a full day, $52.50 for half day with substitute certificate (ELC ONLY) 
       $115.00 a day for a full day, $57.50 for half day with teaching certificate (ELC ONLY) 
 Discovery Zone     $9.00 per hour 
 Office Secretary    $9.00 per hour 
 Substitute Nurse  $18 per hour 

Direct Deposit 
All employees must participate in direct deposit for payroll – no paper checks will be issued.  The HR Portal will 
allow substitutes to: 
 

• View all past and current pay history and the option to print checks or direct deposit stubs.  Given the 
option to print your check or direct deposit stubs, you will no longer receive a paper copy on each payday.  
If you want a copy of your stub, log into the portal and select print.  It will then ask you for a password 
and which is the last four digits of your social security number. 

• View and print past W-2’s.  
• View personal information including address, phone number and what you are claiming on your federal 

and state withholding taxes.  You can also print federal and state W-4 tax forms for any changes you 
would like to make. 

 
To access the HR Portal, you will find the link on our school website under “HR Portal” or you can go to 
http://Portal.ofsd.k12.mo.us.  Contact the Human Resources Department at 925-5456 to obtain your employee 
number.  The first time you log in, your username will be the email address you provided to the district in your 
application, and your password will be your employee ID number.  Once you log in it will ask if you want to change 
your password and you are strongly encouraged to change it.  To navigate through the portal always click on the 
“HOME” button and it will move you through the screens.  If you forget your password, click on the “Forgot User 
ID/Password” button.  Too many failed attempts will result in being locked out of the system. 

http://portal.ofsd.k12.mo.us/


 
 

Status of Employment 
Substitute teachers are employed as part-time staff on an on-call, as-needed basis to fill in for regular teachers 
who are absent for various reasons (i.e. illness, conference, workshop, leaves of absence, etc.). Although Orchard 
Farm School District has a fairly steady demand for substitute teachers, the nature of the work is quite varied. 
Therefore, substitutes must possess flexibility in being available and willing to teach in different assignments and 
school locations.  The performance of substitute teachers will be reviewed periodically by principals and/or the 
Human Resources Department. 
 
All substitutes are expected to fill a minimum of 15 jobs each year. If a substitute does not meet those 
requirements by the end of the year they will be removed from the District’s active substitute list. 
 

General Procedures and Responsibilities 
Substitute Teacher Assignments 
All arrangements for substitute teachers are made through AESOP, an online substitute management website. 
Substitutes have the ability to log onto AESOP, view and accept open jobs online. AESOP will also make 
automated calls and a substitute has the ability to accept a job via the telephone.  AESOP will make phone calls 
between 5:30 am and 11:30 am and then again between 6:30 pm and 9:30 pm. If you choose to limit the times 
that AESOP calls, you will be considered having made a declaration of not accepting work and may be considered 
a non-work day for the purpose of employment verification.   
 
You will receive an email from AESOP with your login information after you have completed the new hire process 
and your online trainings are complete. 

Reporting for Substitute Duty 
Elementary substitute teachers are to work from 8:30 a.m. to 3:40 p.m. 
Secondary substitute teachers are to work from 7:20 a.m. to 2:40 p.m. 
 
When you arrive, you must report immediately to the office to check-in with the building level secretary.  You may 
be asked to show your ID to the secretary when you sign in at the office before receiving your temporary 
nametag.  You must wear this identification at all times while serving in this capacity.  
 
Punctuality 
Arrive on time for your assignment; (30 minutes before 1st bell or 20 minute before an afternoon assignment).  
If you receive a late morning call; call the building to let them know when you will be arriving. Be prompt in 
following the daily schedule and in releasing students for their scheduled activities, for lunch, and dismissal at the 
end of the day. Do not release students early. 

General Teaching Responsibilities 
The primary objective of the substitute teacher’s work is to provide for the continuity of the instructional program 
as planned by the regular classroom teacher. It is our hope that an effective learning climate will be maintained as 
well as good supervision. 
All substitute teachers are required to assume duties as directed by the principal. 
The general teaching responsibilities of the substitute teacher includes any supervisory or extra-duty assignment 
of the regular teacher.  
 



 
 

Substitutes are expected to remain in the building for the entire assignment – even if the beginning or end of 
the assignment is a planning period. You may be asked to sub in another room during this time. 
 

Guidelines from Teachers and Principals 
Although substitute teaching situations may vary widely, there are several general guidelines which will 
contribute to a successful experience. The following statements represent a summary of suggestions from regular 
classroom teachers, principals and experienced substitutes. 

Planning and Organizing 
Follow the regular teacher’s plans closely as directed by the regular teacher. 
Maintain accurate records of attendance and other reports.   
Follow the seating arrangement and other routine procedures established by the teacher.  
Check the safety and fire drill procedures for your room. Generally, these procedures will be posted on the 
bulletin board. Ask for verbal interpretation if you don’t understand or cannot find the procedures. If a fire drill or 
intruder/lockdown drill occurs, take the class grade book/roster with you. Check attendance once at the 
designated location and keep students calm and under control. 

Classroom Management and Student Supervision 
The substitute teacher has the primary responsibility for classroom management and the supervision of students 
in activities outside of the classroom. Be positive and give encouragement in relations with your students. State 
your expectations and maintain firm control from the beginning. Never allow students to use your first name. 
Substitute teachers are to follow the classroom management system established by the regular teacher and the 
school. If a student becomes insubordinate or unmanageable, seek direct assistance from the principal. In no case 
should the substitute teacher administer corporal or any type of physical punishment.   
 
Avoid making threats of punishment, and especially group punishment, which will be impossible to enforce. Do 
not use profanity. Check with the principal to see what alternatives are available to cope with behavior problems. 
If a student in your room becomes ill or is injured, notify the principal’s office immediately. Do not move students 
who are unconscious or seriously injured. Students should get all medication from the school nurse unless the 
principal directs otherwise. Students should not be left unattended during the regularly scheduled class periods. If 
emergencies arise, send a student messenger or obtain the assistance of a regular teacher in a room nearby or the 
office. 
 
Do not place your hands on a student.  If you are in need of assistance, contact the office for help or send a 
student next door for help.  Please reference the District Training video on Policy JGGA, a required training video. 

Closing Out at the End of the Day 
Each substitute teacher is required to make a brief written report at the end of the school day to report on lessons 
covered, student work completed or unfinished, and comments related to any specific difficulties encountered. 
This statement should be filed with the lesson plans and returned to the desk or the place designated by the 
teacher or principal. Papers and homework collected from pupils should be organized, labeled, and placed with 
the lesson plans. Before leaving the room, place instructional materials and equipment in their proper storage 
areas; close and lock windows; adjust shades; and lock the door if keys are available. Check out through the 
principal or the school secretary, returning keys and any other materials requested by the office. If you are to 
substitute more than two or three days, it may be helpful to contact the regular teacher by phone to check on 
your daily progress and to seek additional help on lesson plans. 
 



 
 

The principal should be informed of any unusual incidents which occurred during the day, especially those which 
may necessitate a conference with either students or parents. 
 

Professional Ethics 
Maintain high standards of ethics in your relationship with students, parents, and teachers. Be respectful of 
student opinions but discourage students from discussing personal family problems with the class. Avoid making 
negative comments about the lesson or the methods suggested by the regular classroom teacher. Whenever you 
encounter serious problems or concerns, discuss these directly with the building principal. The principal will be 
considerate of your suggestions and is always interested in improving the quality of the educational program. 
 
Ten Substitute Trouble Spots 

1. Use of inappropriate language/profanity 
2. Touching children while disciplining or redirecting behavior 
3. Inappropriate use of the cell phone or computer 
4. Disclosing too much personal information 
5. Leaving assignment early or reporting late 
6. Failing to leave a written summary 
7. Late cancellations 
8. Poor classroom management skills 
9. Failing to follow procedures 
10. Failing to ask questions about the building’s expectations 
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