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APPENDIX B

For Benefits Questions and/or Inquiries,
please contact the Benefits Office at 916-643-9432

































































































at? Human Resource Services

Cify ey Day-to-Day Substitutes

School District Recruitment, Screening, and Hiring Process

Minimum Requirements for a Certificated Day-to-Day Substitute

o Passage of the California Basic Educational Skills Test (CBEST) (verified by
CBEST verification card, when hired).

o Valid 30-Day Substitute Permit or Teaching Credential (verified on California
Commission on Teacher Credentialing [CCTC] at www.ctc.ca.gov

o Complete an on-line application on district web site: www.scusd.edu.
e Watch for job posting on our website at www.scusd.edu titled Guest Teacher Substitute.

¢ If selected either you wil be notified via email from the Substitue Office or will becontacted for
an Interview.

Step1 Application Screening. Site Principals and Administrators are encouraged to

recommend qualified, substitute teacher applicants to Substitute Services. Email
request to bobbie-jo-argo@scusd.edu to request screening of an applicant’s on-line
application for substitute teaching qualifications. University and College Advisors
are also encouraged to recommend qualified candidates, student teachers, and
graduates to Substitute Services by emailing a list of recommended names or student
teachers to bobbie-jo-argo@scusd.edu, Personnel Technician, Substitute Services
will screen the application for substitute teaching qualifications.

Step 2 Interview. Based on district needs, all on-line substitute applications are screened

Every month (or two) we will invite interested applicants for an interview. In addition
to the NCLB requirements you will also need to do a brief writing assessment before
you will be qualified to substitute. We will screen periodically during the school year
and will call qualified applicants at that time. We are Pre K- 12th grade district.

Step 3 Hiring Process. Once the substitute candidate has attended the mandatory New

Employee Orientation and all pre-employment paperwork and clearances have been
received, Substitute Services will send an email to the substitute notifying him/her that
he/she is now authorized to voice himself or herself in the Automated Sub Finder
System for activation as a day-to-day substitute teacher.



http://www.scusd.edu/
mailto:joycec@sac-city.k12.ca.us
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Minimum Requirements for a Classified Day-to-Day Substitute

Step 1

Step 2

Step 3

Step 4

Review the position description on district web site for minimum education,
experience, and testing requirements. Be sure to include your education, experience,
etc., on your application.

Contact the Testing Center at (916) 643-7400, 643-7456, or 643-7455 to schedule
any required clerical, or No Child Left Behind Act (NCLB) classified testing.
Complete an on-line application on district web site: www.scusd.edu.

Watch for job posting on our website at www.scusd.edu

If selected either you wil be notified via email from the Substitute Office or will
be contacted for an Interview.

Application Screening. Site Principals and Administrators are encouraged to
recommend qualified, classified substitute applicants to Substitute Services. Email
request to bobbie-jo-argo@scusd.edu to request screening of an applicant’s on-line
application for classified substitute qualifications.

Interview. Based on district needs, all on-line substitute applications are screened
Every month (or two) we will invite interested applicants for an interview.We will
screen periodically during the school year and will call qualified applicants at that
time. We are Pre K- 12th grade district.

Clearances. Once the interview process is completed and approved, Substitute
Services will contact the candidate via email. The substitute candidate will be invited
to: (a) complete the necessary pre-employment processing packet; (b) complete
required clearances as appropriate (TB Test, Fingerprinting, Lift Test, OSHA
Training, clerical, or NCLB classified testing); (c) sign up to attend a mandatory New
Employee Orientation upon submission of completed pre-employment packet. The
substitute candidate is required to bring in his/her driver’s license and social security
card or passport. NOTE: A candidate is not authorized to start work until Substitute
Services notifies candidate via email.

Hiring Process. Once the substitute candidate has attended the mandatory New
Employee Orientation and all pre-employment paperwork and clearances have been
received, Substitute Services will send an email to the substitute notifying him/her
that he/she is now authorized to voice himself or herself in the Automated Sub
Finder (ASF) system for activation as a day-to-day classified substitute.
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at? Human Resource Services

Sacramento Day-to-Day Substitutes

City Unified : . . .

School District Recruitment, Screening, and Hiring Process:
Student Teachers

Minimum Requirements for a Certificated Day-to-Day Substitute

o Passage of the California Basic Educational Skills Test (CBEST) at
WWW.ctcexams.nesinc.com

o Valid 30-Day Substitute Permit or Teaching Credential (verified on California
Commission on Teacher Credentialing [CCTC] at www.ctc.ca.gov

o Complete an on-line application on district web site: www.scusd.edu.

Step 1 Application Screening.

. Site Principals and Administrators are encouraged to recommend qualified,
Substitute Teacher applicants to Substitute Services. Email request to bobbie-jo-
argo@scusd.edu to request screening of an applicant’s on-line application for substitute
teaching qualifications. University and College Advisors are also encouraged to
recommend qualified candidates, student teachers, and graduates to Substitute Services by
emailing a list of recommended names or student teachers to bobbie-jo-
argo@scusd.edu, Personnel Technician, Substitute Services will screen the application
for substitute teaching qualifications.

Step 2 Email Invite.

o OSubstitute Teacher appliciant will then be notified to start the hiring proces via email
notification from Substitute Services. The following documentation will be requested:
*Photo Identification, i.e Driver's License, Passort
*Social Security Card
*TB Test ( within the last 60 days )

*Three (3) letters of recommendation, within the past two years, (combination of both
personal and professional letters) are required and must include the following: Date,
Name and. Contact Information.

*Official transcripts with degree posted are required for Substitute Teachers

Step 3 Hiring Process.

Once the substitute candidate has attended the mandatory New Employee Orientation and
all pre-employment paperwork and clearances have been received, Substitute Services
will send an email to the substitute notifying him/her that he/she is now authorized to
voice himself or herself in the Automated Sub Finder System for activation as a day-to-
day substitute teacher.
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Human Resource Services & Payroll Department
Frequently Asked Questions from Substitutes & Per Diem

About Ab1522/304 Law

Questions from SCUSD
Substitutes & Per Diem Employees

Answer

How qualifying employees accrue and take
paid sick leave?

A qualifying employee begins to accrue paid sick leave beginning on July 1, 2015, or if hired after that
date on the first day of employment. An employee is entitled to use (take) paid sick leave beginning on
the 90th day of employment. SCUSD provide at least 24 hours or three days of paid sick leave per year
and the full amount of this leave must be available for the employee’s use from the beginning of each
fiscal year.

How do | qualify for paid sick leave?

\Work for the same employer, on or after January 1, 2015, for at least 30 days within a year in California,
and Satisfy a 90-day employment period (similar to a probationary period) before taking any sick leave

What if | work less than 30 days in California
within a year?

If you work less than 30 calendar days within a year for the same employer in California, then you are not
entitled to paid sick leave under this new law.

What if | work more than 30 days in California
within a year but less than 90 days?

The 90 calendar day period works like a probationary period. If you work less than 90 days for your
employer, you are not entitled to take paid sick leave.

Does paid sick leave apply to all employees
who work in California?

All employees who work at least 30 days for the same employer within a year in California, including part-
time, per diem, and temporary employees, are covered by this new law with some specific exceptions.
Employees exempt from the paid sick leave law include:

e Employees covered by collective bargaining agreements with specified PROVISIONS.
e Retired annuitants working for governmental entities.

\What happens if | return to work for the same
employer after more than one year?

The paid sick leave law does not require that your accrued sick leave be restored to you.
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Questions from SCUSD
Substitutes & Per Diem Employees

Answer

How does an employer satisfy the provision
for putting the full amount of leave into my
leave bank under the alternative “up-front” (or
advance) method for providing paid sick
leave?

The law states that an employer is not required to have an accrual or carryover policy for paid sick leave
if the “full amount of leave” is provided to employees at the beginning of each year of employment,
calendar year or 12-month period. The “full amount of leave” that an employer is required to provide
under this provision is at least 24 hours or three days of paid sick leave. For initial hires, however, the
employee must still meet the 90-day employment requirement prior to taking any paid sick leave.

What can | use paid sick leave for?

You can take paid sick leave for yourself or a family member, for preventive care or diagnosis, care or

treatment of an existing health condition, or for specified purposes if you are a victim of domestic

violence, sexual assault or stalking

e Family members include the employee’s parent, child, spouse, registered domestic partner,
grandparent, grandchild, and sibling.

e Preventive care would include annual physicals or flu shots

The employee may decide how much paid sick leave he or she wants to use (for example, whether you

want to take an entire day, or only part of a day). Your employer can require you to take a minimum_

of at least two hours of paid sick leave at a time.

Do | have to notify my employer before taking

sick leave?

The employee must notify Site/Sub Office in advance if the sick leave is planned, as may be the case with
scheduled doctors’ visits. If the need is unforeseeable, the employee need only give notice as soon as
practical, as may occur in the case of unanticipated iliness or a medical emergency.

Note to Substitute Employees: Please ensure all explanations are completely filled out on this

PSL-FORM12B, as this is required documentation and must be delivered to the Substitute Office
no later than the 25th of each month. Failure to do so will result in the absence being considered
as unauthorized, and a non-paid day.

\When | take paid sick leave, will | get paid as |
normally do for the applicable pay period?

'The new law requires that an employer provide payment for sick leave taken by an employee no later
than the payday for the next regular payroll period after the sick leave was taken. This does not prevent
an employer from making the adjustment in the pay for the same payroll period in which the leave was
taken, but it permits an employer to delay the adjustment until the next payroll. For example, if you did
not clock in for a shift and therefore were not paid for it but utilized your paid sick leave, your employer
would have to pay you not later than the following pay period and account for it in the wage stub

or separate itemized wage statement for that following reqular pay period.

How will | know how much sick leave | have
accrued?

Employers must show how many days of sick leave you have available on your pay stub, or on a
document issued the same day as your paycheck. If an employer provides unlimited paid sick leave or
unlimited paid time off, the employer may indicate "unlimited" on your pay stub or other document
provided to you the same day as your wages.

Page 2




Questions from SCUSD
Substitutes & Per Diem Employees

Answer

Do | have the right to cash out my unused
sick days, like | can with vacation and paid

time off?

No, not unless your employer’s policy provides for a payout. If you leave your job and get rehired by the
same employer within 12 months, you can reclaim (restore) what you had accrued in paid sick leave,
provided it was not paid out pursuant to a paid time off policy at termination.

\What step or hourly rate will | be paid out as?

rate of pay.

If you are a Substitute Teacher and have earned you sick time this will be paid out as Step 1.

If you are a Classified Substitute and have earned your sick time then you will be paid out at your lowest
classified hourly of pay. Unless you provided the job # in which you have been working in a long term
position ( 30 days or more ) in ( job # is required for this on Form-12b ) we will then consider this higher
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