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Human Resources

Substitute/Per Diem Teachers

Currently Employed Substitutes

Click to log into SubCentral, and to access the following resources for SubCentral
users:

SubCentral 2.0 Instruction for Substitute Teachers

SubCentral Quick Reference Card

SubCentral Fact Sheet

Click to access the Substitute Teachers Handbook.

Substitute Teacher Renewal Requirements for 2016-17.

Substitute Teacher Nominations for the 2016-2017 School Year are now open
and will close once our recruitment targets have been reached. Information on
obtaining a nomination can be found below.

The Nomination Process

Applications for Substitute Teaching positions are only made available to individuals
who have been nominated by a school principal, using our online process. Each
school may nominate candidates for the position based upon the prevailing or
projected vacancies (i.e., number, location, schedule, etc.) and the special
requirements for some positions (e.g., foreign language proficiency, math, science,
certification in physical education, etc.). If you are interested in becoming a
Substitute Teacher, contact the school(s) of your choice directly.

Responsibilities of the Substitute Teacher

Substitute Teachers are utilized by the New York City Public Schools, on an as-
needed basis, to cover the classroom in the absence of the regular (fulltime)
Teachers. The primary role of the Substitute Teacher is to continue student learning
along the continuum, established by the absent full-time teacher. The
responsibilities of the Substitute Teacher in the classroom may include, but are not
limited to, the following:

* Planning lessons

» Teaching students

* Managing the classroom

» Performing administrative tasks

» Promoting positive student behavior

» Ensuring the safety and security of the students

Pay Rate

Substitute Teachers, providing day-to-day service, are paid at the per diem
contractual rate of $168.54 (as of May 2016), for the actual days worked; they do not
receive any benefits. Click, for more information about the Per Diem Payroll
Frequently Asked Questions.

Substitute Teachers are represented by the United Federation of Teachers (UFT).

Eligibility Requirements
The minimum eligibility requirements to apply for a Substitute Teacher position are
the following:

» Online Nomination by a school Principal

* ABachelor's Degree

« Proficiency in reading, writing and speaking the English language
* Authorization to work in the USA

The Hiring Process

After a principal has completed the online nomination, an email will be sent to the
nominee with instructions on accessing and completing the online application for the
Substitute Teacher position. Once the nominee submits the application, an email will
be sent to the candidate listing the next steps necessary to work as a substitute
teacher in New York City public schools. The first of these steps is to complete the
mandatory Employment Forms, and any follow up requirements shown therein (e.g.,
fingerprinting). The subsequent steps to be followed will differ, based upon the
nominee’s New York State teacher certification status.

http://schools.nyc.gov/Offices/DHR/SubTeachers.htm
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I. If the nominee holds a valid New York State teaching certificate, he/she will be
invited to attend an expedited processing event. At this Fast-Track processing
event, the teacher nominee must present a valid government photo identification (i.e.
passport, current non-expired driver’s license or state ID) and is required to submit
the following:

« Original copy of a valid NYS teaching certificate (or a print-out from TEACH Online)
» $70 Money Order payable to the NYC Department of Education (processing fee)

IL. If the nominee does not possess New York State certification as a teacher,
he/she will be invited to attend a Combined Assessment & Processing event
consisting of written & oral assessments to determine English language proficiency,
and submission of required forms and documents.

Atthe nominee's scheduled event, he/she must present a valid government photo
identification (i.e. passport, current non-expired driver’s license or state ID) and will
be required to submit the following:

» Bachelor’s Degree diploma or official transcript indicating Bachelor’s Degree
conferral date

+ $100 Money Order payable to the NYC Department of Education (processing fee)
* Proof of completion for the NYSED approved workshop on Child Abuse
Identification.

* Proof of completion for the NYSED approved workshop on School Violence
Prevention.

* Proof of completion for the NYSED approved workshop on the Dignity for All
Students Act (DASA).

* Proof of completing the NYCDOE supported and authorized online training
program for Substitute Teachers. There is no additional fee for this online training
program. Information on this online training program will be disseminated at a later
stage.

* Proof of creating an online profile with the New York State Education Department,
Office of Teaching Initiatives. There is no additional fee for creating the online
profile.

Upon successful completion of all the above requirements, the substitute teacher
nominees, certified and uncertified, will receive information on the following, to be
reviewed prior to their first teaching assignment:

» Handling Blood Borne Pathogens
» The NYCDOE’s absence management system (SubCentral) for Substitute Teachers

Staffing

Subject to receiving clearance (fingerprint & appraisal of record) from the New York
City Department of Education’s Office of Personnel Investigations, the nominee will
be staffed as a Substitute Teacher and approved to serve throughout the New York
City Public Schools, for the current school year.

Continuation of Substitute Status

To continue substitute status for the next school year, the substitute is required to
fulfill the renewal requirements, which are updated annually, and can be accessed
via the following link: Substitute Teacher Renewal Requirements

The renewal requirements include the following:

» Provide at least 20 days of service as a substitute teacher during the school year.
» Maintain a record of “Satisfactory” ratings from the schools worked in and be in
good standing (as determined by the Office of Personnel Investigations).

» Substitute teachers who work in excess of 40 days and do not hold valid NYS
Teacher certification, must also complete the following:

o Proof of Professional Teacher Education courses totaling at least 6 credits
during that year or meet the maximum requirement of 21 credits.

For additional information, write to subteacherjobs@schools.nyc.gov or visit NYC
Department of Education, Office of HR School Support, 65 Court Street, Room 504,
Brooklyn, NY 11201.

Click for information about Substitute Paraprofessionals.

Click for information about Full Time Teachers.
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