
[image: image1.jpg]UNITED
COMMUNITY
ACTION
NETWORK

AN

Serving Douglas & Josephine Counties
Helping People. Changing Lives.





POLICY – PROCEDURE

	SUBJECT:  
Classroom Substitute
	WRITTEN BY/(HS) COMPONENT:
Child Development Services  
	EFFECTIVE DATE:



	PROGRAM APPROVAL:  

	

	APPLIES TO:  


	PREVIOUS REVISION DATE: 6/9/08, 6/23/10, 6-24-11
	NUMBER OF PAGES:

1

	
	APPROVED BY HS POLICY COUNCIL: 10/23/07, 10/28/0
	APPROVED BY UCAN BOARD: 11/12/08  


POLICY

UCAN Head Start will provide trained Substitutes to assist classroom staff during absences in order to maintain required child/adult ratios. 

PROCEDURE
· Classroom staff will notify their supervisor when they will be out. 

· T/TA will contact their supervisor to discuss approval for a substitute or placement of Classroom Assistant when parents are unavailable to assist or one or more of the following situations arise:
· two staff are absent
· one staff is driving bus
· child/adult ratio is compromised due to site restrictions
· an unusual situation arises
· high acuity level in the classroom

· If approval is received that classrooms supervisor will  notify the supervisor/manager in charge of substitutes who:

· Will check the schedule to see who is being used and who has been called already and is not available that day.

· Call subs that have not been called that day starting with subs in the classroom location.

· Will put into the document on the management drive the subs that are unavailable for that day.

· When a sub agrees the supervisor will enter into the schedule on the management drive the subs name, date, designated hours and class name.

· Supervisor in charge of substitutes will contact the CDSS of the class requesting the sub to inform them of the status.
· The Child Development Services Supervisor (CDSS) will call the T/TA to let them know if a sub is available or not.  CDSS will assist in the classroom if necessary.
· The assigned CDSS/manager will approve timesheets based on the schedule on management drive, verify accuracy, and clarify discrepancies prior to approving. 
· When substitutes inform staff of needed changes in their work status or times of availability, the staff member receiving the information will email the assigned CDSS/manager who will notate the information on the substitute list on the management drive. 
· Classroom substitutes assist the classroom staff according to their job description. Exceptions to these procedures must be approved by the CDSS/manager. 
This policy complies with Head Start Performance Standard 1304.52 (g)(3) found in Human Resources Management on page 202§ 1304.52 Human resources management.

