www.mresc.org “Your Partner in Fducational Excellence”

Substitute Paperwork Packet

(Revised 10/11/2017)

All substitutes have to be Board approved
to be placed on any substitute listing.

Please return the following to be added to substitute listing:

e Application, included in this packet
e Copy of existing License / Permit
0 Instructions on how to apply for substitute license included in this packet
e Current BCI and FBI reports, if you hold an existing license / permit
0 Instructions on how to schedule a BCI/FBI included in this packet
e Acknowledgement of Receipt of Important Documents and Policies
0 Please sign and date, included in this packet
e Payroll Tax forms
0 Please fill out and return all forms included in this packet

e Copy of your Ohio Driver’s license and Social Security card
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NEW SUBSTITUTE TEACHER & EDUCATIONAL AIDE APPLICANTS

In order to be placed on the Midwest Regional Educational Service Center’s substitute list
for the current school year, you must have ALL required documents on file in the Midwest
Regional ESC office. Each year after this initial application, you will be sent a "Reasonable
Assurance Letter”, “Intent to Substitute form” and “Acknowledgement of Receipt of
Important Documents and Policies” to complete and return if you would like to continue
being on the substitute list for the next school year.

STEP 1:

1) Complete & return the substitute Application, Acknowledgement of Receipt of Important
Documents and Policies and Tax Payroll Packet to the Midwest Regional ESC office.

STEP 2:

1) Your BCI and/or FBI fingerprinting background checks can be done through the Midwest Regional ESC
office by appointment only. Cost for BCI - $35.00; FBI - $35.00; Both BCI & FBI - $70.00.

a) If using another facility that offers background checks, make sure that your fingerprinting results
are marked as a “direct copy” to Ohio Department of Education and your paper copy gets mailed to
the Midwest Regional ESC office.

b) If you hold an existing substitute license/permit or a standard teaching license, you should provide
to our office copies of your BCI and FBI reports. The reports must be no older than one year (365
days) from the date of your substitute application.

STEP 3:

1) Complete your ONLINE License/Permit Application at the Ohio Department of Education’s website.

a)

b)

c)

d)
e)
f

Follow the instructions in creating a Safe Account and Applying for a License/Permit online.
(1) “How to” videos and PDF documents are available on ODE’s website.

Mark the Midwest Regional Educational Service Center or IRN#014777 as your designated e-signer.
If you are an Educational Aide you must also mark the “Valid in” section with IRN #014777.

Your License/Permit will be approved by the Midwest Regional ESC Superintendent upon
completion of Step 1 (submitting your substitute application and tax payroll packet).

Your substitute license/permit will be automatically emailed to the Midwest Regional ESC.
You will be paying for your license/permit with a credit card through the ODE website.

If you are a first time applicant as a substitute teacher, you will need to upload your college
transcript showing your BA degree during the application process. Aides do not need to upload any
documents.
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Substitute Application

Mark Position(s):

D Teacher D Educational Aide D Bus Driver D Nurse
. Today’s Date:
Personal Information: Y
Preferred Phone # Alternate Phone #
Last Name First Name M.
Street Address
City State Zip
Date of Birth Email Address

» Select all classrooms and school districts that you are interested in...

MRESC Classrooms - All our classrooms utilize Absence Management

HARDIN COUNTY
Located at Ada Exempted Village Schools
O Liberty Village Preschool
U SpecEd Elementary Classroom
Located at Hardin Northern Local Schools
O Northern Lights Preschool
Located at Ridgemont Local Schools
O Victory Garden Preschool
Located at Upper Scioto Valley Local Schools
QO Little River Preschool
O SpecEd Middle Classroom
O SpecEd High School Classroom

LOGAN COUNTY
Located at Benjamin Logan Local Schools
U SpecEd Elementary Classroom
O SpecEd Middle School Classroom
Located at Indian Lake Local Schools
U SpecEd Middle School Classroom
L SpecEd High School Classroom
Located at Riverside Local Schools
U SpecEd Classroom

L Discovery Center Preschool

SHELBY COUNTY
Located at Fairlawn Local Schools

O SpecEd Elementary Classroom
Located at Jackson Center Schools

1 SpecEd High School Classroom
Located at Sidney High School

L Opportunity School

County School Districts - Districts with * utilize Absence Management

HARDIN COUNTY
U Hardin Northern Local Schools

Ridgemont Local Schools — Teachers Only

a
O Upper Scioto Valley Local Schools
a

Hardin Community School *

LOGAN COUNTY

Q  Benjamin Logan Local Schools *
O Indian Lake Local Schools *
U Riverside Local Schools

Office Use Only:
Entered into AM:
O Penny
AM Welcome Letter and Invite emailed

Entered by:

|dentifier #

SHELBY COUNTY - Teachers Only

Anna Local Schools

Botkins Local Schools
Fairlawn Local Schools

Fort Loramie Local Schools
Hardin-Houston Local Schools
Jackson Center Local Schools
Russia Local Schools

o000 00

Preschool Classrooms through
Q  Shelby Hills - Shelby DD *




Have you ever taught or been on the substitute list for the Midwest Regional ESC before? YES NO

Are you a retired teacher? YES NO

Licensure:

Please indicate below the State of Ohio License/Permit(s) you hold or anticipate receiving. When employed, your
license/permit must be on file at the Midwest Regional Educational Service Center before you can be paid.

. . Date Expiration Grades or
License/Permit Type Issued Date Educator State ID Subjects Covered

If you do not hold an Ohio License/Permit, have you applied for one?

Are you certified in another state? Please indicate which state

Educational History: (start with high school and list all colleges attended)

Attended Graduated
Location Major Course of Study From | To Yes | No | Degree

School Name

Work Experience:

Dates
Fr To | Company Address

Position | Reason for Leaving

| certify that the information in this application is true and accurate to the best of my knowledge and belief.

| hereby authorize the ESC Board or its agents to conduct such investigations and to obtain such records (including
criminal records) as the Board deems necessary. | understand that giving false or misleading information, either oral

or written, may result in denial or termination of my employment.

Date Signature of Applicant

The Midwest Regional Educational Service Center is an EQUAL OPPORTUNITY EMPLOYER
In accordance with the regulations set forth in Title VI and Title VIl of the Civil Rights Act of 1964, as amended, Title IX of the Educational Act of
1972, as amended, Section 504 of the Rehabilitation Act of 1973, as amended, the Age Discrimination Act of 1975, the Age Discrimination Act, and
the American Disabilities Act of 1990, the Midwest Regional Educational Service Center does not discriminate on the basis of race, color, religion,
national origin, sex, age or disability, in providing equal opportunity for employment and admission or access to any of the facilities, programs, and

activities which it operates.




Acknowledgement of Receipt
of Important Documents and Policies

All of the Midwest Regional ESC Board policies and administrative guidelines can be found by going to the
following link: www.neola.com/midwestesc-oh. These policies apply ONLY to substitutes working for a Midwest
Regional ESC employee. Please consult specific school district policies when substituting for district personnel as
they may differ from the Midwest Regional ESC's policies.

I am aware of the availability and location of the document and policies listed below. It is my responsibility for
knowing the content of said document and policies.

Documents and Policies reviewed:
o Blood-borne Pathogens: Exposure Control Plan #8453
Fraud Reporting ORC 117.103 (A)
Whistleblower Protection Policy #4211
Network and Internet Use Policy #7540.04
Drug-Free Workplace Policy #4122.01

e Fraud Reporting ORC 117.103 (A)

The Ohio Auditor of State’s office maintains a system for the reporting of fraud, including misuse of public money
by any official or office. The system allows all Ohio citizens, including public employees, the opportunity to make
anonymous complaints through a toll free number, the Auditor of State’s website, or through the United States
mail. To read the complete Ohio Revised Code, internet search ORC 117.103 (A)
Auditor of State’s fraud contact information:
Telephone: 1-866-FRAUD OH (1-866-372-8364)
US Mail: Ohio Auditor of State’s office
Special Investigations Unit
88 East Broad Street
P.O. Box 1140
Columbus, OH 43215
Web: www.ohioauditor.gov

e Ohio Ethics Law information can be found by going to the following link: www.ethics.ohio.gov

By signing below you are acknowledging that the Midwest Regional Educational Service Center provided you with information about the
documents and policies listed above. All substitutes must sign and date this document for their file.

PRINT NAME DATE

SIGN NAME


http://www.neola.com/midwestesc-oh
http://www.ethics.ohio.gov/













IT 4

Rev. 5/07

Notice to Employee

1. For state purposes, an individual may claim only natural de-

pendency exemptions. This includes the taxpayer, spouse
and each dependent. Dependents are the same as defined
in the Internal Revenue Code and as claimed in the taxpayer’s
federal income tax return for the taxable year for which the
taxpayer would have been permitted to claim had the tax-
payer filed such a return.

. You may file a new certificate at any time if the number of your
exemptions increases.

You must file a new certificate within 10 days if the number of

exemptions previously claimed by you decreases because:

(a) Your spouse for whom you have been claiming exemp-
tion is divorced or legally separated, or claims her (or his)
own exemption on a separate certificate.

(b) The support of a dependent for whom you claimed ex-

3. If you expect to owe more Ohio income tax than will be

4. A married couple with both spouses working and filing a

For further information, consult the Ohio Department of Taxa-
tion, Personal and School District Income Tax Division, or
your employer.

withheld, you may claim a smaller number of exemptions;
or under an agreement with your employer, you may have
an additional amount withheld each pay period.

joint return will, in many cases, be required to file an indi-
vidual estimated income tax form IT 1040ES even though
Ohio income tax is being withheld from their wages. This
result may occur because the tax on their combined in-
come will be greater than the sum of the taxes withheld
from the husband’s wages and the wife’s wages. This
requirement to file an individual estimated income tax form

emption is taken over by someone else.
(c) You find that a dependent for whom you claimed exemp-
tion must be dropped for federal purposes.

IT 1040ES may also apply to an individual who has two
jobs, both of which are subject to withholding. In lieu of
filing the individual estimated income tax form IT 1040ES,
the individual may provide for additional withholding with

The death of a spouse or a dependent does not affect your his employer by using line 5.

withholding until the next year but requires the filing of a new
certificate. If possible, file a new certificate by Dec. 1st of the
year in which the death occurs.

g’P please detach here

- Department of
Oth ‘ Taxation

Print full name

IT4

Employee’s Withholding Exemption Certificate Rev. 5/07

Social Security number.

Home address and ZIP code

Public school district of residence School district no.

(See The Finder at tax.ohio.gov.)

1. Personal exemption for yourself, enter “1” if CIAIME .........ooiiiiiiii et e nee e

2. If married, personal exemption for your spouse if not separately claimed (enter “1” if claimed) ..........ccooeviiiiiiiiiiiiieinieens
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4. Add the exemptions that you have claimed above and enter tOtal ............coiiiiiiiiiiiiiie e

5. Additional withholding per pay period under agreement With @MPIOYET ..........ooiiiiiiiiiiiii e $

Under the penalties of perjury, | certify that the number of exemptions claimed on this certificate does not exceed the number to which | am entitled.

Signature Date



























2018-2019 PAYROLL SCHEDULE

SUB & TIMESHEET EMPLOYEES

PAY PERIOD 9& 10 | Juwme | TimeSheet | p o oheet
Beginning Date Month Slgeets Period Pay Date
ue | 2 weeks lag
July 23, 2018 August 7, 2018 August 7, 2018 23 8/7 7/23-8/7 | 8/22/2018
August 8, 2018 August 22, 2018 August 22, 2018 2 8/22 8/8-8/22 9/7/2018
August 23,2018 September 7, 2018 September 7, 2018 3 9/7 8/23-9/7 | 9/21/2018
September 8, 2018 September 21, 2018 September 21, 2018 4 2 9/21 9/8-9/21 | 10/5/2018
September 22, 2018 October 5, 2018 October 5, 2018 5 3 10/5 | 9/22-10/5 |10/22/2018
October 6, 2018 October 22,2018 October 22,2018 6 4 10/22 | 10/6-10/22| 11/7/2018
October 23,2018 November 7, 2018 November 7, 2018 7 5 11/7 | 10/23-11/7|11/21/2018
November 8, 2018 November 21, 2018 November 21, 2018 8 6 11/21 | 11/8-11/21| 12/7/2018
November 22, 2018 December 7, 2018 December 7, 2018 9 7 12/7 | 11/22-12/7|12/21/2018
December 8, 2018 December 21, 2018 December 21, 2018 10 8 12/21 | 12/8-12/21| 1/7/2019
December 22, 2018 January 7, 2019 January 7, 2019 11 9 1/7 12/22-1/7 | 1/22/2019
January 8, 2019 January 22, 2019 January 22, 2019 12 10 1/22 1/8-1/22 | 2/7/2019
January 23, 2019 February 7, 2019 February 7, 2019 13 11 2/7 1/23-2/7 | 2/22/2019
February 8, 2019 February 22, 2019 February 22, 2019 14 12 2/22 | 2/8-2/22 3/7/2019
February 23, 2019 March 7, 2019 March 7, 2019 15 13 3/7 2/23-3/7 | 3/22/2019
March 8, 2019 March 22, 2019 March 22, 2019 16 14 3/22 3/8-3/22 | 4/5/2019
March 23, 2019 April 5, 2019 April 5, 2019 17 15 4/5 3/23-4/5 | 4/22/2019
April 6, 2019 April 22,2019 April 22,2019 18 16 4/22 | 4/6-4/22 5/7/2019
April 23,2019 May 7, 2019 May 7, 2019 19 17 5/7 4/23-5/7 | 5/22/2019
May 8, 2019 May 22, 2019 May 22, 2019 20 18 5/22 5/8-5/22 | 6/7/2019
May 23, 2019 June 7, 2019 June 7, 2019 21 19 6/7 5/23-6/7 | 6/21/2019
June 8, 2019 June 21, 2019 June 21, 2019 22 20 6/21 6/8-6/21 7/5/2019
June 22,2019 July 5, 2019 July 5, 2019 23 21 7/5 6/22-7/5 | 7/22/2019
July 6, 2019 July 22,2019 July 22,2019 24 22 7/22 7/6-7/22 | 8/7/2019

Subs & Time Sheet Employees are paid on 2 week lag.

Please turn in timesheets at the end of day on the day they are due.
Timesheets maybe faxed: 937-599-1959 or emailed to: tfeatheringham@mresc.org
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