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EMPLOYMENT OF TEMPORARY EMPLOYEES

Loudoun County Public Schools has established guidelines for the employment
of temporary employees. A temporary employee is defined as a substitute teacher who
is not working as a volunteer, or substitute, temporary, or part-time employees.

A. Temporarily Employed Teacher Substitutes. A temporarily employed teacher, as
used in this section, means (1) one who is employed to substitute for a contracted
teacher for a temporary period of time during the contracted teacher's absence, or (2)
one who is employed to fill a teacher vacancy for a period of time, but for no longer than
90 teaching days in such vacancy, unless otherwise approved by the Superintendent of
Public Instruction on a case-by-case basis, during one school year.

1. All substitute teachers shall be at least 18 years of age and hold a high
school diploma or have passed a high school equivalency examination approved by the
Board of Education.

2. Complete an application and an overview of substitute expectations for
school policies and procedures conducted by Loudoun County Public Schools. The
building principal, or their designee, is responsible for obtaining substitutes. The
building principal, or their designee, is responsible for ensuring established school
rules and emergency procedures are provided to the substitute.

3. Any request for a substitute must give as much advance notice as
possible and ensure lesson plans are available for the substitute.

4. The School Board reserves the right to approve all substitutes.

5. Reports of absences and employment of substitutes shall be made by
the principal to the Payroll Office.

B. Temporary Long-Term Teacher Substitutes.

1. Temporary long-term teacher substitutes ay be employed when (1) the
term of substitution is of indeterminate length, for a minimum of eleven consecutive
days, or (2) when the circumstances are such that the substitute may temporarily
replace the regular teacher, or (3) under other conditions that the Division
Superintendent may deem necessary. Temporary long-term teacher substitutes may be
paid a daily salary as established by the School Board without any regular fringe
benefits.

2. Any temporary substitute for a long-term teacher assignment shall be paid
the long-term substitute teacher daily rate effective on the eleventh day of the
assignment in a single position. The long-term substitute teacher daily rate will be
retroactively applied to the first ten (10) consecutive teaching days of the assignment.
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The long-term teacher daily rate is established by the School Board and is without any
regular fringe benefits. Temporary substitutes will not be issued contracts and
temporary services is not counted as part of a probationary term leading to a continuing
contract.

C. Student Teachers. The school division shall accept student teachers only from
accredited institutions. All student teachers shall meet the same health requirements
as all other personnel. The superintendent shall have the responsibility for the
assignment and placement of student teachers in the school system. Student teachers
may be used as substitute teachers during the active period of their scheduled student
teaching experience with prior approval from Human Resources and Talent
Development.

D. Employment of Temporary Employees. A substitute, temporary, or part-time
employee is an employee hired to fill a temporary need for a limited duration of time.
The appropriate budget holder, Superintendent’s Cabinet or designee, is authorized to
employ substitute, temporary, and part-time employees as needed for the operation of
business. Budget holders will follow procedures defined in the accompanying regulation
to employ substitute, temporary, and part-time employees. The budget holder is
responsible for ensuring the availability of funds to employ such substitute, temporary,
and part-time employees. Substitute, temporary, and part-time employees do not hold
contracts and are employed on an as-needed basis. Services of a substitute, temporary,
or part-time employee may be discontinued with or without cause at any time.

E. Expectations. Temporary employees are to conduct themselves in a professional
manner and abide by all Loudoun County Public Schools policies.
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