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Authorities: Chief Academic Officer and Human Resources Director. 

  

Purpose:  The purpose of the policy is to provide a definition for substitute teaching and to ensure 

consistent use and compensation of substitute teachers. 

  

Policy:  The need for substitute teaching will be decided by the CAO on a case by case basis. Instruction 

to be delivered by the substitute instructor will be directed by the primary instructor.  A substitute teacher 

must meet system established minimum qualifications.  

 Substitute teachers typically will not be provided for short-term (three consecutive days/classes or 

less) assignments.  

 

Procedure:  In the event a substitute instructor is needed, the instructor requesting a substitute must: 

  

 Complete the request form and forward it to the CAO for approval.  

 Upon approval, a copy will be sent to the Human Resources Department for processing.  

  

Substitute teachers are compensated according to the MSCF compensation procedure.   



All approved substitute teachers must have, on file with the College, appropriate employment 

documentation, as required by the Human Resources Department, prior to being compensated. 

  

Responsibilities:  Full- and Part-time faculty and CAO and Human Resources Director 

  

Dissemination:  This policy will be disseminated to all personnel via the campus intranet and/or website. 
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