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Professional Personnel

Substitute Teachers 1

The Superintendent may employ substitute teachers as necessary to replace teachers who are
temporarily absent.

A substitute teacher must hold either a valid teaching or substitute license and may teach in the place
of a licensed teacher who is under contract with the Board.2 There is no limit on the number of days
that a substitute teacher may teach in the District during the school year, except as follows: 3

1. A substitute teacher holding a substitute license may teach for any one licensed teacher under
contract with the District only for a period not to exceed 90 paid school days in any one school
term.

2. A teacher holding a Professional Educator License4 or Educator License with Stipulations®
may teach for any one licensed teacher under contract with the District only for a period not to
exceed 120 paid school days.

The Ill. Teachers’ Retirement System (TRS) limits a substitute teacher who is a TRS annuitant to
substitute teaching for a period not to exceed 120 paid days or 600 paid hours in each school year
through June 30, 2026, but not more than 100 paid days in the same classroom. Beginning July 1, 2026,
a substitute teacher who is a TRS annuitant may substitute teach for a period not to exceed 100 paid
days or 500 paid hours in any school year, unless the subject area is one where the Regional

Superintendent has certified that a personnel shortage exists. ©

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 State law controls this policy’s content. Sample policy 5:30, Hiring Process and Criteria, contains the requirements
for pre-employment investigations, e.g., a fingerprint based criminal history records check. See also sample administrative
procedure 5:30-AP2, Investigations. Each board may require new substitute teacher employees to furnish evidence of physical
fitness to perform duties assigned and must require new substitute teacher employees to furnish evidence of freedom from
communicable disease. 105 ILCS 5/24-5(b-5). Evidence may consist of a physical examination, which must be performed
within 90 days before the time it is presented to the board, and the substitute teacher bears the cost of the physical examination.
1d. A new or existing substitute teacher may also be subject to additional health examinations as required by the Ill. Dept. of
Public Health or by order of a local public health official. 1d.

105 ILCS 128/22, added by P.A. 104-198, eff. 1-1-26, requires districts to provide all substitute personnel with: (1)
training on school evacuation drills and law enforcement lockdown drills, and (2) support that includes, at a minimum, the
information packet given to employees with district-approved materials outlining evacuation and lockdown procedures. Maps
indicating all school exits must also be prominently displayed in every classroom. Id.

223 111.Admin.Code §1.790(a)(2), requires that any individual who serves as a substitute teacher for driver’s education
be endorsed for driver’s education pursuant to 23 Tll.Admin.Code §25.100(h).

3 Substitute teaching licenses are governed by 105 ILCS 5/21B-20(3); 23 1ll.Admin.Code §81.790 and 25.520.

4 professional educator licenses are governed by 105 ILCS 5/21B-20(1) and 23 Ill.Admin.Code Part 25.

S Educator licenses with stipulations are governed by 105 ILCS 5/21B-20(2) and 23 1ll.Admin.Code Part 25. 105 ILCS
5/21B-20(2)(E), amended by P.A. 103-617, permits an individual who holds a valid career and technical educator endorsement
on an Educator License with Stipulations but who does not hold a bachelor’s degree to substitute teach in career and technical
education classrooms.

6401LCS 5/16-118, amended by P.A.s 103-88 and 103-525 (temporarily allows for 120 paid days or 600 paid hours in
each school year through 6-30-26; after 6-30-26, substitute teachers will be allowed 100 paid days or 500 paid hours in each
school year) and 16-150.1. Use this alternative for districts in suburban Cook County: replace “Regional Superintendent” with
“appropriate Intermediate Service Center Executive Director.”
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The School Board establishes a daily rate of pay for substitute teachers. Substitute teachers receive only
monetary compensation for time worked and no other benefits. 7

Short-Term Substitute Teachers 8

A short-term substitute teacher must hold a valid short-term substitute teaching license and have

completed the District’s short-term substitute teacher training program.® Unless otherwise permitted by
law, short-term substitutes may teach no more than five consecutive school days for each licensed

teacher who is under contract with the Board. 10

Emergency Situations 11

A substitute teacher may teach when no licensed teacher is under contract with the Board if the District
has an emergency situation as defined in State law. During an emergency situation, a substitute teacher
is limited to 30 calendar days of employment per each vacant position. The Superintendent shall notify
the appropriate Regional Office of Education (ROE) within five business days after the employment of
a substitute teacher in an emergency situation. The Board may continue to employ the same substitute
teacher in a vacant position for 90 calendar days or until the end of the semester, whichever is greater,

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

7 If a board provides substitute teachers other benefits, it may consider listing them here.

8105 ILCS 5/21B-20(4), amended by P.A. 103-111, governs Short-Term Substitute Teaching Licenses, which may be
issued from 7-1-18 until 6-30-28. Short-Term Substitute Teaching Licenses are not eligible for endorsements. Id. Applicants
for a Short-Term Substitute Teaching License must hold an associate’s degree or have completed at least 60 credit hours from
a regionally accredited institution of higher education. Individuals who have had their Professional Educator License or
Educator License with Stipulations suspended or revoked are not eligible to be short-term substitutes. Id.

9 105 ILCS 5/10-20.67, amended by P.A. 103-111, requires boards to conduct this training. This requirement provides
an opportunity for each board and the superintendent to examine all current policies, collective bargaining agreements, and
administrative procedures on this subject. Each board may then want to have a conversation with the superintendent and direct
him or her to develop a curriculum for a short-term substitute teacher training program that provides individuals who hold a
Short-Term Substitute Teaching License with information on curriculum, classroom management techniques, school safety,
and district and building operations. See also sample administrative procedure 5:220-AP, Substitute Teachers, and its f/n 3.
These expectations will be most effective when they reflect local conditions and circumstances. Training and curriculum for
a short-term substitute teacher training program may be subjects of mandatory collective bargaining, therefore consulting with
the board attorney should be a part of this process. A district would commit an unfair labor practice by implementing new
programs for staff without first offering to negotiate them with the applicable exclusive bargaining representative.

School boards may choose to also offer this training program to individuals who hold a Substitute Teaching License
and/or substitute teachers holding a Professional Educator License.

See f/n 1 above, regarding training on school evacuation drills and law enforcement lockdown drills.

10 Through 6-30-28, a district may hire a short-term substitute teacher holding a short-term substitute teaching license
for up to 15 consecutive school days for each licensed teacher if the Governor has declared a disaster due to a public health
emergency pursuant to the Ill. Emergency Management Agency Act, 20 ILCS 3305/7. 105 ILCS 5/21B-20(4), amended by
P.A. 103-111.

11105 ILCS 5/21B-20(3), amended by P.A. 103-193. An emergency situation is defined as one where an unforeseen
vacancy has occurred and (i) a teacher is unexpectedly unable to fulfill his or her contractual duties, or (ii) the district’s teacher
capacity needs exceed previous indications or vacancies are unfilled due to a lack of qualified candidates and the district is
actively engaged in advertising to hire a fully licensed teacher for the vacant position. 1d.

In order for a substitute teacher to remain in a vacant position for up to 90 days or until the end of the semester, whichever
is greater, the position must remain vacant and the district must continue to actively seek qualified candidates and provide
documentation to the Regional Office of Education that it has provided training specific to the position, including training on
meeting the needs of students with disabilities and English learners if applicable. Id.

Use this alternative for districts in suburban Cook County: replace “Regional Office of Education (ROE)” with
“Intermediate Service Center (ISC).”
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if, prior to the end of the then current 30 calendar-day-period, the District makes a written request to
the ROE for a 30 calendar-day-extension and the extension is granted by the ROE.

LEGAL REF.: 105 ILCS 5/10-20.68, 5/21B-20(2), 5/21B-20(3), and 5/21B-20(4).
105 ILCS 128/22, School Safety Drill Act.
40 ILCS 5/16-118, 1ll. Pension Code.
23 lll. Admin.Code 81.790 (Substitute Teacher) and §25.520 (Substitute Teaching
License).

CROSS REF.: 5:30 (Hiring Process and Criteria)
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