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Procedures for Hiring Long Term Substitutes (Professional Staff) 

The following procedures are to be followed when hiring long term substitutes for professional 

staff at Potsdam Central School. The procedures apply to all buildings and incorporate as appropriate the 

shared decision-making model adopted by the District. 

 

A. The hiring of long term substitutes for a duration of one year or more will fall under the auspices 

of Board of Education Exhibit 9200-E.1 Hiring of New Teaching Staff in the Potsdam Central 

School District. 

 

B. The hiring process for long term substitutes with a duration of less than one year will include the 

following criteria and procedures: 

 

a. Criteria 

 

1.  Academic Standing: Emphasis on coursework directly related to the curriculum; 

Masters preferred to Bachelors; Masters in core academic subject generally 

preferred over Masters in Education; For inexperienced candidates, academic 

coursework and grades will be given more weight. 

2.  Teaching experience  

3.  Certification: Dual certification preferred 

4.  Additional criteria as established by the Superintendent and/or Building   

Principal. 

 

b. Procedures 

 

1.  Should time permit, the position will be posted on the District's website for a 

minimum of two weeks. 

2.  Principals may seek out the best qualified candidate(s) from the District's pool of 

active substitutes and/or personnel and encourage them to apply. 

3.  Official transcripts are to be provided by candidates if available through the 

higher education institution. 

4.  Documentation is to be kept. Principals will detail the aspects of the academic 

record and other related activities that are strong and specifically beneficial to the 

position. 

5.  Applications are to be completed including references. Notes are to be included 

on reference checking.  

6.  Recommendations are to be made to the Superintendent of Schools by the 

appropriate administrator.  

7.  The Superintendent of Schools may choose to interview candidate(s) prior to a 

Board recommendation.  

8.  Hiring paperwork will be made available to the BOE in advance of the meeting 

at which time the candidate will be recommended. 
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c. Miscellaneous 

 

1. Providing students with high quality classroom instruction will be central to all 

hiring decisions for professional staff substitutes. 

 

2. When a short term substitute position is to be designated a long term substitute 

within the same assignment and sufficient notice is given to administrators, the 

provisions of this policy will be followed.   

 

3. When a short term substitute position unexpectedly turns into a long term 

position, the administrators may, in the interest of continuity and because they 

believe the short term substitute is effective, choose to recommend the short term 

substitute for the long term position.  However, continuity of instruction should 

not take precedence over quality of instruction.   

 

4. Excessed employees have recall rights for any long term substitute positions           

within their tenure area(s).  Such rights supersede the provisions contained within 

these procedures. 
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