
• Who gets a substitute
• Long term substitutes
• Reconciling substitutes

• How to make changes to an existing job
• Subs to be Paid by Forms



http://www.stlucie.k12.fl.us/pdf/departments/human-resources/SubstituteTeacherHandbook.pdf





Who gets a substitute???



Who does NOT get a substitute???



If an employee who normally does not get a substitute is 
going to be out for an extended period of time, you must get 
written approval from personnel before requesting a 
substitute.

Any time a substitute works for an employee who is not 
authorized to have a substitute, they will be paid from your 
10100 account



What if...



Long Term Substitutes



21



What it means to reconcile subs



YOU YOU



Verify Date = Due Date

Payroll Period 
Begins

Payroll Period 
Ends

# of Days in 
Payroll Period

Verify Date Check Date

02/29/2016 03/11/2016 10 03/15/2016 03/31/2016

03/14/2016 04/01/2016 10 04/04/2016 04/15/2016

04/04/2016 04/15/2016 10 04/18/2016 04/29/2016

04/18/2016 04/29/2016 10 05/02/2016 05/13/2016

05/02/2016 05/13/2016 10 05/16/2016 05/25/2016

05/16/2016 05/24/2016 7 05/25/2016 06/01/2016

05/25/2016 06/01/2016 3 06/16/2016 06/30/2016



You should be reconciling your substitutes on a daily basis. This will 
help prevent mistakes and will give you the opportunity to correct 
any mistakes before payroll.

Also, if the job went unfilled there is no reason to reconcile it. This 
actually can cause errors when transferring the data from Aesop to 
Skyward.



You should be able to go 5 days back and make changes if necessary. 
Any changes after that will need to be made by Lisa Kimbrill in 
personnel.

If you need to make a change after the end of the payroll period 
make sure to submit an instructional/non-instructional sub form to 
Substitiutes@StLucieSchools.org

mailto:Substitiutes@StLucieSchools.org


Making Changes to Multiple Day Job





Make a change Lickadee SPLIT!!!

Choose the day you need to make changes to and then click split

Pick 
Me!





Why can’t we just edit the absence?





Subs to be Paid by Reports



• Make sure that the reports are submitted on time. 
*Late reports cannot be changed in Payroll

• Every training should have its own report

• If you have the email associated with the training, please 
send with your report





Professional Development




