N+

/
0.,--12034 *
.1,
#5+(*
!
6 7
" M
$ % &
41)' .y
+
!
% + 8 ; 14,<4,-"
#
)
! # 9 ) * + = =
) )
@: & + *
;A
. 6
#$% 7 +
/
0., --1 2222
B 1
7 >%
&
# 59 % 6




& () M+ -

Please check the Human Resources processes below to determine if you need specific forms.
They can be downloaded at

What forms do | need to fill out to change my phone number ?
Employee Status Change form; OR
Send an email to Human Resources at
— the change will be
made by the appropriate secretary in HR.

What forms do | need to fill out to change my address ?
Employee Status Change form
Updated W4 and MW 507 if you are changing State
Residency

What forms do | need to fill out to change my name ?

If you have recently been married:
Employee Status Change form
Updated W4 and MW 507 form
Copy of your Marriage Certificate
Updated Social Security Card or the Verification
Letter from Social Security Administration indicating you have applied for a
name change.

If you have recently been divorced :
Employee Status Change form
Updated W4 and MW 507 form
Copy of the Divorce Decree granting you approval to use another name
Updated Social Security Card or the Verification
Letter from Social Security Administration indicating you have applied for a
name change.

What do | need to do if I've received my Bachelor's degree _recently?
B ) Substitutes with a bachelor’s degree or higher are eligible for a higher rate of
- pay than those without a Bachelor's degree. In order to receive the higher pay
/4 rate please provide Human Resources with a copy of your college transcript
ay 5 reflecting the conferral of your degree or a copy of the actual degree you re-
/ ceived upon graduation. Adjustments in pay will be effective the first day of the
® month following receipt of the appropriate documentation.
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We've completed our first full year with AESOP (Frontline Placement) as our provider for filling absences in our schools. Our office
has tweaked the system a couple different times to make it work more efficiently for CCPS, and we’ve been pleased with the results.
Here's a brief synopsis of how the system works:
Employee phones or logs onto a computer to report their absence to AESOP.
AESOP checks all the parameters:
Are you already working that day? (self explanatory)
Do you have the school on your ‘preferred location’ list?
Have you logged onto AESOP from a computer and listed the schools where you would like to work?
Have you been excluded from that school?
The school notifies you that you've been asked not to return to that school.

Does the employee have you on their ‘Favorites’ list? Employees can list up to 5 ‘Favorites’ on their list, and can list several more
‘preferred subs’.

Favorites get 100% of the lead time of a job to accept or refuse the assignment.
Does the school have you on their ‘Preferred’ list?

Schools list substitutes that they want in their building — those subs get 60% of the lead time of the job to accept or refuse the
assignment.

Do you have the matching skill for that employee?

All substitutes must have the same skill listed on their profile as the teachers have on their profile. This parameter probably
caused the most questions. We do not automatically assign ‘special education’ to every substitute and employees cannot
‘see’ you in their list unless you have all the matching skills that they have (see Updating Your Skills below).

HAVE YOU ENTERED YOUR EMAIL ADDRESS?

If your email address is listed in AESOP, you will get early notification |E you are on an Employee’s Favorite list. You also get
a telephone call.
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