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Substitute Teacher
Requirements

Minimum Requirements

-At least 20 years of age or older

-Associate's Degree, ParaPro Assessment, or 48 college
credits. |
Must be highly familiar with Technology, including being

able to navigate and use applications, email, and Google
Calendar.

Must be able to work successfully with all students and
staff in a positive and professional manner.

Substitute Hiring Process

Step 1: Submit a substitute application online at
https://gacps.schoolspring.com/

Step 2: Once your application has been reviewed for acceptability and openings are
available, you will be invited to a new hire processing appointment.

Step 3: Complete required paperwork, background check, and drug testing, review
new substitute materials, and receive an identification badge.

Step 4. Start working!

Annual Refresher

Before the start of each new school year all substitute teachers are required to
complete a review of the Board policies and substitute procedures, as well as a new
substitute profile sheet indicating your school and grade-level preferences, along with

any other forms that Human Resources/Payroll departments may need.
a
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School Listing

“ Telephone Administration / Secretary

Bayside Elementary
301 Church Street
Stevensville, MD 21666

Centreville Elementary
213 Homewood Avenue
Centreville, MD 21617

Church Hill Elementary
631 Main Street Church Hill,
MD 21623

Grasonville Elementary
5435 Main Street
Grasonville, MD 21638

Kennard Elementary
420 Little Kidwell Avenue
Centreville, MD 21617

Kent Island Elementary
110 Elementary Way
Stevensville, MD 21666

Matapeake Elementary
651 Romancoke Road
Stevensville, MD 21666

Sudlersville Elementary
300 S. Church Street
Sudlersville, MD 21668

Centreville Middle
231 Ruthsburg Road
Centreville, MD 21617

Matapeake Middle
671 Romancoke Road
Stevensville, MD 21666

Stevensville Middle
610 Main Street
Stevensville, MD 21666

Sudlersville Middle
600 Charles Street
Sudlersville, MD 21668

Kent Island High
900 Love Point Rd.
Stevensville MD 21666

Queen Anne’s County High
125 Ruthsburg Road
Centreville, MD 21617

410.643.6181

410.758.1320

410.556.6681

410.827.8070

410.758.1166

410.643.2392

410.643.3105

410.438.3164

410.758.0883

410.643.7330

410.643.3194

410.438.3151

410.604.2070

410.758.0500

Principal: Stacey Deighan
Assistant Principal: Amanda Shuckhart
Secretaries: Mary Jo Perticone & Amber Hildebrand

Principal: Tiara Hoffman-Rhodes
Assistant Principal: Rebecca Van Aken
Secretaries: Laurie Daziel & Amanda Hash

Principal: Susan Walbert
Assistant Principal: Lacey Phelps
Secretaries: Brenda Spence & Amber Wright

Principal: Stephen Rafter
Assistant Principal: Michelle Wobbe
Secretaries: Sherry Turner & Jennifer Stitcher

Principal: Sarah White
Assistant Principal: Morgan DiDomenico
Secretaries: Randee Haggerty & Terri Vlahos

Principal: Kathy Barletta
Assistant Principal: Tricia Smith
Secretaries: Beth Mellinger

Principal: Becky Tubman
Assistant Principal: Matthew Moore
Secretaries: Faith Gross & Jensen Goodman

Principal: Michelle McNeil
Assistant Principal: Stacy Troyer
Secretaries: Janet Hewitt & Nancy Smith

Principal: Stacey Rankin
Assistant Principal: Jeffrey Harbour
Secretaries: Natalie Youse

Principal: Krystal Chambers
Assistant Principal: Joseph Glynn
Secretaries: Kashyra Kates & Ann Marie Smigo-Buck

Principal: Amy Smith
Assistant Principal: Paige Hickman
Secretaries: Michele Milligan & Joann Brown

Principal: Billie Brice
Assistant Principal: Kathryn Lofland
Secretaries: Dawn Coursey & Morgan Brown

Principal: Dan Harding
Assistant Principal: Lori Janda, James McCormick, Jody

Ward. Academic Dean: Lisa Heath
Secretaries: Debbi Parsons

Principal: Lou Sheppard
Assistant Principals: Allison Hall, Dan Hushion, Dannan

Jones. Academic Dean: Kristin Hurlock
Secretaries: Kathy Michaels
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Teacher Start and End Times

Teacher Arrival Teacher End
Time Time
Bayside Elementary 3rd - 5th 8:30 am 4:00 pm
Centreville Elementary Prek-2 8:30 am 4:00 pm
Church Hill Elementary PreK-5 8:30 am 4:00 pm
Grasonville Elementary PreK-5 8:30 am 4:00 pm
Kennard Elementary 3rd - 5th 8:30 am 4:00 pm
Kent Island Elementary Prek-2 8:30 am 4:00 pm
Matapeake Elementary K-5 8:30 am 4:00 pm
Sudlersville Elementary PreK-5 7:20 am 2:50 pm
Centreville Middle 6th - 8th 8:15am 3:45 pm
Matapeake Middle 6th - 8th 7:40 am 3:10 pm
Stevensville Middle 6th - 8th 7:30 am 3:00 pm
Sudlersville Middle 6th - 8th 7:20 am 2:50 pm
Anchor Points Academy 6th - 10th 7:25 am 3:00 pm
Kent Island High School 9th - 12th 7:40 am 3:10 pm
Queen Anne’s County High School 9th - 12th 7:20 am 2:50 pm
)
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Substitute Pay Scale

Pay Information | C e e e e .

Hourly Substitute Pay Rates
Daily Assignments

AA Degree or ParaPro $18 / hour
Substitute for School Assistant ~ $18 / hour
Bachelor’s or Master’s degree $19.30/ hour
Valid MD Teaching Certificate $21.10 / hour
Retired QAC Teacher $22.30/ hour

Long-term Teacher Assignments*

AA Degree or ParaPro $19.30/ hour
Bachelor’s or Master’s degree $21.10/ hour
Valid MD Teaching Certificate $22.50/ hour
Retired QAC Teacher $23.95/ hour

Note: A typical full workday is 7.0 hours. The lunch break is 30 minutes unpaid.

* Long-term pay rates only apply when substituting for a certificated teacher (not support positions).

Pay Schedule

Substitute teachers are paid every other Friday via direct deposit to a checking or
savings account. The payday schedule is listed on the next page of this handbook. All
new employees are required to enroll in direct deposit. To change your direct deposit
account at any time, simply complete a new Direct Deposit Authorization form and
submit it to the Payroll department. The form is available online at www.qacps.org
under Depts > Human Resources > Forms.

Have questions about your paycheck?

Contact: Kimberly Adams, Payroll Specialist
Office Hours: Monday - Friday, 8:00 AM - 3:30 PM
Phone: (410) 758-2403, ext. 210

Email: Kimberly. Adams@agacps.org
Address: 115 Vincit Street, Centreville, MD 21617

Benefits Eligibility
Full-time employees, as defined by QACPS, are benefits-eligible. Part-time

employees are not eligible to enroll.
Q
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Maryland Earned Sick & Safe Leave

I Paid Sick and Safe Leave for Eligible Part-Time/Hourly Employees

The Maryland Legislature has enacted the Maryland Healthy Working Families Act,
which requires employers in Maryland to provide paid sick and safe leave to
eligible Part-Time/Hourly employees, as long as they work a specified number of
hours in a biweekly pay period.

I How do | accrue part-time/hourly employee paid leave?

In accordance with the Act, as an eligible Part-time/Hourly Employee, you will be eligible
to accrue paid leave at the rate of one hour of paid leave for every increment of 30
hours worked in a biweekly pay period.

I How will | know how much paid leave | have accrued?

Your accrued paid leave will be accumulated in your time and attendance record and will
be viewable on TCP.

I \/hen can | begin to use accrued leave?

You can begin to use your Part-Time/Hourly Employee Paid Leave 106 days after your
date of employment.

I \\/hat is the maximum paid leave | can accrue in a year?
You can accrue up to 40 hours of paid leave in a year.

I \/hat can part-time/hourly employee paid leave be used for?

An eligible Part-Time/Hourly employee may use paid leave for any purpose specified
below, including when sick, or to care for a sick family member, provided it is for a day on
which QACPS is generally open for business.

Reasons for using this leave include those specified in the Maryland Healthy Working
Families Act:

e to care for or treat an employee’s mental or physical illness, injury, or condition;

* to obtain preventative medical care for the employee or the employee’s family
member;

e to care for a family member with a mental or physical iliness, injury, or condition; for
maternity or paternity leave;

* or if the absence is necessary due to domestic violence, sexual assault, or stalking
committed against the employee or the employee’s family member and the leave is
used for:(1) to obtain medical or mental health attention; (2) to obtain services from
a victim services organization; (3) for legal services or proceedings; or (4) because the
employee has temporarily relocated as a re- sult of the domestic violence, sexual
assault, or stalking.

*The Act defines a family member as a spouse, child, parent, grandparent, or sibling.
Contact Human Resources with any questions @ hr@qacps.org

£
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Guidelines

Long-Term Sub Assignments _

If you are interested in a long-term substitute job, please indicate this when
updating your profile sheet annually. If your preference changes mid-year, contact
Dawn Custer in Human Resources.

When a long-term job becomes available, we first consider substitutes with a valid
Maryland teaching certificate and then consider those with a degree in the
appropriate content area. The qualified candidates would then be interviewed by
the hiring Principal for consideration. HR will contact the candidates. .

Dress Policy N

Substitute teachers should dress professionally. This does not

mean you need to wear a dress, skirt, suit, or tie. Business casual '

attire is acceptable. A sample outfit is a pair of dress pants or Helpful Tip
khakis matched with a collared button-down or polo shirt. Wear If you are scheduled to
clothes and shoes that are comfortable since you may spend a substitute teach for a Physical

Education (gym) classes, arrive
to school in business casual
attire and pack your warm-ups
As a general rule, jeans, t-shirts, sandals, low-cut shirts, short to change into. This way if you

skirts, and other casual clothing are not considered professional are needed in a different class
or appropriate for the classroom setting. The Principal of each last minute you will be
school will make the final decision as to what is considered prepared.

proper or improper dress according to the guidelines provided.

Inclement Weather _

Late openings and early closing information can be found online at the

QACPS website at www.qgacps.org, local TV and radio stations, and

recorded on the central office switchboard line at 410-758-2403.

When schools are closed, you do not report to work. In the event of a

late opening, when normal starting time is before 9:00 am, you must

report within 1/2 hour of the normal starting time.

If you cannot make it in within the 1/2 hour due to road conditions or ‘

lot of time standing, sitting, and leaning over.

placing children on the bus, please call the school to let them know. If
normal starting time is 9:00 am or later, please report at the normal
starting time. This information is also located in the Policy Handbook.

:
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Quick Reference Guide

SmartFind Express (aka Central Call)

You must register by phone first: 888-342-0827
User Name: 6833 (your employee ID number)
PIN Number: 683300 (your employee ID number

followed by two zeros)

Once registered by phone, you'll be able to access
the online site:

Central Call Absence Reporting System

User Name: 6833 (your employee ID number)

Initial Password: welcome1

SmartFind Express

07

P' PowerSchool

Welcome to Queen Anne's
County Central Substitute Call
System.

e Substitutes will have full access to their SmartFind profile once they have been

reactivated for the upcoming school year.

¢ |fyou have marked a specific day as unavailable but are contacted by a school and
agree to work that day, you must log in to SmartFind and update your availability.
This will allow the school secretary to assign you to the job.

The System Calls Substitutes During These Times:

School Days Starts at 6:00am** 5:00pm - 10:00pm

Saturday None None
Sunday None 5:00pm - 10:00pm
Holidays None 5:00pm - 10:00pm

a call to substitute once school
has already started. If the system
is still calling you, it means the job
is still open. Once you accept this
job, we recommend you call the
school to confirm you have
accepted the job and let them
know you are on your way.

£}
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TCP Time Clock

Time Clock Instructions for Employees

Picture Sign-Off:
The first time you clock in, you will be required to
agree that the time clock snaps a picture when the
time clock is swiped. TCP requires pictures to be taken.
You must click "accept” to successfully clock in. You will
not be able to clock in until you select "accept". You will
only have to do this one time.

Introduction to the TCP Time Clock

1. Device Security Camera

»TUESCI&V 2. Badge Reader

June 20, 2023 () . 3.Touchscreen Display

1:41:40 pm

Swiping in and out
1.Tap your ID badge on the th

wifi mark (2) on the right
side of the time clock. 9:10: 16 am

2.Confirm that the correct
clocking function is
performed. Itis essential to
confirm this is correct. When
clocking in, you must
confirm the screen displays
“Clock In operation
successful” when clocking
out, you must confirm the e e
screen displays “Clock out
operation successful’.
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TCP Time Clock

a. If you need to update your status in
TCP. If an employee finds that the clocking

operation is opposite of the required : Swipe Badge Now
clocking status. Example: an employee
sees the dashboard display clocked out
when they are supposed to be clocking in,
click the “Log On To Dashboard” checkbox
on the touchscreen display (3).

Tusesday, june 20, 2023

G e oy e ; b. Then tap your Card as if you are

LC p Svipa Badge how,

< o i clocking in/out. This opens the
1:42:13 pm employee dashboard.

Tuieaday, Jure 20, 2023

c. From your Dashboard, press the
correct clock status, and your status will
be updated in TCP.

d. You have now successfully
0 e updated your clock status.

£
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Policy Overview

Policies

This handbook provides a summary of key employment information.

Employees are expected to familiarize themselves with the contents of the Employee
Handbook and to consult the handbook whenever questions arise regarding workplace
policies, procedures, or expectations.

Child Abuse and Neglect Reporting Policy 506

Maryland Child Abuse and Neglect Law requires that every health practitioner, educator,
human service worked or law enforcement officer (acting in a professional capacity) who
has reasonable cause to know or suspect that a child has been subjected to physical
abuse, sexual abuse or neglect as defined by statute, will immediately report to the local
department of social services.

Reporting Procedures

e An oral report should be made immediately to the local Department of Social Services
as well as informing the principal.

e Awritten report must follow the oral report within 48 hours. DHR/SSA Form 180 is
available in each school office for this purpose.

Sanctions for Failure to Report
(Education Article 6-202, Education COMAR 13A.01.01.10)

You may be suspended or dismissed if you knowingly fail to report suspected child abuse.

Deliquent Acts of a Serious Nature and Sexual Abuse/Assault Report

Employees are required to inform a school official when they have reason to suspect
student delinquent acts.

Delinguent acts are offenses committed by a person who is under 18 years old, which
would be crimes if committed by an adult.

e Sexual Abuse or sexual assault, whether physical injuries are sustained or not

e Possession of weapons/explosives/hazardous materials

e Arson - false emergencies or alarms

e Vandalism or theft over $100.00

e Possession of controlled dangerous substances

e Possession of a firearm

£}
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- Acceptable Use of Electronic Networks Policy

Access to all electronic resources is a privilege

Purpose

To govern and establish guidelines for the use of all technology equipment, software,
related materials, electronic communications, and licensed network systems

Consequences for Inappropriate Use

Violations may result in loss of access for users violating the
Acceptable Use Policy for Queen Anne’s County Public Schools.
Loss may be short-term or permanent.

Users have no expectation of privacy in the contents of their files on
the system & files may be discoverable in litigation.

I COPYRIGHT

Definition: The legal device that protects the rights of creators of any work of art, literature,
or a work that conveys information or ideas.
e Fair Use Guidelines: The four basic guidelines that assist educators determine the
scope of use of copyrighted materials within a classroom are;
o purpose of the use,
o nature of the copyrighted work,
o amount or percentage of the work used,
o effect of the use on the original work
e User Guidelines: Violations of the AUP include, but are not limited to, downloading or
uploading to the network copyrighted materials that are exempt from “Fair Use”
guidelines.

- E-mail
e Used for business purposes only
e All e-mail is subject to review by management and may be monitored
e Do not use to solicit for matters that are not Board connected
e Only to be used by authorized persons
e May not be used for absence reporting
e Use professionalism & respect when addressing e-mails to fellow employees, parents
and others.

£}
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- Identification Badge

All employees are required to display their identification badge while acting in the capacity
of a Board of Education employee.

**YOU ARE REQUIRED TO SWIPE IN AND OUT FOR SECURITY/PAYROLL PURPOSES.
**REMEMBER THAT YOU MUST TRANSFER IN TO THE LOCATION OF EACH SCHOOL YOU
ARE WORKING.

- Confidentiality

Don't discuss anything that you see or hear in the classroom, including student grades,
class work, behavior, home environment, inclusion in free and reduced lunch programs,
enrollment in special education programs, or the teacher's methods, etc., with outside

parties.
This information must be kept strictly confidential.

If you have concerns, please direct them to an Administrator.

News and Reminders

Forms

Address/name change forms, direct deposit forms, and tax withholding forms are attached
to the Substitute Teacher Training email and can also be found on the Employee Forms
and Resources page of our website. See below.

Employee Forms & Resources

Mote: Please see the next sections for Payroll & Benelits
and Megotiated Agreements. 2025-26 Employee Handbook
(PDF) Employeea Access Center (external site) Central

Q

.

https://www.gacps.org/employee-forms-resources/

e |f you have not worked since January 2026, we will need updated tax withholding and
direct deposit forms. HR will need the originals.
e You must return the Receipt of Policies form and Substitute Teacher Profile Sheet.

£}
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Substiture Do’s and Don’ts

. -

. -

'S

Smile and introduce yourself!

Have a 'sub pack’ ready for use.

When reporting to a school for the first time, arrive a few minutes early to locate
your classroom, introduce yourself to the teacher(s) next door, and read over
lesson plans.

Establish your rules and expectations very clearly at the beginning of the
day/class.

Follow the lesson plans the teacher has left.

When unable to substitute on an assigned day, please notify the school by
speaking directly to the office staff. Also, can cancel the job in the Central Sub Call
System as long as it is 48 hours before the assignment.

Walk around the room. Don't just sit behind the desk, especially during
independent work.

Remember: students will challenge a sub...don't take the bait!! You are the
professional adult.

Maintain a positive attitude and demeanor.

Keep your cell phone on silent and out of sight.

Leave the classroom in good order.

Enjoy your time with the students!

n'ts

Use inappropriate language, profanity, yell, or call children names other than their
own name. (A name, innocent to you, may be taken out of context by a child or
their family.)

Use sarcasm or lose your temper.

Discuss with students outside interests such as family, friends, neighbors, etc.
Make or take personal phone calls during class time.

Use the computer, internet, or copy machine for personal use.

Give permission for students to leave school premises.

Take pictures or videos of the children.

Cancel one job assignment at one school to take another job assignment at
another.

Pick up a job assignment and then cancel, leaving the school without coverage
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Removal from the Substitute List

Substitute teachers are expected to maintain professional standards of conduct,
reliability, and compliance with Board policies and school procedures while serving in any
school assignment.

A school administrator may request that a substitute teacher be removed from that
school's preferred substitute list if concerns arise regarding performance, conduct,
professionalism, or adherence to district expectations. Removal from one school's
preferred substitute list does not automatically result in removal from the district
substitute call list or prevent the substitute teacher from accepting assignments at other
schools within the district.

Reasons for removal from a school's preferred substitute list may include, but are not
limited to, the following:
e Failure to follow lesson plans or perform assigned duties in a prompt, timely, and
professional manner;
e Failure to comply with Board policies, school procedures, or administrative directives;
e Insubordination or failure to comply with expressed or implied directions from an
administrator or supervising staff member;
e Unexcused tardiness, repeated lateness, or failure to report for an accepted
assignment;
e Repeated unavailability after accepting assignments or patterns of unreliability;
e Use of inappropriate, offensive, or unprofessional language or behavior in the school
setting;
e Failure to maintain appropriate classroom management or student supervision;
e Distribution of non-school-related materials without prior approval from the building
principal;
e Falsification of information on employment-related documents or records.

Human Resources reserves the right to review complaints or documented concerns and
determine whether further action is necessary, including removal from the district-wide
substitute call list when warranted by the severity or frequency of concerns.

Substitute teachers may be provided an opportunity to respond to concerns or
complaints prior to final district-level removal, when appropriate.

e
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Contact List

Central Office Address: 115 Vincit Street, Centreville, MD 21617
Office Hours: Monday-Friday; 8:00 am- 4:00 pm

Phone number: 410.758.2403 or toll free 800.336.7775
Website: http://www.qacps.org

Contact: Regarding:

CENTRAL CALL

Smartfind Express/Central Call
JOB LINE: 888.342.0827
Web System:

https://gacps.eschoolsolutions.com e Issues with Phone or Web System

. . e Substitute Profile Changes
Help Desk Contact: Kim Easterlin

Help Desk Phone: 410.758.2403 ext. 113
Help Desk Email:
kimberly.easterlin@gacps.org

TCP

Support Staff Specialist: Dawn Custer
Phone: 410.758.2403 ext. 116
Email: Dawn.custer@qgacps.org

e |ong-term Substitute Assignments
e TCP

PAYROLL

Payroll

Direct Deposit Changes

Changes to Tax Withholding Amounts
Wage Garnishments

Payroll Specialist: Kimberly Adams

Phone: 410.758.2403 ext. 210 or 209
Email:kimberly.adams@gacps.org

BENEFITS

Benefits Specialist: Theresa Steinhice

Phone: 410.758.2403 ext. 111 e Health Insurance Eligibility
’ RO ’ e Worker’'s Compensation
Fax: 410.758.8203

Email: theresa.steinhice@qgacps.org * Unemployment

EMPLOYEE SERVICES

Human Resources Assistant:
Kimberly Easterlin
Phone: 410.758.2403 ext. 113

Fax: 410.758.8203
Email: kimberly.easterlin@gacps.org

Change of Address
Employment Verifications
Central Call System

ID Badge Replacement

PROFESSIONAL DEVELOPMENT AND CERTIFICATION

Certification Specialist: Sarah Hause
Phone: 410.758.2403 ext. 119 e Teacher Certification
Fax: 410.758.8203 e Professional Development

Email: sarah.hause@qacps.org Q
.
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Substitute Feedback Form

Please leave this form at the school office at the end of your assignment.

Substitute Name: Date:
Phone Number: Grade:
Substituted For: School:
Period Comments
1 Do you feel welcomed at school?
YES NO
Were complete lesson plans and
2 materials of instruction in the
lesson plan folder?
YES NO
Were you provided with other
necessary information? (map of
3 school, up-to-date seating charts,
attendance procedures,
emergency exit plans, ect...)
YES NO
Were you provided with guidelines
4 for fire drills, assemblies, lunch,
bus dis-missal, class changes?
YES NO
Were there any discipline issues? If
5 so, explain circumstances.
p
YES NO
Would you like to substitute again
6 for this teacher/class? Why or why

not?
YES NO

Additional comments for the teacher or school administrator (attach additional sheets if necessary):

Queen Anne’s County Public Schools ~ 115 Vincit Street, Centreville MD 21617 ~ Phone: 410-758-2403




Blank
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Non-Discrimination
Statement

In accordance with state and federal laws, and the policies of the Board of
Education, QACPS does not discriminate on the basis of race, ethnicity, color, age,
religion, disability, genetics, ancestry/national origin, marital status, sex or sexual
orientation in matters affecting employment or in providing educational programs
and service, and provides equal access to the Boy Scouts and other designated
youth groups.

QACPS operates equal opportunity and affirmative action programs for students
and staff. The Board of Education of Queen Anne's County Public Schools is an
equal opportunity/affirmative action employer.

Employee inquiries or complaints regarding discrimination or Title IX
issues, such as gender equity, sexual harassment, and sexual
discrimination, should be directed to Dr. Michael Noel, Director of Human
Resources, michael.noel@gacps.org or 410-758-2403 ext. 118.

Student or parent inquiries or complaints regarding discrimination or
Title IX issues, such as gender equity, sexual harassment, and sexual
discrimination, should be directed to Matt Evans, Director of Student
Services, starke.evans@qgacps.org or 410-758-2403 ext. 196.

Inquiries regarding ADA and Section 504 should be directed to Joeleen
Smith, Supervisor of Special Education, joeleen.smith@gacps.org or 410-
758-2403 ext. 168.

Inquiries regarding Title Il should be directed to Dr. Michael Noel, Director of Human Resources,
michael.noel@gacps.org or 410-758-2403 ext. 118. Inquiries may also be addressed in writing to the
appropriate office at Queen Anne's County Public Schools, 115 Vincit Street, Centreville, Maryland 21617.

External Agencies

U.S. Equal Employment Opportunity Commission (EEOC) 1-800-669-4000 1-800-669-6820 (TTY for Deaf/Hard of
Hearing callers only)

1-844-234-5122 (ASL Video Phone for Deaf/Hard of Hearing callers only)

Maryland Commission on Civil Rights (MCCR) 410.767.8600 (Espafiol-marque el 2)
1.800.637.6247

Maryland Relay 7-1-1

U.S. Department of Education (OCR) Office for Civil Rights

400 Maryland Avenue, SW, Washington, DC 20202 (202) 401-2000 1-800-872-5327

Fax: 202-453-6012; TDD: 800-877-8339

Board of Education contact information can be found on the QACPS website. www.gacps.org.
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Contact
Information

410-758-2503
hr@qgacps.org
115 Vincit Street, Centreville MD 21617

WWW.Qacps.org
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	Maryland Earned Sick & Safe Leave
	Paid Sick and Safe Leave for Eligible Part-Time/Hourly Employees
	The Maryland Legislature has enacted the Maryland Healthy Working Families Act, which requires employers in Maryland to provide paid sick and safe leave to eligible Part-Time/Hourly employees, as long as they work a specified number of hours in a biweekly pay period.

	How do I accrue part-time/hourly employee paid leave?
	In accordance with the Act, as an eligible Part-time/Hourly Employee, you will be eligible to accrue paid leave at the rate of one hour of paid leave for every increment of 30 hours worked in a biweekly pay period.

	How will I know how much paid leave I have accrued?
	Your accrued paid leave will be accumulated in your time and attendance record and will be viewable on TCP.

	When can I begin to use accrued leave?
	You can begin to use your Part-Time/Hourly Employee Paid Leave 106 days after your date of employment.

	What is the maximum paid leave I can accrue in a year?
	You can accrue up to 40 hours of paid leave in a year.

	What can part-time/hourly employee paid leave be used for?
	An eligible Part-Time/Hourly employee may use paid leave for any purpose specified below, including when sick, or to care for a sick family member, provided it is for a day on which QACPS is generally open for business.
	Reasons for using this leave include those specified in the Maryland Healthy Working Families Act:
	to care for or treat an employee’s mental or physical illness, injury, or condition;
	to obtain preventative medical care for the employee or the employee’s family member;
	to care for a family member with a mental or physical illness, injury, or condition; for maternity or paternity leave;
	or if the absence is necessary due to domestic violence, sexual assault, or stalking committed against the employee or the employee’s family member and the leave is used for:(1) to obtain medical or mental health attention; (2) to obtain services from a victim services organization; (3) for legal services or proceedings; or (4) because the employee has temporarily relocated as a re- sult of the domestic violence, sexual assault, or stalking.
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	Non-Discrimination Statement
	In accordance with state and federal laws, and the policies of the Board of Education, QACPS does not discriminate on the basis of race, ethnicity, color, age, religion, disability, genetics, ancestry/national origin, marital status, sex or sexual orientation in matters affecting employment or in providing educational programs and service, and provides equal access to the Boy Scouts and other designated youth groups.   QACPS operates equal opportunity and affirmative action programs for students and staff. The Board of Education of Queen Anne’s County Public Schools is an equal opportunity/affirmative action employer.
	Employee inquiries or complaints regarding discrimination or Title IX issues, such as gender equity, sexual harassment, and sexual discrimination, should be directed to Dr. Michael Noel, Director of Human Resources, michael.noel@qacps.org or 410-758-2403 ext. 118.  Student or parent inquiries or complaints regarding discrimination or Title IX issues, such as gender equity, sexual harassment, and sexual discrimination, should be directed to Matt Evans, Director of Student Services, starke.evans@qacps.org or 410-758-2403 ext. 196.  Inquiries regarding ADA and Section 504 should be directed to Joeleen Smith, Supervisor of Special Education, joeleen.smith@qacps.org or 410-758-2403 ext. 168.
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