COMMUNITY CONSOLIDATED SCHOOL DISTRICT 59 

ELK GROVE TOWNSHIP SCHOOLS (HUMAN RESOURCES DEPARTMENT

2123 S. ARLINGTON HEIGHTS RD (ARLINGTON HEIGHTS, IL  60005 ( 847/593-4300

FAX 847/593-4301

Dear Substitute Teacher:

Thank you for your interest in a substitute position in our district.  Enclosed are the following items for you to read over and keep for future reference:

1. Substitute Teacher Handbook – can be found on the District 59 webpage
2. District 59 Calendars for the current school year

3. District 59 Map along with building addresses and phone numbers

Also enclosed are the following forms to be completed and returned to our office:

· Substitute Teacher Information Sheet

· Statement of Substitute Teacher

· W-4 Forms (Federal & State)

· Statement Concerning your Employment in a Job Not Covered by Social Security

· Emergency Contact information Form

· County Form

· TRS Forms (Membership & Beneficiary Form)
· Direct Deposit Form (only if you would like to have your paycheck deposited directly into your account)

The State of Illinois requires that the School District have the items listed below on file, so please include them with your completed forms:

· Copy of Substitute Teacher Authorization issued by North Cook ISC

· Copy of your driver’s license & social security card

In addition, the State of Illinois requires that all substitute teachers be fingerprinted.  To be fingerprinted for our district, you will need to contact the North Cook Intermediate Service Center at 847-824-8300 to make an appointment.  There are forms included with this packet that must be completed and brought to NCISC at the time of your fingerprinting appointment.  Your fingerprints will not be submitted without these forms being turned in.
All District 59 substitutes must view the Bloodborne Pathogens Training & A Guide for Substitute Teachers tutorials that are available on the following website www.gcntraining.com. Please see the instructions, included in this packet, on how to log in and view the tutorials.

When all of these requirements have been met, we will be happy to add your name to our list of available substitute teachers.

Sincerely,

Tom Luedloff

Assistant Superintendent for Human Resource

TL:cp

