Memorandum for the Elizabethtown Independent Schools Board of Education

From: 
Cora Wood


Director of Personnel

Date: 
May 6, 2013
Subject: Approve Contract with AESOP, Automated Substitute Placement and Absence Management Program

At this time our school secretaries and principals make phone calls in the evenings, early mornings, on holidays and weekends to secure substitute teachers for those who call in with requests for leave during hours outside the duty day.  (Examples: Sunday evening – the employee or a family member gets really sick and leave is needed for Monday.  Wednesday morning at 5:30 AM – the employee calls the secretary or principal because they have a fever and can’t come to work.)

For the most part, our school secretaries have been taking these phone calls and spending many hours of their personal time to secure substitute teachers.  Our secretaries are hourly employees, not salaried employees.  This practice has put an unfair burden on them, yet they have graciously provided this service to our district for a number of years.  However, many of them now have responsibilities with their own families that prohibit continuing this practice.  In an effort to find a solution to this problem, I would like to request that the district purchase the service of an automated substitute placement program.  
The automated program would allow employees to log onto the software program, request leave, and a request a substitute teacher be employed in their absence.  The software system would post the employment opportunity for a substitute teacher, and substitute teachers in the district would select employment if so desired.  The district will determine which substitute teachers can be considered for employment opportunities.  (Example: A chemistry teacher would need a substitute with a background in secondary science.  A kindergarten teacher would need someone with a background in early childhood education.)  Neither the secretary nor the principal would have to make calls trying to find a substitute teacher.  The only case where this might occur would be an early morning situation.  If the teacher didn’t post the request until about 7:00 AM, then the school might have to get involved in helping to secure a substitute to make sure that someone arrived by the time school began.  Our teachers have always been very considerate in requesting leave, however.  They usually call very early in the morning to make sure school personnel have as much time as possible to secure a substitute teacher.  Those substitute teachers who desire employment will get up early to check the software system so that they can secure employment that day.
An additional feature of the software program is its ability to maintain an ongoing record of employee absence for the payroll department’s reference.  This data may prove beneficial as we analyze the types of leave requested, the days requested most often, and the staff requesting leave most often.  It should also indicate which of our district’s substitute teachers are actively seeking employment and which are not.  
Enclosed as an attachment to this memo, you’ll find a list of the other districts in Kentucky that have contracted service from this company.  Please notice that both large districts and small independent districts use this service because the fee is prorated, based on the number of teachers being serviced by the software program.  I have contacted a few of these districts personally to check on their level of satisfaction with the software company and the service provided.  In every case, they were highly recommended to us.  
For our district, the cost for the first year of service would be approximately $9,500:

· $4,000

One-time Setup Fee

· $1,500

Approximate Amount Needed to Pay Travel Expenses for the Trainer.  

This is a one-time fee as well.
· $3,995

Our Subscription Fee for 170 Teachers – This would be paid annually to 
renew the service.

Should you approve this contract, training would occur on July 25 and 26.  Trainers from AESOP would assist with the one-time installation of the software and provide training for administrators and clerical personnel on these dates.  I would train all the teachers and substitute teachers on the use of the software program in August.  The new system would be in place and fully operational by September 1, 2013.

Your approval of this contract/service would be greatly appreciated.

