
Substitute Onboarding Checklist January, 2023

1. APPLICATION
Apply via the HDESD application portal for Substitute Teacher

or Substitute Education Assistant/Secretary, visit

https://highdesert.tedk12.com/hire/Index.aspx

Submit a cover letter noting your experience working with

youth, application, and work history via application portal.

Receive the automated confirmation email that the application

was submitted.

2. CERTIFICATION
Teaching License is current and valid through Oregon TSPC (This can
take 10 to 12 weeks but once you have fingerprints and background
check approval – notify us. You can work for 90 days while your
application with TSPC is in process.) Please check on your license

status often and keep it renewed.

Pay attention to all communication from TSPC - know your

license expiration date! Notify tiffany.whitehurst@hdesd

immediately when your license has been issued or your

expiration date changes.

Check out these helpful TSPC ‘how to’ sites:

https://www.oregon.gov/tspc/LIC/Pages/eLicensing-Tutorial.aspx

https://www.oregon.gov/tspc/LIC/Pages/Licensing-FAQs.aspx

Restricted Sub License sponsorship from HDESD.

You have your Bachelors Degree or higher, but not a Teaching

License.

If you are eligible to request sponsorship for the “Restricted

Substitute License” through High Desert ESD, email

Kristen.Johns@hdesd.org, to request a REVIEW of your

application once you receive the application confirmation. If

approved, High Desert ESD will sponsor the applicant for the Restricted Substitute License and you

will receive additional information and instructions to proceed with the license application. Please do

not apply for the restricted license before receiving High Desert ESD sponsorship approval.

Once your background check date has posted to TSPC, you can work for 90 days while your

application with TSPC is in process. Notify Tiffany Whitehurst immediately when your license has

been issued or your expiration date changes.

Classified Substitute

Follow all the above application steps knowing you will not have to apply for a license through TSPC

but you will have to go through fingerprinting if not already on record in the state of Oregon.
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3.ORIENTATION

As soon as you receive your application confirmation email, you must register for an in-person

Substitute Orientation date with Stacy.Kelley@hdesd.org. Dates posted at,

https://www.hdesd.org/services/substitute-services/about-substitute-services/

Receive ‘New Substitute Orientation’ welcome email letter and attached documents.

Prepare to have your photo taken and bring necessary documents completed for submission and

in-person verification at orientation.

Direct deposit form/voided check.

Payroll information form.

Covid 19 vaccine card or exemption information.

I-9 form and necessary government issued IDs such as passport, driver’s license, employment

authorization and social security card.

W 4 Oregon & W 4 Federal forms.

Licensed Teachers may bring proof of their Oregon TSPC license, or TSPC application status.

4. VERIFICATION

Attend your chosen in-person Substitute Orientation, 9am-Noon, 2804 SW 6th St. Redmond.

Drug Testing. Complete the mandatory drug testing the same day as orientation, no appointment is

necessary, Mtn. Medical is a walk-in clinic in Bend. You must complete the testing by 7pm.

Background Check. Watch for an email from BIB, applicantinquiry@bib.com, follow the link and

complete the online mandatory background check.

Mandatory Training. Register for and complete the mandatory Vector Solutions training –

instructions will be in your orientation packet (to be completed every school year afterwards).
Fingerprinting. Classified substitutes who have not worked for a school district or ESD must

complete fingerprint processing.

After orientation, Ann Marie Anderson, Substitute Specialist, reviews your application, submits your information for a
background check and reaches out to past employers to conduct a mandatory misconduct review.

(Typically completed within 2-20 days).

While you are waiting, consider taking optional training via;

Vector Solutions ‘Extra Training’ Library.

The ‘Professional Growth’ offerings on our HDESD substitute website.

After you are granted access to Aesop, Aesop Frontline’s ‘Resource Library’ - Substitute Teaching

101 courses.
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5. ACTIVATION - Aesop & TimeClock
After all the above steps are completed, Tiffany Whitehurst our Aesop Manager calls you. (Wait for the phone call!) to

communicate you have been added to the Aesop Frontline Central Absence Management as an active substitute.

Log in to Aesop to merge your school districts and set your personal preferences.

Pick up your substitute badge & or parking permit from the location you selected. Call ahead to

ensure staff are on-site when you plan to arrive.

Bend pick up location: Kathy Jones 541.693.5704 Bend-La Pine Schools Education Center 520 NW Wall, Suite 216

Redmond pick up location: Stacy Kelley 541.693.5600 HDESD Office 2804 SW Sixth Street.

Add our Aesop Manager’s direct line 541-693-5626 to your phone. Call Tiffany directly 6:00 am -

2:00 pm when you would like help finding or managing a position.

Consider becoming a SUB+ sub to earn incentive income, email, jamie.benton@hdesd for the online

application and to register for the program in Bend-La Pine and Redmond Schools.

Use Aesop to book your first job! Congratulations!

Wear your HDESD Badge with attached RAPTOR barcode and bring your personal photo ID with

you to every job.

Arrive on time. Schools have very low tolerance for late or missed jobs, so communicate if a

problem arises. You are essential to the success of the building operations and education of

students every time you sub.

Communicate professionally and courteously with the schools Office Manager and the Educator you

supported - feel free to leave them your contact information. Networking is valuable.

Email annmarie.anderson@hdesd.org the date and school district of your first job so you can

now be entered into payroll and the TimeClock Plus system.

Get Paid!

HDESD HR Team Member communicates your specific TimeClock Plus Badge Number and Pin Number.

Log in to the TimeClockPlus system using the Badge Number and PIN provided.

Document, enter and save all your sub job hours every week using Aesop absence confirmation #.

All hours worked must be submitted by the 1
st

of the month!

Take more jobs! Repeat the weekly TimeClock submission and keep getting paid!

Communicate with the HDESD team members. Reach out to them with questions, your experience,

and if your status changes and you will no longer be subbing.

When you renew your license and have a new expiration date from TSPC, please let our AESOP

MANAGER KNOW, so we can update your Aesop file and keep you working.

If your address changes, please let us know so we can update your payroll and Aesop records.
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HDESD HR TEAM CONTACT INFORMATION:

Tiffany Whitehurst, Aesop Manager tiffany.whitehurst@hdesd.org 541-693-5626

Ann Marie Anderson, Substitute Specialist annmarie.anderson@hdesd.org 541-693-5621

Kristen Johns, HR Manager kristen.johns@hdesd.org 541-693-5625

Jamie Benton, HR Specialist jamie.benton@hdesd.org 541-693-5609

Stacy Kelley, HDREC Receptionist stacy.kelley@hdesd.org 541-693-5600

Thank you so much! You are a valuable, essential part of the
education system of Central Oregon and we appreciate you!
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