Dear Substitute Applicant:
Thank you for your interest in working as a classified substitute for Coventry Local Schools.

The following information is intended to help you understand the process of being employed as
a substitute in the district. All steps must be completed, in the order, prior to you being placed
on the official substitute listing.

With this letter is an application, or you may download an application from the website. Once
you have completed the application, please return it to Tina Gable in the Superintendent’s
Office. Please note: it is not necessary to meet with anyone when you deliver your application.
You may also mail or fax your application to the above address or number. You may attach a
resume as well. Your application will be reviewed and forwarded to the appropriate supervisor
in charge of the area(s) in which you wish to substitute. You may be called for an interview, at
the discretion of the supervisor. Please provide the phone number at which you can most
easily be reached. If you do not hear from us, your application will be kept on file for six
months and periodically reviewed as other openings become available.

If chosen as a substitute, you will be required to have the state-mandated BCI and FBI
background checks completed (information is attached). The substitute applicant covers the
cost of the fingerprinting. Please do not move forward with any pre-employment steps until you
have had an interview and been given permission to move ahead with your required
background checks. Upon receipt of a clear record of the required BCI and FBI background
checks, you will be added to the substitute call list if you checked any of the following areas:
clerical, custodial or cafeteria.

Job descriptions for all positions requiring substitutes are posted on the district’'s website at
www.coventryschools.org. A current substitute pay scale is on the following page of this letter.

Substitutes working directly with students (classroom, lunch, bus
attendants/assistants) are required to hold an Educational Aide Permit. Directions for
obtaining Educational Aide Permits from the Ohio Department of Education (ODE) are
included in this application packet.

George Fisk, Superintendent
On behalf of the Coventry Board of Education


http://www.coventryschools.org/

COVENTRY LOCAL SCHOOLS CLASSIFIED SUBSTITUTE

CURRENT HOURLY RATES

POSITION

Custodial Helper

Bus Driver

Field Trip Driver

Secretary

Cook’s Helper

*Attendants - Classroom, Lunch, Bus (1-3 students)
*Classroom Assistant

*Lunch Recess Assistant

*Educational Aide Permit Required

*Effective 8/1/26 $13.75
*Effective 8/1/27 $ 14.25

HOURLY RATE
$13.25

20.46
20.46
13.25
13.25
13.25
13.25
13.25



Educational Aide Application Checklist
This checklist is a resource for candidates to use when applying for an Ohio Educational Aide or Student Monitor
Permit. Additional information is available on the State Board of Education’s Educational Aide and Student Monitor
Permits webpage.
STEP 1: CONTACT A SCHOOL, DISTRICT OR EDUCATIONAL SERVICE CENTER.
Do not apply for this license (new or renewal) through the online system until you have completed the following;
otherwise, your application will be declined. You must:
e Complete the employment process at the Ohio school or district for which you are interested in serving as an
educational aide or student monitor; and
e Notify the employing organization and request the employer's IRN to use in the online application. The
organization's e-signer must approve your license application. Record the IRN for use with the online
application here:049999

STEP 2: DETERMINE WHICH PERMIT YOU NEED FOR EMPLOYMENT.
Your employing school or district must advise you regarding which of the following you need for employment:
O 1-Year Student Monitor Permit
O 1-Year Educational Aide Permit
O 4-Year Educational Aide Permit (work experience under a 1-Year Educational Aide Permitrequired)
[0 ESEA endorsement (for educational aide permits only). If this is required, proceed to see Step 3. If not, skip to
Step 4.
STEP 3: PREPARE YOUR UNIVERSITY TRANSCRIPT OR PARAPRO EXAM REPORT IF APPLYING FOR THE ESEA
ENDORSEMENT (OTHERWISE, SKIP TO STEP 4).
Paraprofessionals who provide academic support in a core subject area in programs supported with Title | funds
under the Elementary and Secondary Education Act (ESEA) must meet the properly certified paraprofessional
requirements. If your employing school or district requires you to have an ESEA endorsement on your educational
aide permit, you must meet one of the following requirements:
e Passthe ParaPro exam (submit your official ParaPro exam score report from ETS reflecting your passing score
with your application); OR
e You must have an associate degree or higher from an accredited college or university; or at least two years of
study (defined as 48 semester hours or 72 quarter hours) at an accredited college or university (scan and
upload your official transcripts per system directions to your OHID account or mail them to the Office of
Educator Licensure and Effectiveness. Please see the Transcript Instructions webpage for transcript
submission instructions.
STEP 4: COMPLETE YOUR BACKGROUND CHECKS.
You must have current background checks on file with the State Board of Education. See the Background Check FAQs
webpage for more information.
STEP 5: COMPLETE AND SUBMIT YOUR ONLINE APPLICATION.
e Access your OHID account (you will need to create an OHID account if you do not already have one).
e C(Click Educator Licensure and Records (CORE).
e Complete and submit the online Educational Aide Permit (1-Year or 4-Year) or Student Monitor Permit (1-
Year) application from your CORE Dashboard.
e C(Click Help in the blue Messages & Notifications section of your CORE Dashboard to access the CORE User
Manual for complete instructions.

Office of Educator Licensure and Effectiveness | Educator.Licensure@sboe.ohio.gov | 855-983-4868



Coventry Local Schools- Employment Application
This application may be returned to 3089 Manchester Rd., Coventry Twp. Ohio 44319

LIFull Time Status L] Part Time Status
Position desired: Substitute Status: Check below areas of interest
O Clerical [0 Custodial Helper
O Custodian O Secretary
O Lunch Assistant/Attendant [0 Classroom Assistant/Attendant
O Bus Driver/Attendant O Bus Driver
O Cook/Cafeteria [0 Bus Attendant
O Classroom Assistant/Attendant O Cook’s Helper
O Lunch Assistant/Attendant
Are you authorized to work in the U.S. YES  NO
o O
Have you ever worked for this company? YE'S '\Il:? If yes, when?
YES NO

Have you ever been convicted of a felony? O O

If yes, explain:

Applicant Information

Full Name Date:
Last First M.1.
Address:
Street Address Apartment/Unit #
City State ZIP Code
Phone: Email
High School: Address:
YES NO
Did you graduate? [] O Diploma:
College: Address:
YES NO

Did you graduate? [] O Degree:

Other:

Address:

YES NO
Did you graduate? [ O Degree:




References

Please list three professional references.

Full Name: Relationship:
Company: Phone:
Address:
Full Name: Relationship:
Company: Phone:
Address:
Full Name: Relationship:
Company: Phone:
Address:

Previous Employment
Company: Phone:
Address: Supervisor:
Job Title:

Responsibilities:

From: To: Reason for Leaving:

YES NO
May we contact your previous supervisor for a reference? O O
Company: Phone:
Address: Supervisor:
Job Title:

Responsibilities:

From: To: Reason for Leaving:

YES NO
May we contact your previous supervisor for a reference? ] ]
Company: Phone:
Address: Supervisor:
Job Title:

Responsibilities:

From: To: Reason For Leaving:




Military Service

Branch: From:; To:

Rank at Discharge: Type of Discharge:

If other than honorable, explain:

Disclaimer and Signature

| certify that my answers are true and complete to the best of my knowledge.

If this application leads to employment, | understand that false or misleading information in my application or
interview may result in my release. | understand that Coventry Local Schools may want to verify the statements |
have made in this application. | hereby give my permission for the Coventry Local School district, either at this
time or any time, request records from previous employers; court records; and police records from any local,
state, or federal agency keeping such records. | also authorize the Coventry Local School district to obtain oral
and written recommendations from the persons listed on this application, from all previous employers, and from
persons listed as personal references. I further understand that | may be requested to complete a test prior to
being considered for employment, full-time, part-time, or on a substitute basis

| acknowledge being informed that, as a precondition to employment in the position for which | am applying, |
must, in accordance with Ohio law, both provide a set of fingerprints and satisfactorily pass a criminal record
check if | come under final consideration for employment. | recognize that there will be a charge and unless | pay
the fee, | will not be considered for employment.

Signature: Date:




