
 
 
 
 
FROM: Human Resources 
 
SUBJECT: Guest Teacher/Support Staff Substitute Corrective Action 
 
From time to time we receive requests to terminate the service or otherwise investigate 
incidents regarding guest teachers and support staff substitutes in your building. Some of 
these come to us directly from the employee, almost always with the request “I do not want 
this person in my classroom/position again”. 
 
Sometimes these complaints are justified and the guest teacher or support staff substitutes 
should not be employed in ANY OF OUR CLASSROOMS/BUILDINGS.  At times the 
complaints are unfounded, of a minor nature or an issue which can be corrected with direct 
advice to the employee.  If we are to maintain the morale of our guest teachers and 
substitute support staff it is important that everyone feels that they are being dealt with in a 
fair manner. 
 
Given the current volume of complaints, we couldn’t begin to investigate each one from the 
Human Resources Office.  Therefore, the following procedure has been developed: 
 

1. When a serious complaint regarding the performance of a guest teacher 
or substitute assigned to your building has been received, a temporary 
10-day freeze will be placed on the guest teacher or substitute from all 
assignments at that building.  The concern will be routed back to the 
building Principal, where the alleged offense occurred. 

 
2. The building Principal will investigate the incident by talking to the 

complaining employee(s), the guest teacher/substitute and gather any 
other information that may be required. 

 
3. Following the investigation, the building Principal will complete the 

EDUStaff Employee Performance Feedback form.   
 

4. Send all the documentation to Human Resources, Attention: Shelley 
Reynolds. The original will be sent to EDUStaff with a copy kept in the 
Substitute Office. 

 
5. Depending upon the severity of the incident, the EDUStaff employee may 

be given a warning, suspended from a specific building or terminated 
from service.  EDUStaff will notify the guest teacher/substitute of their 
decision. 

 
 
 



 
To assist in your investigation please contact Shelley Reynolds at (248) 489-3560.  Shelley 
will be able to provide you with the EDUStaff employee’s telephone number and any other 
information you may need.   Obviously, if a complaint can be looked into the same day it 
occurs, it will be that much easier to investigate while the guest teacher/substitute is still in 
the building. 
 
I know that all of us are very busy.  However, if we are to maintain a quality employee pool 
with EDUStaff, it is important that we treat their employees with the same standards of 
fairness that we use for all our employees.  
 
If you should have any questions on this procedure please call EDUStaff at 1-877-974-
6338. 
 
 

        
   


