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Updates to the Personnel Record Form (PRF)

School Year 2022-23

NEW: Long-Term Substitute Collection

An individual acting as a “long-term substitute” to fill a position will need to be added to the PRF record. A long-term substitute teacher is defined per Administrative Rule 24:28:01:01:
A. An individual acting as a teacher of record for no more than 45 cumulative school days in a vacant teaching position while a school district pursues a contract for a teacher: or

B. An individual acting as a teacher of record for more than 45 cumulative school days when a teacher is on a temporary leave of absence, if:

1) The teacher's leave of absence is granted pursuant to the "Family and Medical Leave Act of 1993," 29 U.S.C. § 2601, et seq. by the school; or 
2) The individual has a valid or inactive teaching certificate.

Below is a list of common occurrences when substitutes are hired and whether they need to be reported for this data collection:
	Description
	Submit a Long-Term Substitute Waiver
	Personnel Record (PRF) Submitted for this Individual
	Reason

	Substitute hired to replace a teacher on maternity leave/FMLA for less than 45 days.
	No
	No 
	The teacher for whom the substitute was hired was reported on PRF and the substitute will be "temporary" and not hired for more than 45 cumulative school days.

	Substitute hired to replace a teacher on maternity leave/FMLA for more than 45 days.
	No
	Yes
	The teacher for whom the substitute was hired was reported on PRF and the substitute will be "temporary" and hired for more than 45 cumulative school days. The plan-of-intent will still say “temporary” and the reason hired would be “long-term sub without waiver”.

	Substitute with a valid or inactive teaching license hired to replace a teacher for more than 45 days.
	No
	Yes
	The teacher for whom the substitute was hired was reported on PRF and the substitute will be "temporary" and hired for more than 45 cumulative school days. The plan-of-intent will still say “temporary” and the reason hired would be “long-term sub without waiver”.

	An individual acting as a teacher of record for no more than 45 cumulative school days in a vacant teaching position while a school district pursues a contract for a teacher
	No
	No
	This person is not "replacing" an existing teacher but was hired for this teaching position with the intent of finding a certified teacher. 

	An individual without a valid or inactive certificate acting as a teacher of record for more than 45 cumulative school days in a vacant teaching position while a school district pursues a contract for a teacher
	Yes
	Yes
	The plan-of-intent will still say “temporary” and the reason hired would be “long-term sub with waiver”. If the PRF is closed, contact Jantina at 605-668-2904 to manually add a PRF record.

	Teacher is sick for 3 days and substitute was hired.
	No
	No
	

	Substitute replaces Teacher "A" for 23 days and then Teacher "B" for 22 days.
	No
	No
	Substitute must replace the SAME teacher for 45 cumulative school days.

	Substitute hired to replace paraprofessional.
	No
	No
	State law defines a long-term substitute as a "substitute teacher" and "Other School Personnel" (i.e. paraprofessionals) are NOT teachers.


How to Hire a Long-Term Substitute Teacher:
1) Complete the Administrative Rule Waiver Application - Long-Term Substitute form at https://doe.sd.gov/oatq/documents/Waiver-LTS-22.pdf and request to waive the highlighted pieces in the screenshot below.
a. Gain school board approval

b. Submit to doeaccred@state.sd.us along with the school board meeting minutes.
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D1 ARSD 24:28:01.01 (54) “Long-term substitute” means.

0 (A) an individual acting as a teacher of record for no more than 45 cumulative school days in a vacant teaching position
while a school distict pursues a contract for a teacher; or

01 (8) an individual who i acting as the teacher of record for more than 45 cumulative school days when a teacher is on a
temporary leave of absence if:

03 (1) the teacher's leave of absence is granted pursuant to the “Family and Medical Leave Act of 1993,” 28 US.C. §
2601, et seq. by the school; or

01 (2) the individual has a valid or inactive teaching certficate.

Definition of an Inactive Certificate (will allow someone with an invalid certificate to receive an inactive certificate allowing
them to meet the exemption in ARSD 24:24:01:01(54)(8)(2))

D ARSD 24:28:01.01 (50) “Inactive certificate” means a certificate issued to a certficate holder with a valid certficate, who is
ot acting as an educator and requests the certificate become inactive for a period of five years.

application Timeline

01 ARSD 26:43:08:04. Application timelines. An approved waiver shal take effec at the beginning of the next school isal year
on uly 1. The department must receive an applicationfor a waiver at least 60 days prior to the start of a new school fiscal
Vear luly 1. A ditrct may petition the secretary for consideration of an alternate effective date that i least 60 days after the
department receives ts application for a waiver. The secretary shall onsider the quality of the application and the extent of

its intended outcomes on student learning and enhancement of student opportunity in determining whether to grant the
alternate effective date for an approved waiver.





How to add a Long-Term Substitute Teacher to the PRF:

1) A non-certified personnel record is required to be submitted for ALL individuals employed in a position that meets the definition of long-term substitute.  
2) Within the PRF this will trigger a plan of intent. The following needs to be selected (see screenshot below):
a. Check box: Temporary Assignment

b. Reason Individual was Hired dropdown: “Long-Term Substitute with waiver” or “Long-Term Substitute without waiver”
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Changes to Assignment Codes

New Assignment Code

	02158
	Math
	Quantitative Reasoning

	02209
	Math
	Data Science Foundations

	18248
	CTE
	Independent Supervised Agricultural Experience (SAE)

	18508
	CTE
	Issues in Environmental Science


Name of Assignment Code has been Changed

	05162
	CTE
	Visual Media Design

	10201
	CTE
	Web Development I

	12101
	CTE
	Introduction to Financial Industries

	12102
	CTE
	Principles of Banking

	12106
	CTE
	Principles of Insurance

	12108
	CTE
	Accounting II

	12109
	CTE
	Advanced Accounting

	14001
	CTE
	Health Science Careers I: Exploration

	14002
	CTE
	Health Science Careers II: Engagement

	14051
	CTE
	Gateway to Certified Nursing Assistant

	14152
	CTE
	Introduction to Pharmacy Technician

	18053
	CTE
	Horticulture Operations

	19255
	CTE
	Lifespan Connections

	19264
	CTE
	Consumer Resources and Management

	20053
	CTE
	Aviation Careers I

	20057
	CTE
	Aviation Careers II

	22051
	Other
	High School Student Assistant


