educational service center
Council of Governments

INSTRUCTIONAL DOCUMENT
Annual Substitute Renewal Process

Access JobID 179.

Click the red “Apply” box in the upper right hand corner.

ESC-COG Substitute Consortium renewal 2019-20

Position Type:
Substtute - Renewng

Date Posted.
21192019

Date Available
041012019

=

educational service center
of Central Ohio

The snnual eectvetion perod fo e 2015 2020 schoot yeer for 4 acie subsifufes begins Aorl 1, 2010, You are an Active substtute employee i you used Absence Management
through our g the 2018-2019 school year.

If you had 8 bresk m serwice 35 3 subshute empioyee  you wil need 10 re apply 8s 8 new subsitute employee and will need to update your efForm (BCIFBI background checks, drect deposit
forms stete federal and local tax wihnhokdng forms )

Just & reminder that in Agphoant Tracking your yser name = your amed address and your QassOrd s one thal you established 1f you need help _just cick  “Torgot my pessword™

smmmzo*sxmmvwmmm
o Attach your current ODE 2019-20 kcense ( toaching, substituto kconse or educational aide pormit,or CT 37 iconse for Career Contirs) An electronic copy of your kcense is available on
e from ODE through your SAFE account. Please remembor 1o update your FBI background chock every five yoers.
o Complete the annusl BBP tramng course and the ESC-COG Subsitute Employee handbook in Public School Works (after April 1, 2019)
s Venly your “In Case of Emegency” contect information
» Select your school destrict preferences. The 10p secton i for subsbiute tsacting and the OO SECon s 10f NON-eaching assigments
Once you have completed the renewal, it the submit button, which will our attention. You will receive an email acknowledgement email a3 & receipt.

Our ESC-COG HR office staff will review your renewal and you will be notified by email once your file has been reactivated for 2019-2020 Al renewals completec before July 1st

will remain active for the 2018-2020 school year

Quostions? Pioase emad our ofice at substutoBescco oy

A new screen will appear. Log into your account using your current Applicant Tracking

credentials.

ESC-COG Substitute Consortium - Employment Application

Welcome, Robert Aesop!

Your Application was submitted on 3/19/2018 3:17:00 PM
Central Standard Time.

Your submission history is below.

Date
Submission History Submined
Substitute - Renewing
® JoblD: 174 - ESC-COG Substitute Consortium | 2018-19 3/19/2018
e JoblD: 178 - Substitute employment application New (or 3:17:06 PM
| returning after 1 year) Non teaching only

Activities for you

FORMS

complete additional forms
EDIT

edit your materials

IMPORT

from another account

f you compieted 8n S0ONCHTON With another Organization
thet uses the Frontiine Aoplicent Tracking System. you
may import most of your data to ESC-COG Substitute



https://www.applitrack.com/esccogsubstitutes/onlineapp/JobPostings/view.asp?FromAdmin=true&AppliTrackJobId=179

educational service center . ;
Council of Governments educational service center
of Central Ohio
You may be asked again to select a position. If so, choose Job ID 179 (Subsitute - Renewing).

On the next screen, the default will be “Yes, | am currently an active employee of the ESC-COG
Substitute Consortium.” Click continue.

You will now be taken through the following steps to complete your renewal. Please review each page
of the pages and make any required updates.

Personal Info | Review

Current Employment Status | Review

Postal Address | Review

Vacancy Desired |Select Job 179

EEO Form | Review

BBP, ICE, ESC-COG Employee Handbook* | Attach your current ODE license. Access to your
license is available through your SAFE account at ODE. Mark that you have completed the two
online courses in Public Schools Works. You do not need to attach the certificate of completion
as the ESC HR staff has access to those records.

7. Retired Teachers Only | Select all districts where you would like and are eligible to accept
teaching vacancies. Non-Teaching positions are listed at the bottom of this page and are
grouped by classification and member school district.

Substitute District Preferences

9. Confirmation | Submit your application. You should see the screen below after successfully
submitting. You will also receive an email confirmation.

ok wWNR

®

*Your access to the Public School Works online training site is the same as last year. The courses must be completed for 2019-
2020 after April 1.

Employment Application

Navigation & Finished!

a Your Apphcation was submitted to ESC-COG Substitute Consortium. You will receive an automated confirmation emall momentarily. Be sure to read & as & may contain
urt ements regarding your candedacy

Nt The sl @ sert o madbotQappltrack com. Tepending o your STl SEERGL you MRy need 1 3¢ £ 90 yor Ao Sanders’ b o £ way be Smerns = et ey

This message confirms submission of your online Application to ESC-COG Substitute Consortium, at 4/3/2018 7:56:13 AM Central Time. Please
review the messages and summary below.

P Substitute - Renewing

9. Confirmation Thes is confirmation that your renewal application has been received. All renswal applications recetved on or before July 1, 2018 will reman active for the school year ‘
ESCCOG Substmute Consortium Personnel Department

Summary of Employment Desired

Your Current Vacancies:
Substitute - Renewing ‘
o JobiD: 174 - ESC-COG Substitute Cor

Close And Log Off




