
Substitute Employment Application Process: 
Interested candidates must submit ALL of the following documents in order to be considered: 

 A completed MCPS Substitute Application; 
 Three (3) Professional References from recent/current supervisor(s); 
 OPTIONAL: If you hold a current state issued teaching license or have retired from MCPS and have an 

expired VA teaching license, please provide a copy of your license. 
Once a completed application is received, qualified applicants will be contacted for an interview. 
Partial application packages will not be reviewed. 
 
Although it is not required at the time the application is submitted, candidates may wish to obtain a 
negative medical Tuberculosis (TB) test result dated within the last 12 months. A hard copy of the TB 
verification is required for employment. 
Official, sealed transcripts will also be required for employment as well. 
 

Payment for Services: 
Substitutes will be paid on a semi-monthly basis as follows: 
 

 Teacher Substitute: 
 High School Graduate/GED, or Associate's Degree -  $75.00/day 
 Bachelor's Degree or higher -  $106.73/day 
 Retired MCPS Teacher -  $114.98/day 

 

 Instructional Assistant Substitute -  $75.00/day 
 Clerical Substitute - $75.00/day 
 Custodian Substitute  - $13.90/hour 
 Cafeteria Substitute - $13.90/hour 
 Bus driver Substitute - $18.63/hour 
 Bus aide Substitute - $14.80/hour 

 

 

Long-Term Substitute Teacher: 

An applicant must have a four-year degree or higher in order to become a long-term substitute teacher.  If 
the applicant holds or is eligible for a Virginia teaching license, a per diem rate of pay will commence with 
the first day of the long-term substitute assignment. If the long term substitute has a four year degree and 
is not eligible for a Virginia teaching license, a per diem rate of pay will start after the fifteenth (15) 
consecutive day in the same assignment, until the end of the substitute assignment. 
 

 Long-Term Assignment (16 consecutive days or more) -  $151.05/day 
 Long-Term Assignment, Retired MCPS Teacher (16 consecutive days or more) - $164.33/day 

 

 

 

CRIMINAL HISTORY CHECK: 
The 1989 General Assembly amended and reenacted §19.2-389 and §22.1-296.2 of the Code of Virginia, 

relating to criminal history information concerning individuals accepting employment, to include the 

Manassas City Public Schools. Section 19.2-389 permits the Manassas City Public Schools to obtain 

Virginia criminal history record information on prospective employees and §22.1-296.2 requires that, as a 

condition of employment, individuals accepting employment with Manassas City Public Schools on or 

after July 1, 1989, shall submit to fingerprinting and a criminal history record request. Employment is 

contingent upon receipt, review and acceptance of the Criminal Record Check. 


