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The purpose of this Reference Guide is to: (1) provide procedures for schools to
determine when a substitute may be requested for a special education assistant;
(2) explain the process for requesting a substitute; and (3) provide a log to track
coverage for an absent assistant who provides additional adult assistance, health
care assistant (AAA/HCA).

This revised Reference Guide:
e Replaces REF-1253.1 dated February 18, 2005.
e Establishes written policies and procedures related to requesting
substitutes for absent health care assistant.

SUBSTITUTE POLICY

A. Conditions under which a substitute special education assistant may be
requested on the first day of absence:

1. Absence of a baseline assistant in a moderate-severe special day program.
(Moderate-severe programs, in this case, include: Autism; Community
Based Instruction, Deaf/Blind; Deaf/Hard of Hearing, Emotional
Disturbance; Early Education; Multiple Disabilities-Severe (MDS),
Mental Retardation-Severe,; Orthopedic Impairment; Preschool
Collaborative; Preschool Intensive; Preschool Mixed, and Visual
Impairment.)

2. Absence of any baseline assistant when the school has two or less baseline

assistants.

Absence of a special education assistant who provides AAA.

4. Absence of a special education assistant who is a health care assistant
(HCA).

(98]

B. All absences of special education assistants not described under “A” above,
(mild-moderate programs) must be covered by existing special education
assistants at the school for the first 20 days of absence.
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PROCEDURES: POLICY FOR AAA COVERAGE WHEN A SUBSTITUTE IS NOT
AVAILABLE

When an assistant who provides AAA is absent and no substitute is available:

A. A baseline assistant must be assigned to provide AAA. While waiting
for the assignment of an new assistant to provide AAA to a student
whose IEP determines the need for AAA, the school must assign an
existing baseline assistant to provide the AAA.

B. The school must complete the “Additional Adult Assistance
(AAA)/HCA) Coverage Log” to document that AAA
services were provided and maintain it at the school site for
possible review.

C. The principal has the authority and responsibility to assign existing
resources at the site so that each IEP is appropriately implemented
under this condition.

PROCEDURES FOR CALLING FOR A SUBSTITUTE FOR AAA
COVERAGE OR A BASELINE ASSISTANT

When a special education assistant who provides AAA or a baseline assistant
is absent, the school must call the Substitute Employee Management System
(SEMS) at 866.477.3233 to request a substitute and to establish a SEMS job
number. No substitute employee may be paid without a valid SEMS job
number. If no substitute is available, the school must continue to provide
coverage for AAA with existing special education assistants.

PROCEDURES FOR CALLING FOR A SUBSTITUTE FOR A HEALTH
CARE ASSISTANT (HCA)

e When a special education assistant in a health care position is absent, the
health care assistant must notify the District Nursing Services by leaving a
message on the 24 hour message line at 213.763.8365. If the absence is
known in advance, please call District Nursing Services as soon as
possible.

e [fappropriately trained personnel are not able to provide specialized
physical health care procedures the school must notify the school nurse or
the Field Coordinator, Nursing Services and request assistance.

e For special education schools, the HCA will notify the school and the
Supervising Assistant of the absence. The special education school will
provide HCA services through existing resources, Supervising Assistant
and/or school nurse.

e The school must complete the “Additional Adult Assistance/Health Care
Assistant (AAA/HCA) Coverage Log” to document that AAA/HCA
services were provided and retain it at the school site for possible review.
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RELATED Reference Guide No. REF-1252.1: “Allocation of School Personnel to Support
RESOURCES Students with Disabilities — Revised,” dated September 15, 2004

ATTACHMENTS Attachment A: “Additional Adult Assistance/Health Care Assistant (AAA/HCA)
Substitute Coverage Log”

ASSISTANCE For assistance or further information, please contact the Employment Transaction
Services Branch (ETSB) at 213-241-3900, District Nursing Services at 213-763-
8374 or Jack Richter, Specialist, Budget/Fiscal Accountability Unit, Division of
Special Education, at (213) 241-6708.
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