Guest Teacher Application Packet Directions/Checklist
To complete your application file for the Guest Teacher program, you will need to submit the following documents to the Personnel Office at 2895 W. Pike, Indiana, PA  15701-9796.  Check the website for necessary forms and for an upcoming application deadline.  (All items must be received in the Personnel Office before ARIN will apply for the Emergency Permit.)
· Official College Transcripts:  Official transcripts showing receipt of a bachelor’s degree must be mailed directly to the ARIN Personnel Office (2895 W. Pike, Indiana, PA  15701-9796) by the college in a college-sealed envelope, preferably prior to the Guest Teacher Orientation.  These transcripts are necessary to verify receipt of a bachelor’s degree, a requirement for securing an Emergency Permit.  
NOTE regarding the following three clearances:  Verification of these clearances is required before you are eligible to teach in a classroom, and all clearances must be less than one year old at the actual time of hiring.  Since the Guest Teacher hiring process, including approval at board meetings by each district in which you choose to substitute, may take up to three months following the application deadline, please make sure your clearances are no more than nine (9) months old at that time.

· Copy of your Act 34 Clearance (PA State Police Criminal Background Check):  There are two ways to apply for this clearance:

· Apply online at https://epatch.state.pa.us.  This is preferable if you would like a quick response. A credit card is required.  Once you reach the website, click on “Record Check” in the middle, near the top but under the banner, and select “New Record Needed” from the dropdown menu.  Follow the directions from there. 

· OR download a paper form to submit by mail.  A copy of that form is available from www.iu28.org, under the Guest Teacher tab on the left.  
NOTE:  For “Reason for Request,” indicate “Employment.”
Preferably, a copy of this clearance should be submitted as part of your Guest Teacher Application packet, if you receive it prior to the application deadline.  However, if you do not receive it in time, you should go ahead and submit the rest of the application packet prior to the deadline.  

In either case, you must bring the original of this clearance with you to the Guest Teacher Orientation for verification by ARIN.

· Copy of your Act 151 Clearance (PA Child Abuse History Clearance):  You must submit a paper form by mail to apply for this clearance.  For your convenience, a copy of that form is available at www.iu28.org, under the Guest Teacher tab on the left.  NOTE – On the form, for “Purpose for Clearance,” do not check more than one block – Guest Teachers should check the School block.
Preferably, a copy of this clearance should be submitted as part of your Guest Teacher Application packet, if you receive it prior to the application deadline.  However, if you do not receive it in time, you should go ahead and submit the rest of the application packet prior to the deadline.  

In either case, you must bring the original of this clearance with you to the Guest Teacher Orientation for verification by ARIN.

· Act 114 Clearance (Federal Criminal History Record):  Complete the application online at https://www.pa.cogentid.com/index_pde.htm.  When applying, please be aware that ARIN IU 28 is a fingerprinting site – go to www.iu28.org and click on “Fingerprinting Service” on the left for further information, including a direct link to the online application.
You must enclose a copy of the Act 114 Cogent registration receipt (printed from the Cogent Systems website after you’ve completed the fingerprinting) with your Guest Teacher Application.
· A completed School Personnel Health Record, including results of tuberculosis testing and signature of a physician:  A copy of that form is available at www.iu28.org, under the Guest Teacher tab on the left.  Please note that this form must be signed by a physician – NOT a physician’s assistant or nurse practitioner.  (Please also see the next item below for another form requiring a health-care practitioner’s signature – you may want to have that form signed at the same time as this one.)
· A completed PDE 338-G.  Be sure to use the form available at www.iu28.org (under the Guest Teacher tab on the left), as we have modified this PDE form for use in the ARIN Guest Teacher Program.  Directions for completing the form are included on p. 2 of the form.  Please note that Section III (HEALTH CERTIFICATE) of that form may be signed by a U.S. licensed physician, physician’s assistant, or nurse practitioner.

· A check or money order made out to “ARIN Guest Teacher Program” for $25:  This fee is charged to cover costs for meals and materials associated with the required two-day Guest Teacher Orientation.  If your check is returned due to insufficient funds, you will be charged an additional $7.
In the event you are unable to attend the two-day Orientation, the $25 fee will be returned to you ONLY if you cancel via an email to Danielle Kalgren (danielle.kalgren@iu28.org) at least 48 hours prior to the start of Day One of the Orientation.  For dates/times of that Orientation, see www.iu28.org, and click on the Guest Teacher tab on the left.
· A completed ARIN IU 28 Guest Teacher Application form:  A copy of that form is available from www.iu28.org, under the Guest Teacher tab on the left.  
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