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No Child Left Behind 
 

Parental Notification of the Presence of a Long Term Substitute Teacher 
in all Title 1 Schools 

 
We have received direction from the Commissioner of Education that must 
be implemented immediately.  If a student is to be taught by a substitute 
teacher for four weeks or more, the parents must be notified.  This must 
occur whether or not the substitute is endorsed in the area in which they 
are subbing. 
 
As you prepare a letter for parents, please work with the substitute teacher 
to add specific information about his/her endorsements and qualifications 
so that parents are comfortable with the information. 
 
Our office strongly encourages you to use substitutes who are endorsed in the area whenever 
possible.  The use of local subs for long term assignments of four or more weeks is not advisable. 
 
The following is a sample letter which you may use a guideline when developing your own letter to 
parents. 
 

Dear ___________________ 
Your child’s teacher _____________________ will be out of the classroom for the next few 
weeks.  Recent federal legislation commonly known as No Child Left Behind, requires that 
parents be notified if their child will be taught by a substitute teacher for four weeks or more.   
Lincoln Public Schools works diligently to ensure that a qualified substitute serves your child 
when the regular teacher is absent. 
____________________ is (or will be) the substitute teacher in your child’s 
________________ class.   (List / talk about the substitute’s qualifications.)  I remain 
committed to ensuring that every student at ____________ School receives an appropriate 
and quality experience.  Contact me if you have questions or concerns. 
 
       ____________________________ 
                   Principal 

 

Fringe Allocation Sheets 
Why They’re Important! 

 
Every September, each employee (other than hourly or substitutes) receives a Certificate of 
Approved Use of Fringe Allocation sheet.  This form authorizes the district to deduct insurance 
premiums from the employee’s fringe or salary.  The form needs to be reviewed and signed by 
each employee every year and returned to Human Resources.  It is very important that employees 
review the allocation sheets to ensure that they are enrolled in the insurance plans they have 
selected. 
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