
Substitute Information Packet
Substitutes are paid on the 15th of each month.
Certified Substitutes are paid $75.00 per day.
Non-Certified Substitutes are paid $65.00 per day.
Secretary Substitutes are paid $70.00 per day.

Completed Substitute Packets Must Include:
The following paperwork must be taken care of at the Administration Office:

1. Background check from IdentoGO. We will provide you with a code and instructions, after
we receive cash or check payment of $45.00 in our office. THIS IS STATE LAW

2. Loyalty Oath **Notarized in our office**
3. Authorization and Release **Notarized in our office*
4. Once we receive your receipt you can request a portal login that can be found on our

website under the Enrollment & Registration tab. Please allow 48 hours for an account to
be activated. https://wengage.com/oologah/accountrequest

The following documents are in a fillable format to complete, as well as uploading your personal
documentation:

5. Application
6. W-4
7. Oklahoma Tax Commission
8. I-9
9. OTPS Ethnicity Form
10. OTPS Drug-Free Workplace Regulations
11. Copy of Social Security Card
12. Copy of Current Driver’s License or passport
13. Copy of Health Insurance Card (This allows you to not be limited on the amount of hours

you are allowed to work in a week)
14. Current Copy of Teaching Certificate (If Certified)
15. Direct Deposit Authorization Payroll Form with Voided Check or letter of verification from

your bank.

Complete the substitute training and quiz on the school
website

Type substitute in the search bar and click on the substitute teacher training link. Please
go through the powerpoint presentation and complete the quiz at the end. Upon
completion, your results will be emailed to the Administration office.

We will send you an invitation to join Frontline and issue you a password once all of the
above information has been entered.

If you have any questions, please contact at 918-443-6000 ext 6080Leslie Dunavent
Leslie.dunavent@oologah.k12.ok.us
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