
 

 

 
 

SUBSTITUTE APPLICATION INSTRUCTIONS  
Gulf Shores City Schools accepts substitute applications at our Board Office located at 300 E. 16th Avenue 
Gulf Shores, AL 36542. You must be 21 years or older and successfully obtain background clearance through 
the Alabama State Department of Education to be eligible. If you have questions or concerns about the 
application process, please contact the HR Department at 251-968-9859. 

Before you proceed with the application you must follow the instructions below and complete your 
background check. 

**If you have previously subbed or been employed by a public school system in Alabama, please contact the 
HR Department at 251-968-9859 to confirm IF your existing background clearance is current.** 

 
Each applicant will need the following to complete the registration process successfully: 

• A computer, tablet, or smartphone with internet access 
• A valid email account 
• Established AIM account 
• ALSDE ID# 
• Fee of $46.20 paid by Debit card, credit card, or PayPal Account (Prepaid debit cards or credit 

cards are acceptable) 
• Ability to provide their commonly known personal information (SSN, DOB, DL#, Height, Weight, 

etc.) 
To register to complete the required background check, please see instructions below: 

Applicants must follow the required sequence below. If you do not, you will not be able to complete the 
process successfully. 

Step 1: Create an AIM Account https://aim.alsde.edu 
Step 2: Complete Background Check Registration in AIM 
Step 3: Create Fieldprint Account 
Step 4: Complete authorization forms, schedule appointment, and fee payment 
Step 5: Report for fingerprint appointment 

Attached are two documents that will assist you in understanding the process to register for your background 
check. 

Document 1: Creating an AIM Account 
Document 2: Registering for a Criminal History Background Check with Fieldprint 

 

 

 

https://aim.alsde.edu/
https://www.gsboe.org/fs/resource-manager/view/af115b5b-683b-4efa-b64a-38ebd4ecc6dd
https://www.gsboe.org/fs/resource-manager/view/c9e209d5-cae0-4bd9-8eb9-8f42a23c0b24


The following documents and forms must be completed and returned for ALL substitute applicants: 

• Substitute Application 
• Attestation of Status with RSA 
• Direct Deposit Form 

o Attach voided check or letter from your financial institution containing the account name, 
routing number, and account number for direct deposit. 

• Safe Schools Acknowledgement  
• Tuberculosis Statement 
• W-4 Federal Tax Withholding Form 
• A-4 State Tax Withholding Form 
• I-9 Employment Edibility Verification Form 

 

Classified Substitutes (CNP, Bus Drivers, Nurse, Clerical, or Custodial Workers) must also provide: 

• Nurse:  
o Basic Life Support (BLS) CPR Certification 
o Current Nursing License 
o Official college transcript verifying degree and date conferred  

• Bus Driver: 
o Current Driver’s License (front and back) with Class A/B CDL with passenger and school 

bus endorsements 
o DOT Medical Examiner’s Physical/Certificate 
o Release of Information Form or pre-employment drug screening 
o Alabama school bus driver certificate 

Substitute Teachers  

• Certified Teachers who hold a valid Alabama teaching certificate must also provide: 
o Official transcript 

• Non-Certified Teacher must also provide: 
o ALSDE Application for a Substitute Teacher’s License  
o Verification of education 

 Copy of high school diploma/transcript and or equivalent 
 Official college transcript documenting date of degree conferral to be paid at 

degreed rate. 
o $30 Substitute Teacher License fee paid through the ALSDE Teacher Certification Online 

Payment System at https://www.alabamainteractive.org/education/ (a $4.00 transaction fee 
will be applied for online payments). You may bring a cashier’s check or money order in 
the amount of $30 made payable to ALSDE in you prefer. Personal checks or cash are not 
accepted.  

 

 

 

https://www.alabamainteractive.org/education/


 

 

 
 
 

 
SUBSTITUTE APPLICATION 

 
Personal Information     Social Security Number:    -  -  
 

Name                 
  Last   First   Middle   Maiden Suffix 
 

Mailing Address               
     Street    City   State  Zip 
 
Telephone   Alt.Telephone  Email Address      

DATA FOR AFFIRMATIVE ACTION (optional) Date of Birth:      Sex: Male    Female  
Ethnicity:   White   Black Non-Hispanic  Hispanic         

Asian/Pacific Islander       American/Alaskan Native   
 
Educational Background 

HS Diploma  GED   Degreed 
College or University Date of Graduation Degree Held 
   
   

 
Please mark the types of positions for which you are available to substitute: 
Teacher � Certified $127.00 per day 

� Degreed $102.00 per day 
� Non-Certified $85.00 per day 

Classified � Bus Driver $85.00 per day 
� Registered Nurse $23.05 per hour 
� Licensed Practical Nurse $15.35 per hour 
� CNP Substitute $14.00 per hour 
� Paraprofessional $13.00 per hour 
� Clerical $13.00 per hour 
� Custodian $15.00 per hour 
� Other     

*includes Extra Work Agreement employment 
 
If you checked a teacher position above: 
Do you currently hold an Alabama Teaching Certificate?  Yes  No  
If no, have you applied for a certificate?  Yes No  
 
Earnings Limited?  
Do you limit your annual earnings because of Social Security benefits or other reasons?  Yes  No  



If yes, please explain and specify the maximum you may earn annually.       
                
 
Additional Information:  
Have you ever been convicted of or entered a plea of no contest to a felony or misdemeanor other than a 
minor traffic violation? Yes   No  
If you answer yes, please provide details of conviction including date and place of conviction. A yes answer 
will not automatically result in a non-issuance but may result in a request for additional information. 
Date of Conviction: 
Place of Conviction: 
Details of Conviction:  
 
 
 
 
 

 
Agreement: 
 
I hereby certify that the above information to the best of my knowledge is true, accurate and complete. Any 
misrepresentation or willful omission of the facts shall be sufficient cause for disqualification of this application or 
termination of employment. Furthermore, it is understood that this application and records become the property of the 
Gulf Shores City School System, which reserves the right to accept or reject it. I further agree to observe all rules, 
regulations and policies of the district. I hereby authorize the district to conduct work history, personal references or 
police record inquiries to determine my acceptability for employment. 
 
 
               
   Signature        Date 

 
 
 
 

 
 
 
 
 
 
 
STATE OF NONDISCRIMINATION: 
The Gulf Shores City Schools does not discriminate on the basis of race, age, color, religion, national origin, sex, 
genetic information or physical or mental disability in admission to, access to, treatment in or employment in its 
programs and activities. Gulf Shores City School System also provides equal access to the Boy Scouts and other 
designated youth groups. This district complies with all federal and state laws and regulations regarding 
discrimination.  
Employment-related inquires and/or grievances should be directed to the Chief School Financial Officer or to the 
Superintendent at 300 East 16th Avenue, Gulf Shores, AL 36542.  
 

 

 



 

 

 
 

 
 

ATTESTATION OF STATUS WITH RETIREMENT SYSTEMS OF ALABAMA 
 

Retirees of the Retirement Systems of Alabama (RSA) who perform services for Gulf Shores City Board of 
Education, even if that retiree has been hired through a personal services contract, a contract with a third party 
or as an independent contractor, are subject to certain post-retirement employment restrictions. Post-retirement 
employment restrictions include: 

• The retiree must not be employed or under contract for permanent, full-time employment. 
• The retiree’s salary cannot exceed the limitation on earnings. The limits are subject to change each year 

based upon the Consumer Price Index (CPI). The limit for the 2023 calendar year is $37,000. This 
limitation may be different for a disability retiree. 

 

Personal Information     Social Security Number:    -  -  

 
Name                 

Last   First   Middle   Maiden Suffix 
As the employing authority, it is the Board’s responsibility to ensure that retirees, upon employment, are in 
compliance with the time and income limitations of sections 16-25-26(a) and 36-27-8.2(a) of the Alabama Code. 
To comply with this directive, your response to the following is required. 
 
  Yes, I am a current retiree from an Alabama employer which participates in RSA and currently 
receiving monthly retirement benefit checks from RSA: 

1. Did you retire from an ERS or TRS member agency?  
(ERS is Employees’ Retirement System & TRS is Teachers’ Retirement System) 
Check one:   Yes  No 

2. What was your effective date of retirement?     (will be the first day of a month) 
  MM/YYYY 

  By initialing, I understand that, as an RSA retiree, nonadherence to RSA time and/or income limitations 
may result in a suspension of my retirement benefit checks. 
  By initialing, I attest that I have received the Retiree Notice of Postretirement Employment (PRE RN) and 
understand that it is my responsibility to submit the PRE RN notice to RSA within 30 days of engaging in 
employment and annually thereafter. 
 
 
               
   Signature        Date 
  

No, I am not a retiree. By signing my signature below, I am affirming that I have never retired from an 
RSA participating agency.  

 
 
               
   Signature        Date 
 

 
 
 



 
 

 
 

DIRECT DEPOSIT FORM 
 
All substitutes shall be required to enroll in the direct deposit feature to receive payment for substitute work 
performed. All fields are necessary for completion or form cannot be processed. 
 
 
I,        hereby authorize the Gulf Shores City Board of Education 
(the "Board") to deposit my monthly payroll payments directly into my checking or savings account indicated 
below in the Deposit Instructions and to make any such withdrawals directly from my account as are necessary 
to correct any incorrect deposit by the Board under this Authorization. 
 
I further hereby authorize and instruct the financial institution named below (the "Institution") to accept such 
automatic deposit to or withdrawals from my account by the Board and to cause my account to be automatically 
credited or debited (as the case may be) in the amount of such deposits or withdrawals by the Board without any 
responsibility for the correctness of any such deposit or withdrawal. 
 
Banking Institution:               
 
  Please deposit my payroll check to my checking account #        

 
(OR – ONLY CHECK ONE OPTION) 

 
  Please deposit my payroll check to my savings account #        

 
Attach a VOIDED CHECK for the “Checking” account designated above or the direct deposit cannot be 
processed. A FORM OR LETTER DIRECTLY FROM YOUR BANK WILL ALSO BE ACCEPTED. 
 
I understand that I can cancel this authorization and submit a change of institution or account number. To cancel, 
I must give written notice to both the Board and the Institution. My cancellation will become effective as to the 
date when the Board receives my notice and has had a reasonable period of time upon which to act on it. 
 
I further understand that all automatic deposits and credits to or withdrawals and debits from my account under 
this authorization will be subject to all rules, regulations, agreements and disclosure statements of the Board and 
the Institution governing accounts and preauthorized transfer to and from accounts. 
 
NAME:          LAST 4 OF SSN:      
 
SIGNATURE:         DATE:       
 
 
 
 
 
 
 

 
 
 
 



 

 

GULF SHORES CITY BOARD OF EDUCATION SAFE SCHOOLS POLICIES 
INFORMATION ON THE DRUG-FREE WORKPLACE ACT OF 1988  

PROHIBITION OF FIREARMS & WEAPONS 
 

This form is provided to all employees to promote an awareness of the legislation and Gulf Shores City Board of 
Education regulations dealing with Safe Schools drug/alcohol-free workplace. 
 
The Drug Free Workplace Act of 1988 
The Drug-Free Workplace Act of 1988 is part of Public Law I00-690, which is designed to deal 
comprehensively with the nation's problem of drug abuse. The Act, which became effective March 18, 1989, 
requires that contractors and grantees of federal agencies certify that they will provide a drug-free workplace. 
Each federal grantee is required to make such a certification before receiving a contract or grant from a federal 
agency. The penalty to the Board of Education for noncompliance can be as severe as the loss of federal grants 
for a period of five years. The requirements of the Act affect the Board of Education in that the Board is a federal 
grantee receiving direct funds for the programs such as Chapter I, Chapter II, Drug-Free Schools and 
Communities, Vocational Education, Handicapped Early Education, Dropout Preventions, and others. 
 
The use, possession, or distribution of drugs or alcohol, and/or being under the influence of drugs or alcohol in 
the workplace is a violation of Board policy. These prohibited activities adversely affect health, safety, and 
productivity, as well as public confidence and trust. Drug or alcohol use in the workplace interferes with the 
ability of workers to meet satisfactorily the requirements of their jobs. It reduces the employee’s dependability, 
efficiency, and safe performance of job responsibilities and can negatively affect an entire organization. 
 
4.2.1    Prohibition on the Possession of Firearms 
The possession of a firearm in a school building, on school grounds, on Board property, on school buses, or 
school- sponsored functions is prohibited except for authorized law enforcement personnel and as provided by 
law. For purposes of this policy, the term "firearm" has the same definition as is found in 18 U.S.C. 921. 

a. Penalties for Violations – In addition to any criminal penalties that may be imposed, the following 
penalties will be imposed for unauthorized possession of firearms: 

1. Students who violate the tobacco prohibition will be disciplined in accordance with the Board’s 
Code of Student Conduct. 

2. Employees will be subject to adverse personnel action which may include termination. 
3. Other persons will be denied reentry to school property. 

b. Notification of Law Enforcement – The appropriate law enforcement authority, which may include the 
city police, county sheriff, and the local district attorney, will be notified by the principal or designee of 
violations of this policy. [Reference: ALA. Code §§16-1-24.1, 24.3 (1975); ALA. Admin. Code 290-3-1-
.02; Federal Gun Free Schools Act, 20 U.S.C. 7151; Federal Gun Free School Zone Act of 1995, 18 
U.S.C. §§922(q)] 

 
4.2.2    Prohibition on the Possession of Weapons 
 The possession of a deadly weapon or dangerous instrument in a school building, on school grounds, on school 
property, on school buses, or while attending any Board sponsored or sanctioned event, program, activity, or 
function is prohibited except for authorized law enforcement personnel. For purposes of this policy, the terms 
“deadly weapon” and “dangerous instruments” include but are not limited to explosives, incendiary devices, 
projectiles, knives with a blade length of more than two (2) inches, archery equipment, devices designed to expel 
projectiles at a high rate of speed, any device so classified under state or federal law, and any device either used 
or intended to be used in such manner as to inflict bodily harm, provided that the terms “deadly weapon” and 
“dangerous instruments” will exclude, to the extent permitted by law, devices and equipment that are used for 
the purpose of and in connection with school or Board sanctioned educational, team, or competitive activities. 

 



4.2.3    Illegal Drugs and Alcohol 
 The use, possession, distribution, and sale of alcohol and the illegal use, possession, distribution, and sale of 
drugs in a school building, on school grounds, on Board property, on school buses, or at school sponsored 
functions is prohibited. 

A. Penalties for Violations – In addition to any criminal penalties that may be imposed, the following 
penalties will be imposed for unauthorized possession of illegal drugs or alcohol:  

1. Students who violate the tobacco prohibition will be disciplined in accordance with the Board’s 
Code of Student Conduct. 

2. Employees will be subject to adverse personnel action which may include termination. 
3. Other persons will be denied reentry to school property. 

B. Notification of Law Enforcement –    The appropriate law enforcement authority, which may include the 
city police, county sheriff, and the local district attorney, will be notified by the principal or designee of 
violations of this policy. 

 
4.2.4    Tobacco 
The use of tobacco products and the illegal possession, distribution, and sale of tobacco products on school 
property is prohibited. These prohibitions also apply to electronic cigarettes, vape pens, hookah pens, e-hookahs, 
vape pipes, and any similar type of device designed to deliver nicotine, flavor, and other chemicals via 
inhalation. 

A. Penalties for Violations 
1. Students who violate the tobacco prohibition will be disciplined in accordance with the Board’s 

Code of Student Conduct. 
2. Employees will be subject to adverse personnel action which may include termination. 
3. Other persons will be denied reentry to school property. 

  
Parental Notification – Parents and/or guardians may be notified of actual or suspected violations of the tobacco 
prohibition whether the student is charged with a violation of Board policy, which includes the Code of Student 
Conduct. [Reference: ALA. Code §§16-1-24.1 (1975); ALA. Admin. Code §§290-3-1-, 02(l)(b)] 
 
4.2.5    Searches 
Law enforcement agencies are permitted to make periodic visits to all schools and school board property and 
school related events to detect the presence of illegal drugs or weapons and may use any lawful means at their 
disposal to detect the presence of such substances. The visits will be unannounced to anyone except the 
Superintendent or designee and principal. 
[Reference: ALA. Code §§16-1-24.1 (1975); ALA. Admin. Code §§2903- 1-.02 (l)(b)] 

 
Policy 4.2.6 Drug and Alcohol-Free Environment 
All students, employees, volunteers, parents, visitors, and other persons are prohibited from possessing, using, 
consuming, manufacturing, or distributing illegal controlled substances and alcohol while on Board property or 
while attending any Board sponsored or sanctioned event, program, activity or function. Persons who are 
intoxicated or impaired by the use, consumption, or ingestion of any illegal controlled substance or alcohol are 
not permitted to be on school property, or to attend or participate in any Board sponsored or sanctioned event, 
program, activity, or function. [Reference: ALA. Code §§16.1.24.1, 25-5-330(1975)] 
 
4.2.7    Adoption of Statutory Penalties and Consequences 
Persons who violate the Board's prohibition of firearms, weapons, illegal drugs, or alcohol will be subject to all 
notification, referral, suspension, placement, readmission, and other provision set forth in ALA. Code §§16-1-
24.1 and 24.3 (1975). 
 

 
 
 
 



 

 

ACKNOWLEDGMENT OF RECEIPT 
GULF SHORES CITY BOARD OF EDUCATION SAFE SCHOOLS POLICY  

INFORMATION ON THE DRUG-FREE WORKPLACE ACT OF 1988 (P.L. l00-690) 
&  

PROHIBITION OF POSSESSION OF FIREARMS & WEAPONS 
 

I,      , an employee of the Gulf Shores City Board of Education, hereby certify 

that I have received a copy of the Board's Safe Schools policies regarding the maintenance of a drug and alcohol-

free workplace as well as prohibition of possession of weapons and/or firearms. I realize that the manufacture, 

distribution, possession, or use of a controlled substance is prohibited on the Board's premises and violation of 

this policy can subject me to disciplinary action, including termination of employment. I realize that as a 

condition of employment by the Board, a federal grantee, I must abide by the terms of this policy and will notify 

the Gulf Shores City Board of Education of any criminal drug conviction for a violation occurring in the 

workplace no later than five days after such conviction. I understand that the use of drugs or alcohol and/or being 

under the influence of drugs or alcohol in the workplace is strictly prohibited by the rules of the Board of 

Education and that the penalty for violations may include termination of employment. I also understand that 

persons who violate the Board's prohibition of firearms, weapons, illegal drugs, or alcohol will be subject to all 

notification, referral, suspension, placement, readmission, and other provision set forth in ALA. Code §§16-1-

24.1 and 24.3 (1975). 

 

                
SIGNATURE         DATE 
 

 

TUBERCULOSIS STATEMENT 

 

Do you currently have infectious tuberculosis?    YES    NO 

Have you ever had infectious tuberculosis?      YES    NO 

 

By signing below, you are certifying the above information is true, accurate, and complete to the best of 

your knowledge. 

 

                
SIGNATURE         DATE 
 

 

 


















