Directions for Completing the PCMI Application Process (Substitute Teachers):

Additional Information:

e You may not be able to complete the application using a phone or tablet. Thus, PCMI suggests using a desktop
computer to complete the application and training modules.

e |f you have questions during the PCMI application process, please contact PCMI Services at 877-855-7264.

To apply to PCMI Services, please visit: www.pcmiservices.com. The PCMI application process is a two-step process.

You will not receive Part 2 until Part 1 has been completed and verified.

1. Then click on the “Start” Button to begin a new application.
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2. Create an Account by entering your personal information.

Wilisub

‘Online Signup Start

To start the signup process, we need
o collect some information to create
‘our account,

Please fill in the form to the right; all
intries are required except where
oted.

An email address is required and will
e used to verify your account

four email address will be your
Jser ID and will be required
vhen you login to access your
\ccount.

The password you choose must be at
2ast 6 characters long, should contain
| combination of lowercase and
ippercase letters, and include

umbers and/or special characters,
uch as (—+_*#1).Your password
trength must be strong, as is
ndicated after the password entry

ield.

Once you complete the form and
wbmit your entry, you will be sent a
rerification email. This will allow you
o verify your email address and begin
he application process
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Create Account

Legal First Name
Legal Middle Name
Legal Last Name
Email

Confirm Email

Password

Confirm Password

Security Question

Security Answer

Referred By

You will not be able to change your name until after you are hired.

IMPORTANT! Your email will be your User ID.

IMPORTANT! You will need to remember this password to verify your account and continue your application

--Please Select-—

- Please Select --

min 6 characters, lowercase and uppercase letters, include numbers andjor special ch:

IMPORTANT! You will need to remember this to reset your pas

Submit

3. Select “Traverse City Area Public Schools” from the School District drop-down menu.
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http://www.pcmiservices.com/
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on ip:
Application Start

Congratulations Josthe! You have
successfully verified your account
password,

The next sten s to start your

application by complsting the form on
the right. If you do not complate this
step now, you will need to veriy your
password again to return to this step.
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4. Select “Substitute Employee” from the Work Type drop-down menu.

PCHI staffing services

Application Start

Begin Application

Appiicant Name: Joethe Substitute

[ e—
Other Hames

Maiden name, prior married names, nick names, or aliases
Address 1 (412 Webster 5t

address 2
city (Traverse City State [Michigan * | zip 49688
primary Phone[231 | -933 | -[1714 | Type work .

55N [rmssserees (please

nte

dashes, i.e, 123-45-6789, This ensures a dupiicate application does not exist.
Confirm SSN [sas.

Work State [Michigan .
‘School District Traverse City Area Public Schools ] (Thisis your nital distict, others can be agded after you're hired)
— i

ase select -
k TyPe. Shabrazz Public School Academy

PO raverse Cicy Area Public Schoals

Create Application

Congratulations Joethe! You have

successfully verified your account
password.

‘The next step s ta start your

application by completing the form on
the right. If you do not complete this
step now, you will need to verify your
password again to returm o this step

Applicant Name: Joethe Substitute
Emaladdress:[ |

Other Names.

“Maiden name, prior married names, nick names, or allases
Address 1 /412 Webster St

address 2
ity Traverse Gity State Michigan v zin 49686
primary Phone 231 |-[933 |-(1714 | Type [Work -
ssh . (please enter with dashes, |e. 123-45-6789. This ensures a duplicate applcation does not exist

Confirm S (e

work State | Michigan i
School District  Traverse Gity Area Public Schools ¥ | {This is your initial district, others can be added after you're hired)
jork Type| - Please select
Position | Substitute Employee
Contract Employee

Create application |

Coowrioht 70013015 Willah

5.

always add more positions once your account is created.

ne Signup: Begin Application

[~ Details

The next step is b

Apgcant Name: Joethe SubstRute

Address 1 412 Webster St

v 2ip 49686
1714 | Type | Work .
pheate enter mith . 45-6789. This ensures a duphcate appication £ exist
Work State | Michigan .
h + | Traverse City Area Public Schools » | (This is your initial district, others can be added ater you're b
Create Apgication

Lastly, select the primary type of position you wish to apply for under the Position drop-down menu. You can

| =g
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6. Once you click “Create Application” at the bottom of the screen, you will be sent a verification email, which will

prompt you to begin the PCMI application process.

QWuvilisub
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Online Signup Start

To start the signup process, we need
to collect some information to create
your account.

Please fill in the form to the right; all
entries are required except where
noted.

An email address is required and will
be used to verify your account

Your email address will be your
User ID and will be required
when you login to access your
account.

The password you choose must be at
least & characters long, should contain
a combination of lowercase and
uppercase letters, and include
numbers and/or special characters,
such as (—+_" #1-).Your password
strength must be strong, as is
indicated after the password entry
field

Once you complete the form and
submit your entry, you will be sent a
verification email. This will allow you
to verify your email address and begin
the application process

Account Verified.

To complete your account and begin your online application, respond to the email
that you will be receiving shortly by clicking on the link provided.

7. The verification will include a link and a password code. Please click on the link and type in the password code

provided to begin the application.

Wwilsub
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Online Signup: Account
Verify

Joethe, your new account s almost
complete. Please verify your
information by entering the password
you used when you created your
account. Once this is verified, you will
be asked for additional information
and the application process will begin!
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Verify Account

Detail

Password [sessasesns

[ Verify |

8. IMPORTANT NOTE: The State of Michigan requires all substitute teachers who do not currently possess a valid
Michigan teaching certificate to obtain a substitute teaching permit in order to substitute teach.

PCMI is responsible for submitting the permit application via the Michigan Online Educator Certification

System (MOECS). The fee for the substitute permit is $45, which is paid by you once the permit has been

applied for by PCMI and approved by the Michigan Department of Education.

a.

PCMI is required by the State of Michigan to provide verification of your 90 semester credit
hours toward an undergraduate degree from an ACCREDITED U.S. 4-year college or university
with a minimum GPA of 2.0. YOU WILL BE REQUIRED TO SUBMIT OFFICIAL TRANSCRIPTS TO
PCMI SERVICE (scan and email or upload to application).

9. Complete all of the required steps of the employment application.

TCAPS

Traverse City Area Public Schools
Great Community, Great Schools



Step 1: Privacy Policy
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Online Signup
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Step 2: End User Agreement
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Step 3: Legal Information

PCMI staffing services

ine signup

Personal Information
Privacy Policy o/

Legal Information
Education
Employment HIstory
References
Background Check
Video Training
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Joethe Substitute : App.# 1100294 : logout

Legal Information

Legal Questions

Legal Qs
Please answer all the questions
1. Are you legally authorized to work in the United States? 1.[ - please Select - ¥

2. PCMI requires applicants to be at least age 18 or older to be employed, Are you 18 years of age or older? 2. [~ Please Select — ¥
3. Have you ever been dismissed from employment or refused reemployment? 3.~ Please Select — ¥

4. Have you ever been convicted of a crime, pled guilty to a crime, or pled no contest to a crime? 4. Please Select

5. Have you ever been convicted of or pled guilty to any of the following crimes? 5. -- Please Select -- ¥
~Criminal sexual conduct in any degree.

-Assault with intent to commit criminal sexual conduct in any degree.

-Attempt to commit criminal sexual conduct in any degree.

~Felonious assault on a child, er child abuse in any degree.

-Attempt to commit child abuse in any degree.

~Cruelty, torture or indecent exposure invalving a child.

6. Have you ever been convicted of or pled guilty to delivering or distributing controlled substances to a minor? 6. please Select — ¥
7. Have you ever been convicted of or pled guilty to recruiting or indicting a minor to commit a felony? 7. [-- Please Select - ¥
8. Have you ever been convicted of or pled guity to a felony? (If you have been convicted of or pled guity to a felony, you WILL NOT be employed.) 8. - Please Select — +
9 Did you retire from the Michigan’s Public Scheol Employees Rat\r_s-mer\t System (MPSERS) on or after July 1, 20107 (PLEASE NOTE: Any retiree of MPSERS with a retirement 9. - please Select - ¥

effective date on or after July 1, 2010 who performs a core service in a Michigan public school through a 3rd party or as an independent contractor, forfeits his or her public
school pension and health care benefit subsidy for the duration of the core service. For a list of Core Services, please click here

S

Are you a U.S. Military Veteran? 10.[ - Please Select - ¥

11. Are you related to anyone at the primary district for which you are applying for employment? 11.| - please Select -- ¥

12, PCMI requires applicants to possess a minimum of a high school diploma or G.E.D. to be employed. Do you have a high school diploma or G.E.D.? 12. [ please Select - ¥
Submit

Step 4: Education and Certification

PCMI staffing services

Home

Joethe Substitute : App.# 1100294 : logout

Personal Information
Privacy Policy
End User Agreement_ /)
Legal Information
Education
Employment History
References
Background Check
Video Training

High School ion:T

High School Name | ]

city State | -~ Please Select - v

Graduation Year If you received a GED, enter the year you received it here.

After High School | - Please Select - ¥ | *You must upload proof of college if you have attended college.

Submit
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PCMI staffing services

Online Signup Education:

ﬂ

Personal Information ) College List: 0
(__Privacy Policy %) (__Add College )
End User Agreement “Michigan substitute teachers are required to have at least 90 credit hours at 1 college AND supporting transcripts.

Other positions, (aides, para professicnals, etc.) in Michigan do not have this requirement.

Legal
- Education =
Employment History
Background Check
Video Training

}!

Canvriaht @ 7001-2015 Willsiuh

© App.# 1100294 : logout

Wvilisub

online sig Education:

C T y ([ tiah schoot
_Personal information ) College List: 1
(_Pivacy Poicy )
__End User Agreement )
(_Legalinformation )
(_ Employment History Plrwis et
___ Raferences _ )
(__Background Check
(_idea Taning

ve at least 90 cradit how
Michigan do not

Ruilisub e e -
PCMI 5t l

g servic

nup Education:

O e

((Personal infomation ) —Certificate
Privacy Poicy our certificate or license must be from the state you've selected to work in.
ol lses Agusaenl - Certificate 1 Type o Certiicate v
Legal Information__
) ;
[T — D —

|

Number

Expires [00/00/00 Check box if non-expiring certificate.
(__Background Check___)
Certficate 2 Type [Ne Gertificate 2
et 2 s
Humber

Recsived [00/00/00

Expires 00/00/00 Check box if non-expiring certificate.

Submit

oifuseaction=ol
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Joethe Substitute : App.# 1100294 : logout

online signup Education:

Personal Information ) File Upload

Ervacy Bol Type [ Transcript 7 | 1 upload required for each college and certificate
End User ment
Legal Infomation

)

For| Central Michigan University *

&

File to upload | Choose File | 15-18 Payroll Calendar.pdf

(_Employment History ) File types allowad: .doc, .docx, .pdi, .jgq, and bmp
(___References )

Backgiound Check Upload File
[P Ualaded 0

|

Step 5: Employment History

‘ . Joethe Substitute : App.# 1100294 : logout

PCMI staffing services

Online Signup Employment History
Octails

L |

Address

city State - Please Select -- vlzp

Employed From [Month ¥ |[Yesr ¥ | Employed Through [Month v |vear v ck box i you are currently

Supervisor Name

G RGeS ) | e/ reont
Background Check

Submit Employer
Step 6: References
. Joethe Substitute : App.# 1100294 : logout
“ willSub.
online signup (0of3
Personal Information Reference List:
Privacy Policy ¥ ( AGd Reference

End User Agreement_;
infomation

EIMiEilllﬁ

ment Hisloy _

Background Check

»-——
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“ willSub Jocthe substituta : App.2 1100294 © logaus
PCMI staffing services
online Signup References (0 of 3 submitted)

Home

Personal Information

Prvacy Policy ame
End User Agreement_y
p- Organization
Legal Information
Eaucaion Position
Enployment Hisioy Relationship {cannot be family related

Years Knovn
Backgiound Check
Video Training

phone

L

Email Address

Copyright © 2001-2015 Willsub

“ Wi llsub Joethe Substitute : App.# 1100294 : Jogout
PCHI stafing services
online signup References (3 of 3 submitted)

Personal Infomation o Reference List:3 .
Privacy Policy
End User Agreement_ )

i

(_Legal information 7

“ W] llsub Joethe Substitute : App.# 1100294 : Jogout
PCHMI sxaffing services

online Signup References (1 of 3 submitted)
(_Personal information ) File Upload
Privacy Policy 7 Type
(_End User Agreement_ ) .
Description

Legal Information Q
@) File to upload | Choose File | No file chosen

Employment Hisioy_g File types allowed: .doc, .docx, .pdf, .jog, and .bmp

Background Check Upload File
(VideoTrining ) Files Uploaded : 0

a e ¢

Step 6: Fingerprint Background Check

10. If you have not yet completed the Federal and State Fingerprint Background Check, please do so now. The
Fingerprint Background Check is available by appointment at the TCAPS Human Resources Office (located at
412 Webster St. Traverse City, M1 49686). The cost is $64. Debit/Credit Card or Money Order accepted only.

TCAPS

Traverse City Area Public Schools
Great Community, Great Schools



Cash or personal checks will not be accepted. Please call Joyce Julian in the Human Resources Office at 231-
933-1710 to schedule your fingerprinting appointment (Monday-Friday, 8:00am-5:00pm). The fingerprint
background check must be completed before you can begin working with students.

“ ]I[Sub Joethe Substitute : App.# 1100294 : logout
PCMI staffing s(‘rvneﬁ,

online Signup Background
~Criminal Check
1. All Criminal Background steps must be completed before your application can be processed.
2. Please read and complete the requirements indicated below.
Personal Information 3. When complete, check the "I have completed all necessary background check requirements” checkbox at the bettom of the form.
—— = 4. click the 'Submit’ button.

The State of Michigan requires all employees (including substitute teachers) working in an educational arena to be fingerprinted and requires that those results be maintained on file. The

Legal Information fingerprinting process produces a criminal history repert which contains any federal or state criminal records held on the applicant. Those records are used to determine if an individual has been

o

c
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g
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Education invalved in any criminal activities which would preclude them from working in an educational environment. There are several vendors statewide as well as School Districts and ISD’s that provide
fingerprinting service for fees ranging from $55.00 to $70.00. The State of Michigan charges these vendors over $50.00 of this fee to produce the report. Some districts may not share this
Employment Hisioy /) information in order to protect your privacy
e Due to recent changes in Michigan State laws conceming privacy and sharing of fingerprint information, PCMI no longer has a part in the fingerprinting process or storage of prints.
Important information is provided at the Traverse City Area Bublic Schools website .
Background Check
Video Training 1 have completed all necessary background check requirements

L

Step 7: Video Training Modules

11. You will be required to complete a set of training modules, including 1) Bloodborne Pathogens, 2) Corporal
Punishment, 3) FERPA, 4) Hazard Communications, and 5) Sexual Harassment. These training modules are
required by PCMI and take approximately 2-3 hours to complete.

“ W]“Sub Joethe Substitute : App.# 1100294 : logout
PCMI staffing services

Online Signup video Training

Completion dates can take a few minutes to update after you finish a video.

(N ———— [ideo Name Required  Completion Date
(aBemmal dommiion ()

(__Pvacy Folicy __ o) Wach Video
(CEna User Agreement_f)
(__Legal Infonmation__7)
(_Employment History _ )
(__Reterences )
(Background Check_ )

Video Training ersity For Employees Mo Waich Video

Watch Video

Watch Video

Waich Video

Waicn Video

no Waich Video

12. After submission of the PCMI application, PCMI will verify your fingerprint background check (through an
affidavit provided to the TCAPS Human Resources Office) and your references will be checked. Once results have
been received and verified, PCMI will notify you via email to complete Packet 2 (payroll information). Please
keep an eye on your email, as sometimes the Packet 2 notification goes to your Spam or Junk inbox.

13. The email notice will instruct you to log into your PCMI/Applitrack account to complete the appropriate post-
employment documents, which include State and Federal tax forms, Direct Deposit information, and the request
for two forms of ID.

TCAPS
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a. Accepted forms of ID include U.S. Driver’s License, School ID card with a photograph, Voter’s registration
card, U.S. military card, U.S. Coast Guard MMD Card, Native American tribal document, Driver’s License
issued by the Canadian government, U.S. Passport or U.S. Passport Card, Permanent Resident Card or
Alien Registration Receipt Card, Foreign passport, Employment Authorization Document or Card
containing a photograph). For more information on accepted forms of ID, please visit
http://www.uscis.gov/i-9-central/acceptable-documents.

Please contact PCMI Services with questions regarding the application process at 877-855-7264 or Grace O’Malley in the
TCAPS Guest Teacher Office (231-933-1714 or omalleygr@tcaps.net) for additional information.
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