
 
FREQUENTLY ASKED QUESTIONS 

 
 

Q:  Do I always have to have the job number when I report to a school? 
A:  Yes. If you do not have the job number and another substitute reports with the job number, the sub with the 

job number will secure the assignment and be paid for the day. 
 
Q:  If I get to a school and I’m told that the job has been cancelled, what should I do? 
A:  If the school does not have another open assignment to place you in, call Sub-Central before you leave the 

premises and we will try to locate another assignment for you.  If you do not accept an assignment that you 
are offered, you will not be paid. 

 
Q:  How can I get my pay stub? 
A:  For all pay stub questions, please contact the Payroll Department directly at 571-252-1260 
 
Q:  My paycheck does not reflect all the hours that I worked. What should I do? 
A:  After reviewing your assignments in SmartFind Express, contact the school where you worked (with the job 

number) to verify that the correct dates were submitted to payroll.  If so, then contact payroll at 571-252-
1260.  Payroll pays substitutes from the assignment report submitted by the school.  

 
Q:  How do I stop SmartFind Express from calling me if I am doing a long-term assignment?  
A:  Sub-Central will enter the long-term assignment into SmartFind Express when approved. This will keep you 

from receiving calls for that time period. However, you may still receive calls for future assignments or 
cancellations/modification of assignments for dates after your long-term assignment is scheduled to end. 

 
Q:  Do substitutes get ID badges? 
A:  Substitutes do not get picture badges. Each school will provide you with a badge that is unique to their 

school when you arrive for your assignment. You must return the badge at the end of each day. 
 
Q:  How do I change my home address, phone number and/or e-mail address?  
A:  You will need to complete a Substitute Information Form email it to Sub-Central at subcentral@lcps.org or 

fax it to 571-252-1662. This form is available at www.sub4loudoun.com. 
 
Q:  How do I change my name in the system? 
A:  You will need to complete a Substitute Information Form and present it with your new Social Security Card 

to the Sub-Central office. Our office is located on the third floor of the Loudoun County Public Schools 
Administration Building in Ashburn. The form is available at www.sub4loudoun.com. 

 
Q: If school is cancelled because of inclement weather such as a snow day, will I still be paid? 
A:  If school is cancelled, subs are not paid for the day and the job is cancelled from the system by the Sub-

Central staff.  If school is delayed or there is early dismissal due to inclement weather, substitutes will 
observe the same delay/early dismissal schedule as school staff. Subs will be paid for the time they were 
originally scheduled to work, as reported by the school, and only if you arrive for the assignment following 
the delayed announcement 

 
Q:  I am subbing at a school for one day and the teacher has a planning period. What should I do 

during this time? 
A:  If you are prepared for all of the classes, ask the office staff or another teacher for an assignment to do 

during the planning time. 
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Q:  Are substitutes eligible for benefits? 
A:  No benefits are offered to substitutes at this time. 
 
Q:  If I see a job in SmartFind Express and it is in callout, how can I pick up the job? 
A:  Call Sub-Central to be assigned to the job. 
 
Q:  Can I search for assignments while I’m working at a school? 
A:  Substitutes should not be searching for assignments during an assigned job. If you are prepared for all the 

classes, speak to the office or another teacher for work to do during your planning time. Your main focus 
should always be the students. 

 
Q:  How do I get the current school locator book that includes the new schools? 
A:  The most current locator book will be posted on www.sub4loudoun.com before school starts.  Directions to 

each school are also found on school websites. 
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