
 
INSTRUCTIONS FOR COMPLETING SUB PACKET  

 

❏ SUB HANDBOOK RECEIPT 
Sign and date the form. We will go over the sub handbook during the onboarding session. The sub handbook is 

also available on the CMS website (www.clovis-schools.org). 
 

❏ WORKER’S COMP  
This form instructs you what to do if you are injured while working. Please read and sign/date the second page. 

 

❏ DIRECT DEPOSIT  
Complete this form and attach a voided check or a Direct Deposit (ACH) form from your bank to verify the 

routing and account numbers. 
 

❏ W-4  
State and FICA taxes will be taken out of your paycheck. Please indicate if you are Married, Single, or Married but 

want to withhold at a higher single rate. In box 5 indicate how many dependents you are claiming. *Note: The 

more dependents you claim, the less taxes they take out of your paycheck. In box 6, indicate if you want an 

additional amount taken out (ex. $5 or $10 per paycheck). Sign and date Box 7. 
 

❏ ETHNICITY AND RACE 
Just indicate on Question 1 if you are Hispanic or Latino and then indicate on Question 2 your Federal Race 

Category. 
 

❏ NM GOVERNMENTAL CONDUCT ACT 
This form is to disclose if there is a conflict of interest if you are working for someone else     while working for 

CMS. Read through 1-7 and answer Question 8. If you answer that you ARE engaged in employment outside of 

CMS, please disclose that information on Questions 8-9. Sign and date the bottom of the form even if you 

answered that you “ARE NOT” engaged in outside employment on Question 8. 
 

❏ INSURANCE 
Complete the Medical Accept or Decline  form for medical insurance. To be eligible, you must sub a minimum of 

12 days per month. 

● Also sign and date the medical Insurance Benefit form verifying that you completed the medical 

insurance form. 
 

❏ CERTIFICATION AND CREDENTIALING REQUIREMENT 
You must disclose any criminal history you may have. If you have been arrested regardless of the crime, we will 

need court documents and a paragraph from you stating what happened and what was the result even if it 

happened many years ago. 

● Employee Services will notarize the form. 
 

❏ DRIVER’S LICENSE/SOCIAL SECURITY CARD 
At your appointment, Employee Services will need to make a copy of your current driver’s license and social 

security card. 
 

❏ EDUCATION 
We will need official high school or college transcripts or a copy of your high school diploma or GED. You can 

bring the transcripts in a sealed envelope or you may have them e-scripted to andrea.bell@clovis-schools.org. 
 

❏ BACKGROUND CHECK 
Food Services, Custodians, and Secretary Subs will need to pay for a local background check. Instructions on how 

to complete this will be given to you during your appointment with Employee Services. The fee is $44. Please 

bring a credit or debit card with you to the appointment. 

 

http://www.clovis-schools.org/
mailto:andrea.bell@clovis-schools.org


ADDITIONAL INSTRUCTIONS FOR TEACHER/EA SUBSTITUTES ONLY 
 
 

❏ SUBSTITUTE LICENSURE APPLICATION 
Subs who do not have a current NM teaching license, must apply for a sub license. The fee is a $50 
money order. If you do not have 60 college credit hours,  you will need to observe a classroom for 3 
hours before you can begin subbing. 

 
❏ COLLEGE TRANSCRIPTS 

You will need to submit official college transcripts to the PED or a copy of your high school diploma 
or GED. If you have your transcripts mailed directly to you, you may attach the sealed envelope to 
your licensure application or you may have them e-scripted to licensureunit@state.nm.us. 
 

❏ SUPERINTENDENT’S VERIFICATION FOR INITIAL EDUCATIONAL 
ASSISTANT/SUBSTITUTE LICENSURE  
Complete your name and social security number on this form. You must mark two items from Group 
A or one item from Group B to qualify for a substitute license. Please mail this form with your 
licensure application. 
 

❏ BACKGROUND CHECK 
You will need to register and pay for a background check that will be sent directly to the Public 
Education Department.  Instructions on how to complete this will be given to you during your 
appointment with Employee Services. The fee is $44. Please bring a credit or debit card with you to 
the appointment. Employee Services will pay for your local background so you will need to be 
fingerprinted twice. (Please note: If you already have a NM Substitute or Teaching license, then you 
will only have to be fingerprinted once but you will need to pay for the local background check.) 
 
 
 

When you have completed your sub 
packet, please call (575) 769-4322 to 
schedule your appointment to submit the 
documents. We will not accept incomplete 
packets. 
 

Please call Andrea at (575) 769-4322 or email  
andrea.bell@clovis-schools.org  

if you have any questions. 
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