
Required employee training courses



• Public School Works provides a variety of online training courses. 

• The SWO-COG Administration can change the required coursework or requirements at any given time throughout the year.

• Each employee’s PSW account is set up to automatically email the employee each year of the required online course or courses which are 
required for the employee to complete for the year.

• Mandatory/Required Online Training Courses for all new certified substitutes their first school year with the SWO-COG:
• - Blood Borne Pathogens for School Employees—Full/Refresher
• - Substitute Employee Handbook
• - Employee Accident and Exposure Incident Reporting
• - Lockout / Tagout Awareness
• - Sexual Harassment
• - Title IX: Protecting Students and School Employees from Sexual Harassment (General Awareness)
• - Social Media: Personal and Professional Use
• - COVID-19: How to Protect Yourself and Others
• - Managing Stress and Anxiety during the Coronavirus Pandemic
• - Child Abuse Recognition/Prevention – which has 5 modules:

• Module 1—Preventing Child Abuse & Human Trafficking
• Module 2—Depression and Suicide Prevention
• Module 3—Bullying Prevention
• Module 4—Prevention of Mental, Emotional & Behavioral Disorders in Students
• Module 5—Building Safe and Supportive School Environments

• Mandatory/Required Online Training Courses for all returning certified substitutes with the SWO-COG:
• - Blood Borne Pathogens for School Employees—Full/Refresher - Required every year
• - Substitute Employee Handbook - Required every year
• - Employee Accident and Exposure Incident Reporting - Required every two years
• - Lockout / Tagout Awareness
• - Sexual Harassment
• - Title IX: Protecting Students and School Employees from Sexual Harassment (General Awareness)
• - Social Media: Personal and Professional Use
• - COVID-19: How to Protect Yourself and Others
• - Managing Stress and Anxiety during the Coronavirus Pandemic
• - Child Abuse Recognition/Prevention – which has 5 modules: - Required every five years

• Module 1—Prevention Child Abuse & Human Trafficking
• Module 2—Depression and Suicide Prevention
• Module 3—Bullying Prevention
• Module 4—Prevention of Mental, Emotional & Behavioral Disorders in Students
• Module 5—Building Safe and Supportive School Environments



• You have 30 days to complete the required training courses once 
you receive the email from Public School Works.

• If not completed in 30 days, you will be “inactivated” in AESOP 
which means:
• You will no longer receive calls or see jobs to sub in any of the districts 

coordinated by the SWO-COG. 
• You will lose any future accepted jobs in Aesop.

• Once inactivated:
• You must complete all the required online course(s) which are required 

for the current school year.
• Notify the SWO-COG (Donna or Anna) to be reactivated.

Additional Information:
Substitutes will not receive payment or credit 

upon completion of any required online courses!
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Included in the first e-mail notification

User Name: First initial & last name
John Smith = jsmith

Password: Last 4 of your SSN



• Click the link from the e-mail to log in
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Click 
ENTER CLASS
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• The course will begin
• Click the Arrow for the next slide
• When finished click Take Test on the left
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