
Paid Parental Leave 
(PPL) Substitute 
Reimbursement 

Form

The Basics



Paid Parental Leave for State 
Employees: 115c-336.1 
Section 5.1.(e)

• In the 2023 legislative session, the General 
Assembly provided funding for substitutes who 
were employed to fill a classroom teacher’s 
duties, while he/she was on paid parental 
leave. This reimbursement is consistent with 
treatment with local education agencies. This 
funding is effective July 1, 2023.

• Session Law 2023-14 Senate Bill 20
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https://ncleg.gov/Sessions/2023/Bills/Senate/PDF/S20v6.pdf


Who is eligible for reimbursement?

• DPI will only reimburse for the established rate 
of a substitute for a classroom teacher who 
requires a substitute

• The classroom teacher must be an employee 
of the Independent Public School’s (IPS) Board 
of Education.

• Contracted substitutes can be utilized because 
the substitute is not required to be an 
employee.
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How much is the reimbursement?

• The IPS will be reimbursed at the certified daily 
rate of pay for a substitute established in law. 

• This is 65% of the first step of the teacher 
certified salary schedule. This rate for 2023-24 
is $115 + 7.65% social security.

• The IPS is responsible for paying the 
employee’s salary while they are out on paid 
parental leave.
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How and when do I get 
reimbursed for substitute costs?

• School Business Services has developed a 
substitute reimbursement form located on the 
FBS website under the What’s New Section.

• For fiscal year 2023-24, School Business will 
provide the first reimbursement in January 
2024. 

• The next reimbursement will be in June 2024. 
Submission deadlines and reimbursement 
dates are provided on the reimbursement form. 
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https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services


Understanding the Paid 
Parental Leave Substitute 

Reimbursement Form
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PPL Substitute 
Reimbursement 

Form
 

How do we 
complete this?
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Where is the form?

• Obtain the form from the DPI FBS Website located 
under the Paid Parental Leave Section.

• Download the form to your computer by selecting 
the download icon. This pdf must be downloaded 
to utilize the interactive features.
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https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services


How do we complete the 
reimbursement form?

• Open the saved pdf 

• Select the IPS Number and Name.

• Note that only approved schools that opted-in are 
included.
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Classroom Teacher and Substitute 
Information

• Type the classroom teacher on PPL.

• Select the teacher’s employment status.

• Here are the employment status options:

• Complete the substitute coverage sections in blue.
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Substitute Coverage Dates

• You can enter a range of substitute dates, but do 
not include non-instructional days (e.g. during the 
summer, holidays, etc.)

• There was a break in the date range for this 
submission due to the 9/4/23 Labor Day Holiday.

• There was a break in the date range for this 
submission due to the 11/10/23 Veteran’s Day 
Holiday and the 11/23/23-11/24/23 Thanksgiving 
Holiday.
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Auto Calculated Fields and 
Reimbursement Amount

• The form will auto calculate the reimbursement.

• If there are no discrepancies upon final review, DPI 
will reimburse the IPS $7,799.00
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Finance Officer / Director 
Information and Signature

• Complete the Finance Officer / Finance Director 
information. 

• Your digital signature is required.
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Attestation and Submission 
Instructions

• Please read the attestation BEFORE signing the 
document.

• Adhere to the deadline dates and submission 
instructions.
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Final Submission

• Click the red interactive “Press to submit” button 
located at the bottom of the form.

• The following box will appear and you can press the 
Continue button if the default settings will suffice.
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Email Submission to DPI

• Your reimbursement form will automatically attach 
to your email with the scripted settings.

• Add your IPS number and IPS name in the subject 
line
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Final Submission

• After the email submission to DPI, you will be 
prompted to update changes on your form.

• Create a system to maintain the reimbursement 
forms.  Suggestion:  Save the forms in a file with the 
teacher’s name.

• Your sent folder will also have a copy of the form.
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What is DPI’s Final 
Review and 

Reimbursement Process?
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Final Review Process

• Once the form is received by the Allotments 
Section, the submission will be recorded and 
reviewed for accuracy.

• Once approved for reimbursement, the request will 
be added to the respective batch and a confirmation 
of receipt will be provided to the IPS.

• Batch 1: Forms submitted by January 12th 

• Batch 2: Forms submitted by May 31st 

• If the submitted form is not approved initially, 
Allotments will notify the IPS of the status and 
needed adjustments or corrections.

• Approved reimbursement requests will be allotted in 
PRC 036 on the date noted on form
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Who do I contact?
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Paid Parental Leave Contact List

• For policy questions, contact the Office of Charter 
Schools at ocs@dpi.nc.gov.

• For reimbursement questions, contact the School 
Business Services Allotments Section at 
Allotments@dpi.nc.gov.
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mailto:ocs@dpi.nc.gov
mailto:Allotments@dpi.nc.gov


Key Resources
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Key Resources

Located on the FBS Website:

•Paid Parental Leave Presentation

•Parental Leave Employee Benefits Manual Updates

•Draft Reimbursement Procedures to IPS for Classroom 
Substitutes

•Paid Parental Leave Substitute Reimbursement Form

The General Assembly of NC enacts Paid Parental 
Leave for State Employees under G.S. 126-8.6.

Created 1/4/2024
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https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services
https://www.dpi.nc.gov/sbe-presentationaug22023pdf/download?attachment
https://www.dpi.nc.gov/parentalleaveemployee-benefits-manual-updatespressbe-aug2pdf/download?attachment
https://www.dpi.nc.gov/documents/fbs/resources/pplfaqdraft-procedures-11323pdf/download?attachment
https://www.dpi.nc.gov/documents/fbs/resources/pplfaqdraft-procedures-11323pdf/download?attachment
https://www.dpi.nc.gov/documents/fbs/resources/ppl-substitute-reimbursement-formopt-in010324pdf/download?attachment
https://www.ncleg.gov/Sessions/2023/Bills/Senate/PDF/S421v1.pdf
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