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I. CREDENTIALS 
 
 A valid California teaching credential is necessary for teaching in public schools.  The  
 status of your credential may be discussed at the time of application. 
 
II. CREDENTIAL REGISTRATION 
 
 Your California credential must be registered in the office of the San Diego County  
 Department of Education. The phone number is (858)-292-3500.    
 
III. ADDITIONAL FORMS REQUIRED 
 
 It will be necessary to furnish the Personnel Office with the following items before your   
 pay warrant for services can be released:  
 
 a. Chest X-ray or Tuberculin Test 
  Upon initial employment, a substitute teacher must have an examination within the   
  past 60 days to determine that he/she is free of active tuberculosis.  This examination  
  shall consist of an X-ray of the lungs, or an approved intradermal tuberculin test which,  
  if positive, shall be followed by an X-ray of the lungs.  If this certification is on file in  
  another school district, a transfer can be accepted if the test was done during the past  
  four years.  After initial employment, employees are required to have this examination  
  at least once every four years. 
 
 b. Loyalty Oath 
  Required from each employee in a school district. 
 
 c. W-4 (Withholding Tax Form) 
  Authorization to withhold income tax from your pay. 
 
 d. Immigration Form (I-9) 
  Employment eligibility form. 
 
 e. C-BEST 
 

f. Other  
  Miscellaneous forms. 
 
IV. STATE TEACHERS’ RETIREMENT SYSTEM 
  
 Membership in the State Teachers’ Retirement System is mandatory for a substitute  
 teacher upon completion of 100 days of substitute teaching in the same school year.  Also,  
 by completing an appropriate form and returning it to the district Personnel Office, any   
 substitute teacher may irrevocably become a member of STRS regardless of time worked.  
 This membership is effective until the member terminates employment.   
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ELEMENTARY SCHOOLS 

ADOBE BLUFFS  ELEMENTARY • 538-8403 ext 3202 
8707 Adobe Bluffs Drive, San Diego, CA 92129 

Edward Park, Principal 
Teresa King, School Admin. Assistant 

PAINTED ROCK ELEMENTARY • 487-1180  ext 4201 
16711 Martincoit Road, Poway, CA 92064 

Denise Davis, Principal 
Beth Engstrom, School Admin. Assistant 

CANYON VIEW ELEMENTARY • 484-0981 ext 3202 
9225 Adolphia Street, San Diego, CA  

Jill Halsey, Principal 
Gloria Lew, School Admin. Assistant 

PARK VILLAGE ELEMENTARY • 484-5621  ext 3201 
7930 Park Village Road, San Diego, CA  

Mike Mosgrove , Principal 
Gigi Marquez, School Admin. Assistant 

CHAPARRAL ELEMENTARY • 485-0042  ext 4205 
17250 Tannin Drive, Poway, CA  92064 

Rhiannon Buhr, Principal 
Yoenda Dornan, School Admin. Assistant 

POMERADO ELEMENTARY • 748-1320  ext 2201 
12321 Ninth  Street, Poway, CA 92064           

Laura Crow, Principal 
Lorena Leonard, School Admin. Assistant 

CREEKSIDE ELEMENTARY • 391-1514 ext 2102 
12362 Springhurst Rd, San Diego, CA  92128 

Christine Donnelly, Principal 
Lisa Nakutin, School Admin. Assistant 

ROLLING HILLS ELEMENTARY • 672-3400  ext 3201 
15255 Penasquitos Drive, San Diego, CA 92129 

Libby Keller, Principal 
Vickie Crotz, School Admin. Assistant 

DEER CANYON ELEMENTARY • 484-6064 ext 3201 
13455 Russet Leaf  Lane,  San Diego, CA 92129 

Terry Worthington, Principal 
Mary Lopez, School Admin. Assistant 

SHOAL CREEK ELEMENTARY • 613-9080 ext 4101 
11775 Shoal Creek  Drive, San Diego, CA 92128 

  Mark Atkins , Principal 
Lisa Ibanez, School Admin Sub Coordinator 

DEL SUR ELEMENTARY • 674-6200 
15665 Paseo Del Sur, San Diego, CA 92127 

Eric Takeshita, Principal 
Nancy Diamond, School Admin. Assist 

STONE RANCH ELEMENTARY • 487-8474 ext 4101 
16150 4S Ranch  Parkway, San Diego, CA 92127 

Lisa Danzer, Principal 
Alexis McGruder, School Admin. Assistant 

DESIGN 39 CAMPUS • 676-6639 

17050 Del Sur Ridge, San Diego, CA  92127 
Joe Erpelding, Principal 

Connie Hawkins, School Admin Assistant 

SUNDANCE ELEMENTARY • 484-2950 ext 3201 
8944 Twin Trails Drive, San Diego, CA 92129 

Bob Rodrigo, Principal 
Joni Gilbert, School Admin. Assistant 

GARDEN ROAD ELEMENTARY • 748-0230  ext 2201 
14614 Garden Road, Poway, CA 92064 

Gail West, Principal 
Veronica Camarillo, School Admin. Assistant 

SUNSET HILLS ELEMENTARY • 484-1600  ext 3202 
9291 Oviedo  Street, San Diego, CA 92129 

Lisa Wilkens, Principal, 
Bridgette Padilla, School Admin. Assistant 

HIGHLAND RANCH ELEMENTARY • 674-4707 ext 4201 
14840 Waverly Downs Way, San Diego, CA 92128 

Cindy Venolia, Principal 
Amy Yamasaki, School Admin. Assistant 

TIERRA BONITA ELEMENTARY • 748-8540  ext 2150 
14678 Tierra  Bonita  Road, Poway, CA 92064 

Mandy Bedard, Principal 
Cheri Kellhofer, School Admin. Assistant 

LOS PENASQUITOS ELEMENTARY • 672-3600  ext 3201 
14125 Cuca Street, San Diego, CA 92129 

Deanne McLaughlin, Principal 
Kim Melvin, School Admin. Assistant 

TURTLEBACK ELEMENTARY • 673-5514  ext 4201 
15855 Turtleback Road, San Diego, CA 92127 

Ann Auten, Principal 
Kelly Magill, School Admin. Assistant 

MIDLAND ELEMENTARY • 748-0047   ext 2201 
13910 Midland  Road, Poway, CA 92064 

Sadia Martinez, Principal 
Sarah Cockrell, School Admin. Assistant 

VALLEY ELEMENTARY • 748-2007   ext 2201 
13000 Bowron Road, Poway, CA 92064 

Ricardo Cecena, Principal 
Chris Rollins, School Admin. Assistant 

MONTEREY RIDGE ELEMENTARY • 487-6887 ext 6102 
17117 4S Ranch Parkway, San Diego, CA 92127 

                           Sal Embry, Principal 
Yvonne Warrick, School Admin. Assistant 

WESTWOOD ELEMENTARY • 487-2026  ext 4102 
17449 Matinal Road, San Diego, CA 92127 

Jennie Mikels, Principal 
Kim Holmes, School Admin. Assistant 

MORNING CREEK ELEMENTARY • 748-4334  ext 2202 
10925 Morning Creek Drive So., San Diego, CA 92128 

Rhonda Taylor, Principal 
Janie Johnson, School Admin. Assistant 

WILLOW GROVE ELEMENTARY • 674-6300 
14727 Via Azul, San Diego, CA 92127 

Amy Huff, Principal 
Cindy Chille, School Admin. Assistant 
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MIDDLE SCHOOLS 

BERNARDO HEIGHTS MIDDLE SCHOOL 
12990 Paseo Lucido 

San Diego, CA 92128   485-4850  ext 4000 
Marie Galaz, Principal 

Gretta Aker, School Admin Assistant 
Ryan Salter, School Secretary/Sub Coord. 

MESA VERDE MIDDLE SCHOOL 
8375 Entreken Way 

San Diego, CA 92129   538-5478  ext 3105 
Cliff Mitchell, Principal 

Leslie Dykstra, School Adm Assistant 
Aimee Yoshimoto, School Secretary/Sub Coord 

BLACK MOUNTAIN MIDDLE SCHOOL 
9353 Oviedo Street 

San Diego, CA 92129    484-1300  ext 3904 
Scott Corso, Principal 

Monique Cordeau, School Adm Assistant 

OAK VALLEY MIDDLE SCHOOL 
16055 Winecreek Road 

San Diego, CA 92127    487-2939  ext 6110 
Casey Currigan, Principal 

          Deirdre Sheehy, School Admin Assistant 
Stephanie Johnston, School Secretary/Sub Coord 

MEADOWBROOK MIDDLE SCHOOL 
12320 Meadowbrook Lane 

Poway, CA 92064   748-0802   ext 2104 
Dr. Miguel Carrillo, Principal 

Vera Lambert, School Admin Assistant 

TWIN PEAKS MIDDLE SCHOOL 
14640 Tierra Bonita Road 

Poway, CA 92064  748-5131  ext 2802 
Dr. Kelly Burke, Principal 

Christie Hamilton, School Admin Assistant 

HIGH SCHOOLS 
ABRAXAS HIGH SCHOOL 

12450 Glen Oak Road 
Poway, CA 92064  748-5900  ext 2200 

Alain Henry, Principal 
Jill Speer, School Admin Assistant 

POWAY HIGH SCHOOL 
15500 Espola Road 

Poway, CA 92064 748-0245  ext 5111 
Ron Garrett, Principal 

Pam Goepfert, School  Admin Assist 

DEL NORTE HIGH SCHOOL 
16601 Night Hawk Lane 

San Diego, CA 92127 487-0877ext 6304 
Greg Mizel, Principal 

Margaret Godman, School Admin Assistant 
Mimi Pelio, School Secretary/Sub Coord.        

RANCHO BERNARDO HIGH SCHOOL 
13010 Paseo Lucido 

San Diego, CA 92128  485-4800  ext 4505 
David LeMaster, Principal 

Becky Brady, School  Admin Assistant 
Jeanna Szymanski, Sub Coord 

MT. CARMEL HIGH SCHOOL 
9550 Carmel Mountain Road 

San Diego, CA 92129  484-1180   ext 3106 
Greg Magno, Principal 

Nancy Hall, School  Admin Assistant 
Debbie Griffin, Sub Coord 

WESTVIEW HIGH SCHOOL 
13500 Camino Del Sur 

San Diego, CA 92129   780-2000  ext 3103 
Tina Ziegler, Principal 

Leslie Stebbins, School  Admin Assist 
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HIGH SCHOOLS Starting 

Time (AM) 
Dismissal Time 

(PM) 
Activity Bus Comments 

Abraxas 
Basic Ed – PM 

7:45 12:45 No Busing  

Abraxas 
Diploma Bound 

7:45 2:00 No Busing  

Abraxas 
Transition 

7:25 
1:32 

11:32 (Mon) 
No Busing 

Early-out 
Monday 

Del Norte 
8:10 (0) 

9:05 (Tue) 
3:32 No Busing  

Poway 7:30 
1:38 (Mon) 
2:30 (M-F) 

 
3:55 

PHS pm buses 
depart at 2:37, 
except Mon per 

schedule 

Mt Carmel 
7:30 

8:40 (Fri) 
2:35 3:55 

MCHS am Fri 
buses run on 
early start 

Rancho 
Bernardo 

7:30 
8:48 (Wed) 

2:30 3:55 

RBHS am 
Wednesday 
buses run on 
early start 

Westview 
8:05 

9:15 (Wed) 
3:10 4:20  

MIDDLE 
SCHOOLS 

Starting 
Time (AM) 

Dismissal Time 
(PM) 

Activity Bus Comments 

Bernardo 
Heights 

8:30 
9:30 (Fri) 

3:15 4:30  

Black Mountain 
7:40 

8:59 (Mon) 
2:27 (Fri) 3:50  

The Academy at 
Black Mountain 

7:40 
8:59 (Mon) 

3:27 (M-Th) 
2:27 (Fri) 

Use BMMS 
Activity Bus 

M-Th 

 

Meadowbrook 
7:40 

8:55 (Tue) 
2:25 3:45  

Mesa Verde 
8:27 

9:25 (Tue) 
3:15 4:15  

Oak Valley 
8:20 

9:20 (Tue) 
3:05 4:15  

Twin Peaks 
8:30 

9:15 (TH) 
3:10 4:10  

MIDDLE-ELEM 
SCHOOLS 

Starting 
Time (AM) 

Dismissal Time 
(PM) 

Time Banking 
Day  

Design39Campus 
No Busing 

8:50 2:55   

ELEMENTARY 
SCHOOLS 

Starting 
Time (AM) 

Dismissal Time 
(PM) 

Time Banking 
Day  

Adobe Bluffs 
No Busing 

7:45 2:05 12:25 (Thur)  

Canyon View 
No Busing 

8:05 2:05 No Time Banking  

 
 

 



10 
 

 
 
 

ELEMENTARY 
SCHOOLS 
(continued) 

Starting 
Time (AM) 

Dismissal Time 
(PM) 

Time 
Banking Day 

 

Chaparral 
No Busing 

9:00 3:15 1:35 (Wed)  

Creekside 
No Busing 

9:00 3:20 1:40 (Wed)  

Deer Canyon 
No Busing 

7:45 2:00 9:00am (Fri)  

Del Sur 
No Busing 

8:30 2:50 1:10 (Thu)  

Garden Road 
No Busing 

8:00 2:20 12:40 (Fri)  

Highland Ranch 
No Busing 

7:45 1:45 
No Time 
Banking 

 

Los Peñasquitos 
No Busing 

8:55 3:10 2:00 (Wed)  

Midland 
No Busing 

8:00 2:20 12:40 (Fri)  

Monterey Ridge 
No Busing 

9:00 3:20 1:40 (Wed)  

Morning Creek 8:45 3:05 1:25 (Thu)  

Painted Rock 
No Busing 

8:55 3:15 1:25 (Thu)  

Park Village 
No Busing 

9:00 3:20 1:40 (Tue)  

Pomerado 
No Busing 

8:15 2:35 1:00 (Wed)  

Rolling Hills 
No Busing 

8:10 2:30 12:50 (Fri)  

Shoal Creek 
No Busing 

8:15 2:35 12:55 (Fri)  

Stone Ranch 
No Busing 

8:00 2:30 12:30 (Wed)  

Sundance 
No Busing 

8:10 2:35 12:55 (Thu)  

Sunset Hills 
No Busing 

8:30 2:50 1:10 (Thu)  

Tierra Bonita 
No Busing 

7:45 2:05 12:25 (Tue)  

Turtleback 
No Busing 

8:10 
2:30 

2:20 (KG) 
1:00 (Fri) 
12:50 (Fri) 

 

Valley 
(year-round) 

No Busing 
8:00 2:30 12:00 (Wed)  

Westwood 
No Busing 

8:00 2:00 
No Time 
Banking 

 

Willow Grove 9:00 3:20 1:40 (Thu)  
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GENERAL RESPONSIBILITIES OF SUBSTITUTES 
 
 

Aesop is an automated teacher absence reporting system that speaks with a human voice to teachers, substitutes, 
and school administrators over the telephone.  Using a touch-tone telephone or computer a person who is going 
to be absent can call in to report the absence twenty-four hours a day.  Aesop then searches its database and calls 
available and qualified substitutes to fill its absences.  Substitutes can also interact with the system to review 
available jobs and change some of their recorded data.  School administrators can review current and future 
absences and can create or cancel an absence by telephone, or computer.  For district administrators, the system 
combines current information on absences reported by phone or computer with data already entered in the 
database to generate a detailed report.  From calling a large number of substitutes, to printing district reports on 
absences, the variety of tasks that Aesop can do gives administrators greater control over all facets of substitute 
scheduling. 
 
You are released or retained at the end of the school day.  If you are asked to return for the same teacher, it is 
your responsibility to contact the school secretary to avoid being given two different assignments.  School 
secretaries need to assign the absence at this time in the Aesop system.   
 
If a substitute accepts an assignment from a teacher, without going thru the School Adm. Assistant or Aesop, 
he/she may be dropped from the system.  If you accept an assignment from the Aesop system, it is unethical to 
cancel for a better assignment. Through the Aesop program you will not be able to accept another job for 24 
hours after the canceled job, if it is canceled on the same day that you are to be working. 
 
If, because of illness or some other reason, you must cancel an assignment or you are unable to accept any 
assignments for a certain period, please notify the Aesop system at 1(800) 942-3767 If for some reason you cannot 
access the Aesop system, please leave a detailed message at (858) 521-2774, or send an e-mail to 
jroberson@powayusd.com or mmann@powayusd.com    
 
Substitutes should familiarize themselves with the content of courses to be taught and the general organization of 
the school.  Individual school information packets should be obtained from the school secretary. 
 
Members of the certificated staff are expected to set good examples for students, and in this regard, each member 
of the staff should be neatly dressed and well groomed. 
 
Your appearance is important, as you are a role model to our students. 
 
Check with the secretary before leaving campus. 
 
Students are not required to participate in the Pledge of Allegiance.  Students have the constitutional right to 
remain quietly seated.  We encourage all teachers and substitutes to use the following language before the Pledge 
of Allegiance:  “We invite you to rise and join us for the Pledge.” 
 
We wish you every success.  Should you have questions, please consult the site administrator. 
 
 
 
 
 
 
 
 
 
 
 
 
        

mailto:jroberson@powayusd.com
mailto:mmann@powayusd.com
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PROCEDURE UPON REPORTING AT SCHOOL 
 

You should be on duty prior to the beginning of the instructional day for an adequate amount of time to 
discharge any routine or special professional responsibilities, or assignments and to prepare for the teaching day 
(approximately 30 minutes). 
 
Half-day substitutes carry out the same duties as full-day substitutes in regard to professional preparation and 
discharge of duties.  However, when scheduled 3.5 hours or less, they receive $80.00.  Anything scheduled beyond 
3.5 hours equals full-day pay. 
 
Report to the school secretary for instructions and room assignment.  Be sure to ask if you have a yard or bus duty 
assignment.  Pick up the regular teacher’s mail, bulletins and room key.  There may be a seating chart and a lesson 
outline in the teacher’s lesson plan book to which you should refer. 
 
Become immediately familiar with emergency drills of the school; i.e., fire and disaster.  Be particularly careful to 
familiarize yourself with playground duty, time and place. 
 
REMEMBER THAT YOU SET THE TONE FOR THE DAY.  STUDENTS FOLLOW YOUR LEAD.  THE FIRST TEN MINUTES 
IN A ROOM AND OFTEN SET THE STAGE PROPERLY OR RUIN YOUR CHANCE OF SUCCESS. 
 
 
 

PROCEDURE UPON LEAVING SCHOOL 
 
You should remain on duty after the close of the school day, long enough to ensure a professional and adequate 
performance in the discharge of professional responsibilities as specified in Board Policy (approximately 30 
minutes). 
 
Report to the office before leaving the school.  The school secretary my have further instructions for you.  RETURN 
YOUR KEY. 
 
Principals will appreciate information on any special problems you may have encountered during your assignment. 
 
A performance evaluation may be made for a completed substitute assignment of three days or more.  The Report 
of Substitute Service, which is signed by the school principal, is sent to the Personnel Office to be included in the 
substitute’s file.  In some cases, a substitute teacher may not be asked to teach again at the school issuing a poor 
evaluation. 
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SUBSTITUTE TEACHER’S TIME SHEET 
 
Obtain a Substitute Teacher’s Time Sheet from the school secretary; complete the blocks labeled “Teacher’s 
Name” and “Employee ID Number.”  The school secretary will complete all other pertinent information, such as 
“Teacher for Whom Substituted”, “School”, and budget coding.  It is recommended that you retain your time sheet 
and take it with you to your subsequent assignments.  The same time sheet can be used for more than one school 
site.  PLEASE BE SURE TO SIGN YOUR TIME SHEET. 
 
***Time sheets MUST be submitted No later than their due dates. See below for schedule. For example, time 
worked in September MUST be submitted No later than the 10/3/2016 deadline. Timesheets CANNOT be held 
for future payment. Payroll will need to receive timesheets on a weekly basis. 

Month Worked* Timesheet Due NO later than Payday 

August 9/1/2017 Friday, September 29 

September 10/2/2017 Tuesday, October 31 

October 11/1/2017 Thursday, November 30 

November 11/17/2017 Friday, December 25 

December 1/8/2018 Wednesday, January 31 

January 2/1/2018 Wednesday, February 28 

February 3/1/2018 Thursday, March 28 

March 4/2/2018 Monday, April 30 

April 5/1/2018 Thursday, May 31 

May 6/1/2018 Friday, June 29 

 
Pay warrants will be either mailed to your home address or direct deposited upon your request. 
Pay warrants may be picked up at the Payroll office the last working day of the month between 9 a.m. and 2 p.m., 
upon request only. Pay warrants are placed in the U.S. Mail promptly at 2:01 p.m. 
 
The daily rate of pay for substitute teachers is $120.00 and $80.00 for half day (3 ½ hours is a half day).  Any 
Special Education assignment (full day) is $135.00.  The pay for working a Friday, or the last day of the week is 
$130.00.  Long-term pay begins the 21

st
 day of an assignment at $130.00 and is not retroactive.   

 
Substitute Teacher Rates for General Assignments 

Regular Sub Full Day  $120.00 

Last Working Day of the Week $130.00 

Half Day Sub (3.5 hours) $ 80.00 

Long Term (21
st
) Day $130.00 

Extended Long Term-with Director Approval (41
st
) Day $180.00 

 
Substitute Teacher Rates for Special Ed Teaching Assignments 
 

Daily Assignment $135.00 

Last Working Day of the Week $135.00 

Half Day Assignment $80.00 

Long Term (21
st
) Day $135.00 

Extended Long Term-with Director Approval (41
st
) Day $180.00 

An additional $15.00 per day is received in two cases: 

¶ If the teacher for whom you are substituting has a preparation period on the day you are substituting 
and you are asked, and agree, to substitute for another teacher during that period, you will receive the 
additional compensation. 

¶ Some of our teachers have contracted to regularly teach and additional class during their assigned 
preparation period.  These are referred to as 6/5

th
 assignments.  Because these teachers never have a 

preparation period, you will also receive the $15.00 additional compensation. 
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Aesop – Absence Management 

Below is information on how Aesop works and how to access and use it. 
 

How Does It Work? 
http://help1.frontlinek12.com/customer/portal/articles/2178862-how-aesop-works-video-?b_id=10972 

 
System Access: Aesoponline.com 
 
Basic Training Video 
Getting Started 
QuickStart Guide 

Frequently Asked Questions 

Why am I not seeing any jobs? 

There are a number of possible reasons that jobs aren't showing up as available. There are a few 

things you can check. First, make sure that you arenôt limiting yourself in your ñSchoolsò 

preferences. Also, make sure that you have your call times set to allow maximum job offers. If 

youôre still not seeing anything, you can contact your districtôs Aesop Administrator to make 

sure you are seeing the correct job offers. 

   

 I don't know my Log-in or PIN. How do I find it out?  

Forgot your PIN number? Not to worry! When you go to log in to Aesop at 

www.aesoponline.com, youôll see a link for ñPin Reminder.ò Here, you can enter your phone 

number and email and have your PIN number sent directly to you. If you still have trouble 

logging in, contacting your districtôs Aesop Administrator for help is your next step! They will 

be the best one to answer your questions. 

  

 What is Jobulator, and how do I get it? 

Jobulator is a subscription service from the makers of Aesop that continuously and automatically 

checks for any available job offers in Aesop. Notifications can come to your computer desktop or 

even straight to your smartphone. To learn more about pricing and how to purchase Jobulator, 

please visit Jobulator.com. 

   

 What do I do if I miss a call from Aesop? 

If you missed that phone call from Aesop, you can always call back, toll-free, at 1-800-942-3767 

to hear a current list of available jobs to accept. You can also log-in online to view those same 

jobs. Youôll want to act quickly, though. Aesop may have already called the next substitute in 

line with that job offer. 

   

 What if I only can work at certain schools? 
If you only want to work at certain schools and donôt want job offers from others, itôs as easy as setting 

up your ñSchoolsò list in your preferences. Here, you can specify what locations you want to see jobs for, 

or specify those you do not. For help setting up that list, you can reference the Preferred Schools article. If 

you are unable to create that list, please contact your district Aesop Administrator for help in setting up 

that list. 
 
 
 

http://help1.frontlinek12.com/customer/portal/articles/2178862-how-aesop-works-video-?b_id=10972
aesoponline.com
http://help1.frontlinek12.com/customer/portal/articles/2201781-substitute-web-basic-training-video-?b_id=10972
http://help1.frontlinek12.com/customer/portal/articles/1502637-getting-started?b_id=3220
http://help1.frontlinek12.com/customer/portal/articles/2213062-substitute-quickstart-guide?b_id=10972
http://help1.frontlinek12.com/customer/portal/articles/1495503?b_id=3220
http://help1.frontlinek12.com/customer/portal/articles/1495503?b_id=3220
http://help1.frontlinek12.com/customer/portal/articles/1495500?b_id=3220
https://www.aesoponline.com/login2.asp
http://www.jobulator.com/
http://help1.frontlinek12.com/customer/portal/articles/1495503?b_id=3220
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RESPONSIBILITY OF  DAY-TO-DAY SUBSTITUTES 
 

The substitute is responsible for the conduct of the class.  He/she should not expect the regular teacher to take 
disciplinary action when he/she returns to school.  This technique disturbs the relationship between the regular 
teacher and the pupils.  It also causes pupil resentment against the substitute.  When and if special problems arise, 
the substitute should feel free to turn for help from the principal’s office. 
 

THE SUBSTITUTE IS RESPONSIBLE FOR THE FULL SCHEDULE 
OF THE REGULAR TEACHER 

 
In addition to the classroom assignment, the substitute is responsible for any special duties performed by the 
absent teacher.  The substitute is expected to follow the plans of the teacher as closely as possible.  He/she is 
invited to attend faculty meetings. 
 
Substitutes shall: 
 

a. Leave a report of work done in the plan book for the regular teacher, especially if lesson plans have been 
altered; 

b. Maintain normal classroom discipline procedures; 
c. In cases of serious discipline problems, contact the principal; 
d. CORPORAL PUNISHMENT OF ANY KIND IS NOT ALLOWED; 
e. Leave adequate notes regarding absences, transfers, new students, etc.; 
f. Maintain regular classroom routines; 
g. Correct all papers; 
h. Leave corrected papers and list grades for regular teacher; 
i. Leave the room as neat as possible at the end of the day with things approximately in the same place in 

which they were found; 
j. Check with the office staff for additional supplies as needed and with the school secretary or clerk 

regarding daily record attendance reporting procedures; 
k. Lock classrooms whenever the teacher and children are out of the room; 
l. If you are the last session teacher, make sure all windows and doors are locked and the lights are off. 

 
Day-to-day substitutes should refrain from doing the following: 
 
 Beginning a new reader 
 Beginning a new unit/finishing a unit 
 Changing seating unless absolutely necessary 
 Criticizing a regular teacher in front of pupils 
 Changing/regrouping 
 Leaving money or valuables in desk 
 Dismissing class early 
 
Rules regarding students: 
 
 No student is to be absent from his/her room without an excuse. 

No student is to leave the school grounds during the day without written permission from the office. 
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RESPONSIBILITY OF LONG-TERM SUBSTITUTES 

 
Assume the same responsibilities as the regular classroom teacher.  Consult with the principal for clarification of 
duties. 
 
Check with the principal for a copy of the school rules. 
 
Confer with the regular teacher at the end of the substitute assignment.  Submit any written report deemed 
advisable after conferencing with the regular teacher. 
 
 

QUALIFICATIONS FOR LONG-TERM SUBSTITUTES 
 
 
Substituting for one regular teacher, at $120.00 per day, for 20 consecutive teaching days.  Any absence ends the 
consecutive term, and a new 20-day count begins. 
 
On the 21

st
 day, the substitute will obtain long-term status at $130.00 per day until the long term status ends. 

 
The substitute may use three unpaid days of personal illness without losing long term status. 
 
Any other absence results in loss of long-term status, and a new 20-day count begins. 
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EMERGENCY PROCEDURES FOR SUBSTITUTE TEACHERS 
 

Substitute teachers must be aware of the possibility of emergencies or disasters occurring while they are working 
in the classroom.  The substitute is the teacher and has all the responsibilities of the teacher.  Substitutes should 
also become familiar with all emergency drill procedures.  Student Disaster Release forms should be carried by the 
substitute to all drills. 
 
Substitute teachers will be responsible for the supervision of their students and remain with them until relieved by 
the authority of the school disaster director (principal or designee). 
 

Staff Emergency Preparedness Handbook 

 
The following information concerns emergency preparedness, including fire, earthquake, lockdown 
procedures and evacuation. This information compromises the core of our site plan. It is vitally 
important for all teachers and staff members to study and fulfill the goals and expectations of the 
plan. This is essential for the ultimate safety and survival of students and staff in an emergency and 
the restoration of normalcy following an emergency situation.  
 
All staff members are expected to comply with the following requirements: 
 

1. Be familiar with all of the material in the site emergency guide. Maintain and update your folder in 
response to in-service and changes. 
2. Your Emergency Guide and other required documents need to be placed in a readily accessible 

location (standardized for the school) in a backpack for quick access by you or a substitute teacher. 
3. As an employee you are required by state law to remain at school during an emergency until you are 
released by the Principal or by Civil Defense authorities. 
 
Keys to Success 
 
Mitigation / Prevention / Preparedness Phase 
 
a. Know, understand and keep up-to-date on the different disaster procedures. 
b. Provide instruction and practice for students in the emergency and disaster procedures. 

c. Have class roll or attendance list, disaster release forms and name labels up to date and available at 
all times. 
d. Have planned activities (music, simple games, lessons, etc.) for use during periods of confinement to 
minimize tension and hysteria in a disaster situation. Keep comfortable shoes and clothing in your 
classroom for your own use. 
 
Response – Earthquake 
 

If Inside, Move under a table, desk or other type of protection 
a. Turn away from windows 
b. Bend head close to knees 
c. Cover back of head with one hand 
d. Use other hand to hold onto table leg 
e. Protect eyes 
f. Stay under cover until 60 seconds after shaking stops before evacuating with caution to the outside 
assembly area. 
If outside, move away from buildings, trees and overhead power lines 
a. DoNOTRun 
b. Proceed to destination with caution after shaking has stopped 
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Emergency Preparedness Plan 8/8116 

If on a School bus: If possible the bus driver will pull to the side of the road away from any buildings, and 
issue command "DROP" when students are on the bus. On a mountain road, the side of the road may 
not be the safest place, the bus driver then should quickly consider the terrain before stopping the bus. 
a. Set brakes 
b. Turn off ignition 
c. Wait until the earthquake is over 
d. Contact the District supervisor for further instructions. 
 
Response – Explosion 
 
If you are in the vicinity of an explosion and have time to react, instruct students to take protective 
positions as follows: 
 
Give "Duck, Cover, Hold" command in the event of an explosion. 
a. Drop to the knees with the back to the window. Clasp both hands firmly behind the head covering the 
neck. 
b. Bury the face between the knees, eyes closed; press elbows tightly to the knees and cover the ears 
and the sides of the face with the arms. 
c. Teacher should check students for proper form. 
d. If students or staff are able to take cover under desks or other furniture, hold on to it and be prepared 
to move with it to protect yourself from falling debris. Hold the position until it is safe to move. 
e. Teacher assumes protective position after checking student response. 
 
Response – Evacuation 
 
Check to determine if it is safe to leave the classroom in an actual earthquake 
A. Take disaster backpack, cell phone, and keys with you when you leave the classroom. 
B. Do not lock your door. 
C. Injured students are to be left in the classroom until First Aid staff or Sweep and Locate personnel 
attend to them. Assure them that assistance will be on the way. 
D. Take charge of any unsupervised (buddy class) students in the immediate vicinity. 
E. If Buddy is on any team (SSR, First Aid, etc.) take their backpack conduct roll, and assume 
responsibility for the class until the teacher returns. 
F. Escort students to the assembly area. The goal is to save as many lives as possible, so bringing the 
students to a safe area is the first priority. The Sweep and Locate / First Aid Team will assist any students 
who are not ambulatory remaining in the classrooms. 
G. Take roll immediately when your class regroups at the designated assembly area. 
H. Attach name labels to students as that is your school procedure and then put extra labels in 
appropriate place on Missing Student Form for transmission to field coordinator. If name labels are not 
used, indicate missing students on the form and in your attendance book and record any extra students 
you may have picked up along the way. 
I. Report status to Team Leader (Student Accountability Coordinator) 
J. Render first aid or send student to First Aid station if SAFE to do so. 
K. If not on classroom duty with students, report at once to pre-assigned station or take charge of any 
unsupervised students in the immediate vicinity. 
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Response – Lockdown 
 
1. Provide students with understanding, instruction and practice of Lockdown procedure. 
2. The activation of a lockdown may be by special bell signal or through an all-call on the PA system, 
"This is a Lockdown Emergency." The Incident Commander checks the validity of a threat before a 
Lockdown is called. Do not lock doors until corridors are cleared of students. 
 

 
1. Classroom Procedure: 
a. Direct students to move away from windows and to drop and lie flat on the floor. 
b. Quickly open the door to students in the corridors and pull them into your classroom and lock the 
door. 
c. Pull window covers if available and turn out the lights. 
d. In an imminent danger situation (gunfire heard) have students lie quietly and assume a protective 
position while taking roll. 
e. Report your classroom attendance and status to the office by e-mail, inter-com or phone. Be prepared 
to report injured or missing students. 
f. Absolutely refrain from unlocking the door to outside requests during an actual emergency, as only 
law enforcement or the Incident Commander - Principal will unlock the door and release the class when 
it is safe to do so. In an actual lockdown emergency which may last several hours, classrooms will be 
released one at a time by law enforcement personnel. 
g. Maintain control and model calm and orderly demeanor during crisis management. 
h. Keep your phone line open to receive information and direction from the office. 
2. School personnel in corridors are to assist in quickly sweeping students into the closest classrooms 
and then take protective cover immediately. 
3. School personnel not responsible for classes take protective cover in immediate work area or report 
to the command post if safe to do so. 
4. In the event that gunfire is heard, everyone should be instructed to lie flat on the ground (inside and 
outside). 
 
Response - Secure Campus~(formerly Shelter In Place) 
 
1. Secure Campus examples: wild animal criminal/domestic activity, hazardous materials) which does 
not directly impact the school site at the time; however, shelter in place is required. 
2. Teachers and students should immediately get indoors and resume instructional A ctivities. 
3. If the situation involves an environmental or hazardous materials incident, steps should include 
closing all outside doors and windows in addition to turning off A/C and air handling systems (if site 
controlled). Students and staff should move away from outside windows, doors, air ducts and 
ventilation systems. 
4. Student accountability will be completed and reported to the School Commander. 
5. Release of students for the restroom, etc., will be situational and authorized by the School 
Commander. If allowed, students should be escorted. 
 
Student Release Procedure 
 
I. Signs will be posted directing parents to the Reuniting Center to process release of students. 
2. Runners will be sent from the Reuniting Center to classes assembled in the staging area for students 
to be checked out. 
3. The Reuniting Center will have alphabetized binder of Disaster Priority Release Forms and will release 
students only to parents/ adults on release form after verification of identification and sign out. 
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4. When students are checked out, obtain the phone/ cell number of the adult and their planned 
destination. 
 
Pedestrian and Vehicle Access & Control 
 
I. Primary entrances and exits have been detailed on the attached site / facility map. 
2. Security Team personnel are stationed at each access point to control admission of vehicles and 
personnel unless the campus is in a Lockdown or as directed by Public Safety responders. 
3. The parking lot will be closed to all but emergency response vehicles. 
4. Designated Liaison (Command Post Position) will meet first responders and guide them onto the 
campus if appropriate. 
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