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Elementary and Early Childhood Attendance Centers
Bright Beginning Early Childhood Center
200 Comanche
620-371-1220
A.C. Barker, Principal
barker.arthur@usd443.org

Beeson Elementary
1700 W. Beeson Rd.
620-471-2113
Martha Mendoza, Principal
mendoza.martha@usd443.org

Central Elementary
1100 Central Avenue
620-471-2104
Cherry Deges, Principal
deges.cherry@usd443.org

Linn Elementary
1900 W. Linn St.
620-471-2114
Amy Olivares, Principal
olivares.amy@usd443.org

Miller Elementary
1100 Avenue G
620-471-2100
Tim Skinner, Principal
skinner.tim@usd443.org

Northwest Elementary
2100 Sixth Ave
620-471-2115
Kim Armstrong, Principal
armstrong.kim@usd443.org
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Ross Elementary

3001 Sixth Ave
620-471-2103
Amy Loder, Principal
loder.amy@usd443.org

Soule Elementary
401 Soule Street
620-471-2116
Amber Cunningham,
Principal
cunningham.amber@usd443.org

Sunnyside Elementary
911 Sunnyside
620-471-2112
John Montford, Principal
montford.john@usd443.org

Wilroads Gardens Elementary
11558 E. Main Rd.
620-471-2101
Erica Teran, Principal
teran.erica@usd443.org
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Middle and High School Attendance Centers
Comanche Middle School
1601 First Avenue
620-371-1100
Rachael Pitchford, Principal
pitchford.rachael@usd443.org
Justin Briggs, Assistant
Principal
briggs.justin@usd443.org
Kathy Locke, Assistant Principal
locke.kathy@usd443.org

Dodge City Middle School
2000 Sixth
620-471-2100
Faye Wells, Principal
wells.faye@usd443.org
Michelle Bogner, Assistant
Principal
bogner.michelle@usd443.org
Gilbert Still, Assistant
Principal/Athletic Director
still.gilbert@usd443.org

Dodge City High School
2201 Ross Blvd.
620-471-2110
Jacque Feist, Principal
feist.jacque@usd443.org
Michael Martinez, Associate Principal
martinez.michael@usd443.org
Amy Herter, Assistant Principal
Herter.amy@usd443.org
Jonathan Hansen, Assistant Principal
Hansen.jonathan@usd443.org
Bill Brown, Assistant Principal
brown.bill@usd443.org
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Camilla Hartzler, Assistant Principal
hartzler.camilla@usd443.org
Brian Myers, Assistant Principal
myers.brian@usd443.org
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Alternative and Therapeutic Attendance Centers
Alternative Education
200 Comanche
620-371-1275
Jason Scheck, Principal
sheck.jason@usd443.org

Therapeutic Education
200 Comanche
620-225-2076 Ext 3237
620-225-1775
Brian Hastings, Director
hastings.brian@usd443.org

Central Administration Contacts
Dr. Fred Dierksen , Superintendent of Schools
620-371-1070
dierksen.fred@usd443.org
Shawn Lampe, District Safety Director
620-371-1279
lampe.michael@usd443.org
Dr. Ramona Nance, Executive Director of Human Resources
620-371-1004
nance.ramona@usd443.org
Marcia Gutierrez, Employee Benefits Specialist
620-371-1040
gutierrez.marcia@usd443.org
Mindy Rehmert, Asst. Benefits Coord./HR Data Coord.
620-371-1004
rehmert.melinda@usd443.org
Chris Smith, Payroll Supervisor
620-371-1020
smith.chris@usd443.org
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Substitute Teacher Overview
Dodge City Public School District considers substitute teachers to be an integral part of the educational program.
As such, substitute teachers are expected to maintain a professional attitude toward their work and to always
keep in mind the school District’s goals. Effective substitute teachers make a positive impact on students. The
first expectation of all substitute teachers is that they will teach.
This handbook is to help you become familiar with the general procedures that are expected of substitutes, both
by our district, as well as the Kansas State Department of Education.
Substitute teachers are assigned on an as needed basis and are considered to be temporary employees.
Substitute teachers are not eligible for salary supplemental fringe or other contracted benefits, such as sick
leave, health insurance, etc., and are assigned due to teacher absences or position vacancies. Payment for
substitute positions is based on half or full day employment and can be daily, extended or long-term.
Substitutes should be provided with lesson plans, schedules and seating charts. Additional information to assist
the substitute will be provided by school administrators, team leaders or the department chair. Schools will
often provide a substitute handbook with information on school procedures and discipline policies.
Substitute assignments may change based on the needs of the individual school. A substitute teacher may be
asked to accept assignments outside of his/her background or educational training. They may also be asked to
cover classes during a planning period. It is not expected that they be able to teach new or unfamiliar materials,
but rather that they will make every attempt to follow the lesson plan and maintain control of the classroom in
the most positive way possible.

The # 1 Expectation for Dodge City Public School Substitutes is…

…To Teach
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Credential Requirements
The position of Substitute Teacher requires possession of a valid Kansas Standard Substitute License, Emergency
Substitute License or other appropriate credential as determined by the Kansas State Department of Education
Licensure Department. It is your responsibility to ensure that a current valid license is on file with our Human
Resources Department by fax 620-227-1695; by email rehmert.melinda@usd443.org or in person at the office
located at 2112 N. 1st Avenue.

Application Procedures
To become registered as a substitute in USD 443, the following forms or certificates must be completed and on
file at the Central Administration Office, 2112 N. 1st Avenue, in Dodge City prior to beginning employment.
•
•
•
•
•
•
•
•
•

•

Application for Substitute Teaching
W- 4
I – 9 – Employment Eligibility Verification
Official Transcripts
State of Kansas Loyalty Oath
Valid Teacher, Substitute, or Emergency Substitute Certificate
Health Certificate (KSA 72-5213; expense is employee's responsibility)
Identification Badge
Fingerprinting/Background Investigation – subsequent to any offer of employment, but before the
commencement of any services, the district shall conduct or cause to be conducted an investigation
into the background of any individual to be employed by the school district.
Substitute Employee Profile for the Automated Educational Substitute Operator (AESOP) System.

Substitutes may submit application papers at any time during the school year. Once substitutes are approved to
teach in the district, information is entered into the Substitute Teacher Management System. The substitute
must then register with the system in order to receive calls. Complete instructions for using the substitute
employee management system are included in the initial packet for new substitutes.
In addition, prior to a substitute receiving his/her first assignment and per USD 443 Board of Education policy
GBRCA, the substitute must successfully complete the following online training courses:


Sexual Harassment



Hazard Communication



Bloodborne Pathogens



Slips, Trips, and Falls



Bullying Prevention



Homelessness Awareness



Suicide Awareness/Prevention



This training is required on an annual basis thereafter.
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Substitute Teacher Responsibilities
Substitute teachers must be willing to work on a regular basis.
If at all possible, please try to be available when you are called. If you do not want to remain on the substitute
active list, call Melinda Rehmert in the Human Resources office and take your name off the list.** Substitutes
who habitually refuse to work on the days they mark available may be taken off the substitute teaching list.
Substitute teachers must sign in at the school office when they arrive for their assignment. They must also
present the job number assigned to them through the Frontline system. The school secretary can answer
questions regarding sign-in procedures. When accepting an assignment after the recorded start time, substitute
teachers must call to confirm that a substitute is still needed and the approximate adjusted start time.
Substitute Teachers are expected to do the following:
•
•
•

•
•
•
•
•
•
•
•
•

Teach
Follow the lesson plan left by the teacher and ensure students complete all assigned tasks.
Or, in the event of a long-term substitute position, develop and implement lesson plans and an
instructional program to meet the learning needs of the students, the instructional expectations of the
school district, and the curriculum mandated by the State.
Maintain a safe environment
Keep students under direct supervision at all times
Refrain from touching any student for any reason
Use appropriate language at all times
Use materials provided by the teacher or other school personnel
Avoid engaging in or encouraging discussions of inappropriate or non-school related topics
Become familiar with emergency procedures
Notify school administration of any unusual incidents that may have occurred during the school day
Leave information concerning the day’s activities for the teacher.

Ethics and Confidentiality
It is expected that substitute teachers will maintain high ethical standards at all times. If regular policies,
procedures, or staffing conditions in different classrooms or buildings give cause for valid concerns, they should
be discussed objectively with the appropriate supervisor. Criticism of individual staff members or school policies
outside of professional circumstances is not appropriate.
In like manner, substitutes will occasionally become aware of personal information regarding students such as
special education or health needs, family situations, assessment results, and academic progress. It is imperative
that such information remain confidential.
The legal basis for confidentiality comes from two federally enacted laws. The first is the Family Education Rights
and Privacy Act (FERPA), which is also known as the Buckley Amendment. The second is the Individuals with
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Disabilities Act (IDEA) which was passed in 1992 and reauthorized in 1997. Both of these federal laws apply to all
Schools. Consider for all Conversations:
•
•
•
•

What is discussed?
Where it takes place.
Who is listening?
Why the discussion took place.

Quick suggestions to remember:
• Do not leave IEP sheets lying visible on top of your desk.
• Never open a grade book where a parent can see the grades of other students.
• Do not talk about a specific child/student where other children/students can hear the conversation.
• If you were the topic of conversation, what would you want said and to whom would you want the
conversation repeated?

Dress Code
The dress and grooming of District employees shall be clean, neat in a manner appropriate for their
assignments, and in accordance with any additional standards established by their supervisors and approved by
the superintendent.

91-31-34. Local board of education requirements.
Each local board of education shall ensure that each school meets the requirements of this regulation in
filling teaching positions. The school district will employ persons who hold licenses or certificates with
specific endorsements for the positions held, if a licensed teacher with specific endorsements is not
available, the district will hire substitutes in the following order:
•

•

•

•

•

The school district shall first use a teacher with a Kansas teaching license at any level or in any
field or subject. A school district shall not allow any person holding a Kansas teaching license or
certificate to substitute teach for more than 125 days in the same assignment.
The school district shall next use a substitute teacher holding a valid Standard Kansas substitute
teaching license or certificate. A school district shall not allow a person holding a standard
substitute teaching license or certificate to teach for more than 90 days in the same assignment.
The school district shall next use a person who holds a baccalaureate degree and an emergency
substitute teaching license or certificate. A school district shall not allow a person who holds a
baccalaureate degree and an emergency substitute teaching license or certificate to teach for
more than 30 days in the same assignment.
The school district shall finally use a person who has been licensed or certified by the state
board as an emergency substitute teacher. A school district shall not allow any person who does
not hold a baccalaureate degree to teach for more than 15 days in the same assignment or
more than 60 days in a semester.
If a board of education documents that there is an insufficient supply of substitute teachers, the
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•

•

board may appeal to the commissioner of education for authority to allow individuals holding an
emergency substitute teaching license or certificate to continue to teach for an additional length
of time that shall not exceed a total of 93 days in a school year.
If the state board of education has declared a time of emergency, any person holding a five-year
substitute teaching license or certificate or an emergency substitute teaching license or
certificate with a baccalaureate degree may teach for the duration of the time of emergency in a
position made vacant by reason of the emergency.
Each school shall report the name of each licensed or certified staff member on the personnel
report or the supplemental personnel report required by the state board. Each licensed or
certified personnel staff change that occurs between September 15 and the end of the school
year shall be reported on a form prescribed by the state board within 30 days after the staff
change.

Substitute Teacher Management system – (Frontline)
Dodge City Public Schools utilizes an automated/web based substitute calling system, Frontline Substitute
Management System to assign substitute teachers. This system is accessed either by telephone or internet. The
system allows the substitute teacher to do the following:
•
•
•
•
•
•
•
•
•

Specify locations where you prefer to work
Indicate your daily availability
Indicate specific subjects you prefer to teach
Change the above information
Indicate periods of unavailability
Temporarily change phone numbers
Arrange for periods when you do not want to be available for calls.
Listen to or view available jobs
Prearrange jobs with teachers/administrators

A personal identification number (PIN) will be provided to you when you return your original substitute or
teaching certificate to the Human Resources Office. Your registration information packet will contain
registration information and an AESOP Quickstart Guide for Substitutes. It is important for you to become
completely familiar with this guide in order to find out how to use the system.

Substitute Work Day
A full day is normally defined as working from 7:30 a.m. to 3:30 p.m., excluding lunch (These times are
approximately 30 minutes before and after the school day, and are included in the start and end times given by
Frontline. A half-day is defined as 3 1/4 hours during the students' instructional day. Arriving approximately 1/2
hour before students at the beginning of the instructional day will allow substitute teachers to familiarize
themselves with lesson plans and other duties, assignment, and events for the day. It is expected that
13

substitutes will complete notes for the returning teacher, straighten the room, and attend to any problems or
concerns which may have arisen through the day before leaving. Substitutes who have only 1-2 periods to
teach in a half-day assignment are expected to be available for 3 1/4 hours and to assist the principal or school
secretary for tasks that will benefit the school, such as class covers, assisting in the library, supervising hallways,
cafeterias or playground areas, etc.
Please check in with the building secretary before leaving that building during any time of the day. Your services
may be needed in another classroom for that period of time.
Substitute teachers may be required to assume all of the duties of the teacher they are replacing or they may be
asked to move to another teacher’s room during the student's instructional day. This may include extra duties
performed by the teacher or assigned by the administrator during the school day.
Some flexibility is required around mid-day in order to allow for variations in lunch periods, different building
schedules, planning periods, etc.
Upon arrival at the building, a substitute must report to the office and sign a substitute report for the
attendance secretary. The secretaries will use the building substitute report to resolve any pay discrepancies, so
it is important that substitutes be accurate in all reporting procedures.

Cancellation of Assignments
When a substitute teacher accepts an assignment she/he is making a commitment to the school and to the
students. In all cases, the substitute should contact the school and let the office know he/she needs to cancel
the assignment.
If a teacher must cancel an assigned job, she/he will cancel the job in the system and direct the system to notify
the substitute teacher of the cancellation. Once a job has been cancelled by the teacher, the substitute teacher’s
availability will be reactivated with the automated system and she/he will be eligible to accept other assignment.
If a teacher fails to cancel an assignment and the substitute teacher shows up, the building administrator will
first re-assign the substitute within the building or other buildings. In the event there is no assignment available
for the substitute, the district will pay ½ day wages at the short-term daily rate.

Change of Personal Information
If you change your name, address or phone number, remember to report the change to the Human Resources
Department. You may submit your change of name or address in person or through district email.
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Inclement Weather
During inclement weather substitute teachers should listen to local media stations or check Cable Channel 21 or
check the www.usd443.org website for delayed openings, early dismissal, or closings. When schools are delayed
substitute teachers should adjust the reporting time and arrive 30 minutes prior to the opening of schools. If a
substitute teacher is unable to report they must follow cancellation procedures and notify the school.
When schools are closed all substitute assignments will automatically be cancelled by the system. Substitute
teachers are not paid for assignments when schools are closed due to weather emergencies.

Payday
Substitute teachers are paid on the same monthly schedule as regular school district employees. Paychecks are
mailed to the substitute teacher’s home unless arrangements have been made for direct deposit. There is an
anticipated one month delay to process new substitute teachers for payroll. Substitute teachers hired near the
end of the pay period may experience a one month delay in receiving any pay check.

Timesheets
The substitute will be expected to fill out a substitute time sheet to be promptly turned in to the Business Office
at 1000 Second Avenue by the 5th of each month. The substitute's voucher and computer-generated report
from the substitute teacher management system must agree for paychecks to be issued correctly. FAILURE TO
TURN IN AN ACCURATE SIGNED PAY VOUCHER PROMPTLY BY THE FIFTH (5th) OF EACH MONTH WILL RESULT
IN DELAY OF PAYMENT UNTIL THE NEXT PAYROLL PERIOD.
Substitute teachers are responsible for notifying the Human Resources Office of name/address/phone number
changes. Name changes will only be made when a copy of a legal document such as a marriage license or
divorce decree is provided.

Compensation
There are three levels of pay for substitute teaching in this district. Payment for each level is determined by the
Board of Education based on the following:
Tier 1:
The first tier is for daily or short-term assignments of 1 to 10 days for the same teacher. Check with the
Human Resources Office for the current rate of pay.
Tier 2:
The second tier is for single assignments of 11 to 40 consecutive days. The Tier 2 (extended) rate of pay
begins on the first (1st) day for the same teacher in the same assignment. Check with the Human
Resources Office for the current rate of pay.
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Tier 3:
The third tier is for single assignments lasting 41 days and over. The Tier 3 (long-term) rate of pay begins
on the first (1st) day for the same teacher in the same assignment or if you are asked to replace a regular
employee absent from service. Check with the Human Resources Office - for the current rate of pay.
In the event that a substitute assignment is extended from one Tier to the next, the substitute’s rate of
compensation will be adjusted to the new rate, and retroactively for the prior days in the same
assignment under the lower rate.

The following procedures are also observed for the purposes of placement on the tier schedule and substitute
pay:
A. When the regular teacher returns, the sequence of days will be broken for purposes of the level 2 or 3
rates unless work is restricted to half days. In that event, the appropriate half-day rate would continue
if substitute responsibility continued unbroken for the same period each day (e.g. mornings only, etc.)
B. No penalty will be assessed regarding level 2 or 3 rates when long-term substitutes have a temporary
illness and return to the same assignment; however, there would be no payment for days the substitute
was absent.
C. No fringe benefits are paid to a substitute teacher except those that would apply to Workers
Compensation.
D. No written contracts or agreements will be issued for irregular or temporary substitute assignments.
E. If you are hired in an extended or long-term assignment your principal must notify the Human Resources
Office to enable you to be coded on the correct tier for the entire assignment.

Conditions for Continued Employment
Dodge City Public School District makes no claims of continued employment toward substitute teachers. All
employees who do not have a signed employment contract for a specific term of employment are "at-will"
employees. An initial employment offer, or any statement or representation in this document or in any other
District communication should not be construed as an implied contract of permanent employment. Nothing in
this document should be read or interpreted as to alter an employee's at-will status.
All employees of the Dodge City Public School District are expected to conduct themselves in accordance with
applicable laws and standards of behavior that support the mission of the school district.
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Substitute Evaluation
The District utilizes an evaluation for Substitute Teachers which is retained in the Substitute teacher’s personnel
file. Schools have the option, based on evaluations, of using PREFERRED lists and DO NOT USE lists in the
automated system to indicate a substitute’s status with that school. PREFERRED lists are created by school
administrators to identify those substitute teachers that best meet the needs of their school. Substitute
teachers on these lists are identified by the system and called first for open assignments at that school.
Administrators may also request that certain substitute teachers not be assigned to their school based on
unsatisfactory performance. These names are indicated on the schools DO NOT USE list. Substitute teachers on
this list are not eligible to receive or accept assignments at those schools.

The Human Resources Office utilizes the following procedures when receiving requests from school
administrators to place substitute teachers on DO NOT USE lists:
•

•

•

•

When a school administrator feels a substitute’s performance has been unsatisfactory or the substitute
has demonstrated inappropriate behavior, a Substitute Evaluation Form must be submitted with the
incident or actions clearly stated.
If the complaint is not an immediate cause for termination the substitute may receive a written warning,
phone call or visit from the Building Principal to discuss the issues and determine if the substitute is
eligible for continued employment.
Complaints received which are considered to be detrimental to the safety and well-being of students will
result in the immediate termination of employment. The substitute teacher will be notified in writing of
this termination.
Administrators dealing with complaints regarding situations involving child abuse or neglect will follow
the reporting guidelines set forth in Board Policy JGEB Child Abuse. They will notify the Executive
Director of Human Resources who will suspend the substitute teacher’s employment pending the results
of an investigation.

Emergency substitutes must re-apply for continuing certification through the Kansas State Department of
Education website. Substitute teachers who do not maintain valid licenses will be terminated from the system.
Their employment file will be held for one year from the termination date. Substitute teachers wishing to
reactivate after being dormant more than a year will need to re-apply to the district as well as the State of
Kansas.

Daily Operational Procedures
Substitutes should obtain room assignments, lesson plan information, daily announcement notices, and/or other
pertinent information at the office. Bulletin boards in the office and classroom should be scanned for any
information that would pertain to operational procedures for the day.
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Familiarity with rules and regulations pertaining to fire and safety drills in each building is necessary. These rules
should be posted in the classroom. If not, substitutes must check with a neighboring teacher or the principal for
instructions.
Personal schedules should be arranged to allow for arrival in the assigned room well in advance of students.
This provides an opportunity to become familiar with the physical setup of the room and to locate materials and
equipment necessary to carry out a successful assignment.
Information regarding attendance, lesson plans, assignments, and other routine procedures should be available
in each room. Lesson plans left by the regular teacher should be followed as closely as possible. If unable to
teach the lesson as prepared by the regular teacher, substitutes should be prepared with alternate lessons that
can be adapted to various subject areas or student needs. Any variation from regular routines should be
recorded in a memo for the regular teacher. The principal should be informed of problems such as inadequate
or missing lesson plans, general problems, or other irregularities, which should be corrected to enable a
substitute to work more effectively.

Classroom Management
Proper discipline is a prerequisite to good teaching. The substitute teacher is responsible for maintaining
classroom control. Each teacher is expected to have a classroom management plan to address discipline
problems as well as to offer recognition when students make good choices. Substitute teachers should also
have a plan that addresses elements of positive reinforcement which focuses on decision-making, problem
solving, and self-control skills for students.
Substitute teachers should expect courteous behavior from students but should remember that respect from
students must be earned. Therefore, sound judgment should be used in building relationships, and a substitute
should not issue an ultimatum which cannot be enforced. Substitutes are expected to handle routine and minor
disciplinary situations. In the case of a serious disruption, the office should be alerted to the problem according
to established building procedures. A disruptive student should never be sent out of the classroom alone without
a way to monitor behavior or to convey information to the office. Corporal punishment shall not be an
alternative in student discipline plans.
Substitute teachers are welcome to eat lunch from the school lunchrooms at the regular adult price.

Student Accident Report
A substitute who either witnesses a student being injured or is supervising the student at the time of injury
should complete an Accident Report form.
The student Accident Report (see appendix) should be submitted immediately to the principal’s office. Should
other pertinent facts develop, the office should be notified by means of a supplemental report.
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Bullying, Harassment and Intimidation:

Board Policies JDDC, GAAA, GAAB, GAAC, JCE, JDD,

JGEC, JGECA, and EBC.
The Board of Education for Unified School District 443, Dodge City, Kansas is committed to a safe and civil
educational environment for students, employees, volunteers, and patrons free from harassment, intimidation
and bullying. This environment stresses the prevention of harassment, intimidation or bullying by integrating
prevention and intervention education and training for all staff.
Harassment, intimidation or bullying means any intentional written or electronic media message, verbal, or
physical act, including, but not limited to, one shown to be motivated by any characteristic of race, color,
religion, ancestry, national origin, gender, gender identity, marital or veteran status, sexual orientation, mental
or physical disability or “other distinguishing characteristics”, when such conduct or communication:
•

Has the purpose or effect of substantially interfering with an individual’s work or school environment;

•

Physically harms a student or damages the student’s property; or

•

Is so severe, persistent, or pervasive that it creates an intimidating or threatening education
environment; or

•

Has the effect of substantially disrupting the orderly operation of the school.

“Other distinguishing characteristics” can include, but are not limited to, physical appearance, clothing or other
apparel, and socioeconomic status. Harassment, intimidation or bullying can take many forms, including: slurs,
rumors, jokes, innuendoes, demeaning comments, drawings, cartoons, pranks, gestures, physical attacks, threats,
hazing or other written, verbal or physical action.
“Intentional acts” refers to the individual’s choice to engage in the act rather than the ultimate impact of the
action(s).
Initiation of a complaint of harassment, intimidation or bullying in good faith will not adversely affect the job
security or status of an employee, nor will it affect his or her compensation. Any act of retaliation against any
person who has filed a complaint or testified, assisted, or participated in an investigation of harassment,
intimidation, or bullying complaint is prohibited. Any person who retaliates is subject to immediate disciplinary
action, up to and including termination of employment.
All employees and volunteers shall be familiar with, and follow Board of Education policies on harassment,
intimidation and bullying.”

Sexual Harassment:

Board Policy GAAC

Sexual Harassment will not be tolerated in the school district. Sexual harassment of employees or students of
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the district by board members, administrators, certificated and support personnel, students, vendors, and any
other having business or other contact with the school district is strictly prohibited. All forms of sexual
harassment are prohibited at school, on school property, and at all school-sponsored activities, programs, or
events. Sexual harassment against individuals associated with the school is prohibited, whether or not the
harassment occurs on school grounds. It shall further be a violation of policy for any employee to discourage a
student or another employee from filing a complaint, or to fail to investigate or refer for investigation, any
complaint lodged under the provisions of policy. Violation of the district policy by any employee shall result in
disciplinary action, up to and including termination.
Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when: submission to such conduct is made either explicitly
or implicitly a term or condition of an individual’s employment; submission to or rejection of such conduct by an
individual is used as the basis for employment decisions affecting such individual; or such conduct has the purpose
or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or
offensive working environment.
Sexual harassment may result from verbal or physical conduct or written or graphic material. Sexual harassment
may include, but is not limited to: verbal harassment or abuse; pressure for sexual activity; repeated remarks to a
person, with sexual or demeaning implication; unwelcome touching; or suggesting or demanding sexual
involvement accompanied by implied or explicit threats concerning an employee’s job status.
Employees who believe they have been subjected to sexual harassment should discuss the problem with their
immediate supervisor. If an employee’s immediate supervisor is the alleged harasser, the employee should
discuss the problem with the building principal or the district compliance coordinator. Employees who do not
believe the matter is appropriately resolved through this meeting may file a formal complaint under the
district’s discrimination complaint procedure (Board Policies GAAB and KN).
Complaints received will be investigated to determine whether, under the totality of the circumstances, the
alleged behavior constitutes sexual harassment under the definition outline above. Unacceptable conduct may
or may not constitute sexual harassment, depending on the nature of the conduct and its severity,
persuasiveness, and persistence. Behaviors that are unacceptable but do not constitute harassment may also
result in employee discipline.
Any employee who witnesses an act of sexual harassment or receives a complaint of harassment from another
employee or a student shall report the complaint to the building principal. Employees who fail to report
complaints or incidents of sexual harassment to appropriate school officials may face disciplinary action. School
administrators who fail to investigate and take appropriate corrective action in response to complaints of sexual
harassment may also face disciplinary action.
Initiation of a complaint of sexual harassment in good faith will not adversely affect the job security or status of
an employee, nor will it affect his or her compensation. Any act of retaliation against any person who has filed a
complaint or testified, assisted, or participated in an investigation of a sexual harassment complaint is
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prohibited. Any person who retaliates is subject to immediate disciplinary action, up to and including
termination of employment.
To the extent possible, confidentiality will be maintained throughout the investigation of a complaint. The desire
for confidentiality must be balanced with the district’s obligation to conduct a thorough investigation, to take
appropriate corrective action, or to provide due process to the accused.
False or malicious complaints of sexual harassment may result in corrective or disciplinary action against the
complainant. See also Board Policies GAAB, GAAC, and KN.

Emergency Procedures
The following list is a general outline of what is expected, check with the principal of your school for specific
emergency procedures.

Child Abuse Reporting
All employees of the Dodge City Public Schools are required to report known or suspected instances of child
abuse. Substitutes are not Mandatory reporters, but if you have reason to suspect that a child has been injured
as a result of maltreatment you will:
•

Contact the office

•

Notify the principal

•

Cooperate with SRS Representatives or police

For specific school policies and procedures regarding this matter, please contact the Principal. Reference K.S.A.
38-1522.

Classroom Emergency
•

Call the office

•

Give your name

•

Give your extension number or room number

•

Describe the condition clearly and accurately

•

Don’t hang up! Let the person you are talking to end the conversation; other information may be
needed.

In every emergency preparedness or disaster all possible steps will be taken to assure the safety of the students
who attend our schools.
•

For all emergencies, the teacher is the authority in the classroom and must act as reason dictates. If
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time permits, the teacher will receive and follow the directions of the building principal or building
leadership.
•

The teacher must stay with the students at all times.

•

The teacher will not release the students without direction from the principal.

Fire
Upon discovery of a small fire:
•

Know the location of the fire extinguishers in your area and promptly discharge it toward the base of the
flames.

•

Get help if necessary

•

Notify the principal’s office when it is safe to do so.

Upon discovery of a large fire:
•

Pull emergency alarm and give verbal alarm

•

Call local Fire Department

•

Evacuate building, alerting people as you go. Seek and assist any disabled persons in the area. Exit
using stairways. DO NOT USE ELEVATORS TO EVACUATE.

•

Make sure all doors leading to the main hallways are closed to prevent further spread of fire. DO NOT
LOCK DOORS.

•

Once outside, move to an open area at least 150 feet away from the affected building. Avoid inner
courtyards. Keep roadways and walkways clear for emergency vehicles.

•

Wait for further instruction from emergency personnel. Do not re-enter the building until they instruct
you to do so.

•

Notify principal’s office when it is safe to do so.

Someone’s clothes on fire
•

Have the person drop to the floor and roll. Smother the fire with a blanket, rug or heavy coat. Call
for help.

•

Administer first aid.
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Fire Drill and Evacuation Plans
Each teacher is responsible for seeing that the Fire Drill and Evacuation Plan is posted in a conspicuous place in
each classroom to which the substitute is assigned. Each teacher is also responsible for informing all students
in each classroom of the evacuation plan for that room.
•
•
•
•
•
•
•
•
•

Remove the roll book.
Make sure all students evacuate
Turn off the lights
Close all doors and windows
Proceed with the class to the evacuation area
If a disaster is within the evacuation path or area, proceed in opposite direction
Take Roll
Keep students quiet orderly and away from emergency personnel and vehicles.
Stay with your students and follow the directions of the administrator or emergency

personnel. For more information on disaster plans, see your principal to review the disaster plan for
the building.

First Aid
•
•
•
•
•

In the event of a serious illness or injury immediately dial 9-911.
Give first aid, if appropriate, until emergency personnel arrives. Do not move victim unless
absolutely necessary.
Check for jewelry with an inscription of medical information; bring it to the dispatcher’s attention.
Call the Office
File appropriate incident forms with the school office.

Smoking
Smoking is prohibited in all student attendance centers in the district as well as all district properties
and vehicles.

District Opportunities for Additional Employment
There are a variety of intramural and interscholastic sports as well as other extracurricular activities that
require many coaches, assistant coaches and sponsors. Certified teachers not presently under contract for
academic teaching are encouraged to apply for such positions. Interested persons should contact the
administrator responsible for activities at either the Middle School or High School to learn of available
opportunities. Occasionally, there are needs for intramural sponsors at elementary schools also.
Because of Activities Association rules, preference is given to fully certified teachers to fill head coaching
23

positions. However, in certain circumstances there may be assistant positions or other sponsorships for
which teachers with substitute certification or other qualifications would be selected. Payment for such
positions varies with each approved sport or activity.
Principals like to finalize coaching and sponsoring assignments as soon as possible when vacancies arise, so it is
recommended that persons interested in coaching or sponsoring contact the appropriate administrator to
apply for available positions. A written letter following your initial application may be sent to the administrator
responsible for the activity or sport to confirm your interest in particular positions.

Criminal History Record Information
The Executive Director, Human Resources, shall ensure that a criminal records check is conducted for each
prospective substitute, except those properly exempted by law, regardless of the length of employment, in
accordance with applicable provisions of the Kansas Department of Education.
Offers of employment are contingent upon board approval following a review of the applicant’s criminal record.

Equal Opportunity/Affirmative Action Statement
Dodge City Public Schools is an Equal Opportunity/Affirmative Action Employer. The District encourages
applications from under-represented group members. Federal and state legislation prohibits discrimination on
the basis of race, religion, color, national origin, ancestry, sex, age, disability and veteran status. In addition,
District policies prohibit discrimination on the basis of sexual orientation, marital status and parental status.
The District Compliance officer is:

Dr. Ramona Nance
Executive Director of Human Resources
Dodge City Public Schools
2112 1st Avenue
Dodge City, KS 67801
620-371-1004
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Dodge City Public Schools Substitute Pay Voucher

Must be submitted not later than the 5th of the month to:
If this time sheet is submitted after the 5th of the month you will not be paid for the duties until the
following pay period
Payroll Office, PO Box 460, 1000 Second Avenue, Dodge City, Kansas 67801
Date

Building

Teacher for whom
you
substituted

Time
# of Hrs. Full
or ½ day

Printed name

Signature

SS#

Phone
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Office use only

Substitute’s Report to the Classroom Teacher
Dodge City Public Schools USD443
Dear Substitute Teacher:
Thank you for working in Dodge City Public Schools. Your efforts are appreciated and your comments about how
your day went are important to the teacher for whom you substituted. Please share any information on this
form that will be helpful to the regular classroom teacher in understanding how the class progressed on the
lessons, student participation, materials for the day’s work, any noteworthy events, etc.
Substitute Teacher

Phone Number

Classroom Teacher

School

Grade and/or Subject Taught

Dates of Service

Lesson/Time

What I taught

Notes on Lesson/Lesson Plans

Comment:

Please use reverse side for additional comments.
If there is anything we can do to make your day more successful and pleasant, please don’t hesitate to contact
other teachers, the building principal or the Human Resources Office for support and assistance. Again, thank
you for serving in our classroom.
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U.S.D. #443 Accident Report Form
School:

Date

Student

Employee

Visitor

Injured’s Name

Grade

Date of Accident

Time of Accident

Place of Accident:
Nature of injury:

Witnesses to Accident: Name:
Name:
Parent or Guardian Notified?

Name
Name
Yes

No

Yes

No

Comments:

Taken to Doctor/Emergency Room?

This form completed by:

Signature

Action taken/needed by maintenance:

Nurse Follow-up:
Nurse’s Signature
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Gender M

F

DRUG-FREE WORK PLACE
The Board of Education believes that maintaining a drug-free work place is important in establishing an
appropriate learning environment for the students of the District. The manufacture, use, possession, sale,
transfer, or purchase of or being under the influence of any illegal drugs or other controlled substances in
any unlawful or unauthorized manner by a classified employee is prohibited on District property or at any
school sponsored event.
As a condition of employment in the District, classified employees shall abide by the terms of this policy.
Any classified employee violating this policy shall be subject to disciplinary action up to and including
termination, and may be referred to the appropriate authorities for possible criminal prosecution.
Classified employees covered by this Agreement may be required to be tested for the presence of drugs
and/or a breath sample for the testing of the presence of alcohol where there is reasonable suspicion to
believe that the classified employee, when appearing for duty or on the job, is under the influence of
alcohol or other drugs or his/her job performance is impaired by the use or abuse of alcohol or other drugs
or if there is verified information pointing toward possible abuse of alcohol or drugs.
Reasonable suspicion must be based upon objective facts or specific circumstances that present a
reasonable basis to believe that the classified employee is under the influence of or is using or abusing
alcohol or drugs. Examples of reasonable suspicion shall include, but are not limited to: slurred speech,
distinguishing odor or smells associated with drug or alcohol use, disorientation, abnormal conduct or
behavior. In addition, such reasonable suspicion must be documented in writing. Written documentation
must be presented as soon as possible to the classified employee, who shall maintain this report in the
strictest confidence, except that a copy shall be released to any person designated by the affected classified
employee. Requested tests under this policy must be taken within two (2) hours of this request. Failure to
submit to the requested test may result in termination.
All sample collection shall be conducted off-site by non-Unified School District 443 personnel and will be
subject to observation and verification as determined by the collection facility.
Classified employees found to have positive test results may be terminated or be subject to random drug
testing at the request of the district for a period of up to eighteen (18) months.
Any classified employee charged under a criminal drug statute may be temporarily suspended with or
without pay, transferred, or reassigned by the Superintendent pending final disposition of such charges.
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Any classified employee who is convicted under a criminal drug statute must notify the Superintendent or
his designated representative of the conviction within five (5) days after the conviction. The
superintendent shall then ensure that notice of such conviction is given to any granting agency within 10
days of receiving notice thereof.
Within 30 days after the notice of conviction is received, the school district will take appropriate actions
with the employee. Any classified employee who is convicted under a criminal drug statute for the
manufacture, sale, transfer, purchase with intent to sell, or possession with intent to sell of any drugs or
other controlled substances in any unlawful or unauthorized manner may be suspended without pay,
transferred, reassigned or terminated.
Any classified employee who is convicted under a criminal drug statute for the use, possession, or purchase
for the classified employee’s use only, of any illegal drug or other controlled substance in an unlawful or
unauthorized manner or is under the influence of such on district owned property or at any school
sponsored activity may be suspended with pay or placed on probationary status. The classified employee,
at the classified employee's expense, shall be required to successfully complete the requirements of an
approved drug abuse assistance or rehabilitation program as a condition of continued employment. The
failure of the classified employee to successfully complete such program may be grounds for termination.
A second occurrence for the same or similar offense may result in the classified employee being suspended
with or without pay, transferred, reassigned or terminated.
Enforcement of this policy shall be by the Board of Education and/or the Superintendent of Schools or
designated representative.
Each classified employee in the district shall have access to a copy of this policy.
This policy is intended to implement the requirements of the Federal Regulations promulgated under the
Drug-Free Work Place Act of 1989, 34 CFR Part 85, Subpart F. It is not intended to supplant or otherwise
diminish disciplinary personnel actions which may be taken under existing laws.

28

USD 443 Non-Discrimination Statement
USD 443 does not discriminate on the basis of race, color, national origin, sex, age, religion, military status,
primary language, and/or disability. This non-discrimination policy applies to admission, employment,
programs, activities, and providing equal access to Boy Scouts and other designated youth groups. A lack of
English language skills will not be a barrier to admission and participation in the Career and Technical
(vocational) and/or other educational programs of the school.
Grievance Procedure
USD 443 has adopted an internal grievance procedure providing for prompt and equitable resolution of
complaints alleging noncompliance with Section 504 of the Rehabilitation Act of 1973 in any program or activity
administered by the District. The following have been designated as Section 504 Coordinators:
Title VI, Age Discrimination Act, Section 504 or other pertaining to Employment: Executive Director of Human
Resources, 1000 2ndAvenue, Dodge City Kansas 67801 (620) 371-1004.
American Disabilities Act, Section 504 or other pertaining to facilities: Executive Director of Business &
Operations, 1000 2nd Avenue, Dodge City Kansas 67801 (620) 371-1001.
Title IX, Section 504 or other pertaining to students: Assistant Superintendents of Elementary or Secondary
Education, 308 W. Frontview, Dodge City, Kansas 67801, (620) 227-1763.
Any person who believes he or she has been subjected to discrimination on the basis of disability in a program
or activity administered by USD 443 may file a grievance under this procedure. Retaliation against a person who
files a complaint of discrimination on the basis of disability pursuant to the grievance procedure, or persons
who participate in related proceedings, is prohibited.
Procedure:
•
•
•

•
•

Grievances must be submitted to the appropriate Section 504 Coordinator within 30 calendar days of
the date the person filing the grievance becomes aware of the alleged discriminatory action.
A complaint must be in writing, containing the name and address of the person filing it. The complaint
must state the problem or action alleged to be discriminatory and the remedy or relief sought.
A complaint form is available.
The Section 504 Coordinator (or his/her designee) shall conduct an investigation of the complaint. This
investigation may be informal, but it must be thorough, affording all interested persons an opportunity
to submit evidence relevant to the complaint. The Section 504 Coordinator will maintain the files and
records of the USD 443 relating to such grievances. The Section 504 Coordinator shall maintain the
confidentiality of the person who files a complaint.
The Section 504 Coordinator will issue a written decision on the grievance no later than 30 days after its
filing.
The availability and use of this grievance procedure does not prevent a person from filing a complaint
of discrimination on the basis of disability with the U.S. Department of Education, Office for Civil Rights,
8930 Ward Parkway, Suite 2037, Kansas City, Missouri, 64114, (816) 268-0550.
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