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Douglass Unified School District 396 

School Directory 

2021-22 

 
         

Central Office 

 

921 E. 1st            Ph. 1-316-747-3300 

Douglass, KS  67039            Fax. 1-316-747-3300 

 

Superintendent of Schools     Rob Reynolds 

Board Clerk       Carrie Shores 

Business Manager                  LaChelle Prather 

School Resource Officer      

Technology Coordinator & Technician    Kim Hamilton 

 

Sisk Middle & Douglass High School 
910 E. 1st        Ph. 1-316-747-3310 

Douglass, KS  67039      Fax. 1-316-747-3315 

 

Principal        Scott Dunham 

Asst. Principal / Activities Director    Jason Menard 

Secretaries:       Diann Giesen & Shawna Green 

Registrar:        Gayle Wright 

Secretarie 

SDiann Giesen, Shawna Green 

Seal Elementary School 

320Chestnut       Ph. 1-316-747-3350 

Douglass, KS  67039      Fax. 1-316-747-3359 

 

Principal        Kim McCune 

Secretaries       Sara Plett & Theresa Mabie 

 

 

WELCOME! 

 
Welcome to USD 396 – Douglass!  We hope the days you spend with us will be enjoyable 

and enriching for you and our students. 

 

The information provided in this booklet is intended to assist you in being more efficient 

and more at ease in your work with us.  It cannot provide information on all matters which 

arise, but should give you guidance in those usual procedures.  If there are questions, the 

administration and regular faculty stand ready to help you in finding the answers.  We 

welcome your suggestions and urge you to fully participate in the activities of the school 

and faculty. 
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SUBSTITUTE TEACHER REQUIREMENTS 

 
The following documents must be on file in the district office: 

 A substitute teacher application; 

 A current Kansas Teaching License, Substitute License or Emergency Substitute 

License; 

 A W-4 federal tax withholding form; 

 A K-4 state tax withholding form; 

 Direct deposit form; 

 Employment eligibility verification (Form I-9 and/or other required documents); 

 Loyalty oath; 

 Copy of driver’s license; 

 Copy of Social Security card or birth certificate; 

 Certification of Health (K.S.A. 72-5213); 

 New Hire Report Form; 

 Race/Ethnicity Form.             

 

PAYROLL 
 

RATE OF PAY 

 

 Full Day $100.00 

 Half Day  $50.00 

 Long Term*  $160.00  

 

*Long Term - one assignment for a period of twenty consecutive days or more. 

 

PAY PERIODS 

 

The payroll period will end on the 15th of each month.  It is encouraged that you maintain 

records of the dates worked along with the Absence Management confirmation number. 

 

PAYDAY 

 

Paychecks will be mailed on or before the 23rd day of every month. 

 

403(b) CONTRIBUTIONS 
 

For instructions on how to initiate, change or redirect salary reduction contributions to your 

voluntary retirement plan(s) please refer to the Bay Bridge Employee Handbook at 

http://www.bbadmin.com/sfr_select_employer.php?id=114. 

 

Salary Reduction Agreements must be given to the payroll office by the 1st of the month to 

become effective on the respective month. 
 

 

 

 

http://www.bbadmin.com/sfr_select_employer.php?id=114
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REPORTING TIMES 
 

Substitute teachers shall report no later than fifteen minutes before school starts.   

 

If assignment is not previously arranged, substitute teachers should report as soon as 

possible to the school, but no later than one hour after being called.   

Punctuality is important!   

 

The following are the building school hours for Monday through Thursday: 

 

  
 

Report Time School Begins School Ends 

Elementary School 
 

7:55 8:10 3:20 

Middle School 
 

7:45 8:00 3:10 

High School 
 

7:45 8:00 3:10 

 

 

The following are the building school hours for Friday Late Start: 

 

  
 

Report Time School Begins School Ends 

Elementary School 
 

8:55 9:10 3:20 

Middle School 
 

8:45 9:00 3:10 

High School 
 

8:45 9:00 3:10 

 

 

Please check with each individual school office about bell schedules and lunch times. 

 

Substitute teachers may be called to serve one full day or more, as well as a minimum of 

one-half day.  One half day can be any 3½ hours worked. 

 

Substitute teachers must report in/out with the secretary or principal in the school office.  

Upon entering the building go directly to the office—do not report directly to the 

classroom. 

 

Substitute teachers are to observe a professional working day.  The workday will begin at 

the designated report time and conclude when school has been dismissed and all children 

have exited the premises, unless the assignment is for one-half of the school day in the 

morning.  In that case, the dismissal time will be no more than 3½ hours from the report 

time.  Emergency deviations from these expectations must be approved by the building 

principal.  Such deviations should be requested in emergency situations only and should 

not become commonplace. 
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Substitutes should remain at the school during the planning periods.  They should not go 

home or leave the building to take care of personal business during that time.  Substitute 

teachers hired for a ‘daily’ assignment are still expected to be available to students for 

questions and additional assistance as well as to the school for supervision of students or to 

help in other ways the building principal deems necessary. 

 

ABSENCE MANAGEMENT 

 

Douglass Public Schools substitute calling is managed by Absence Management (formerly 

AESOP), an automated system.  Absence Management is available 24/7.  1-800-942-3767 

or www.aesoponline.com 

 

Once you have been approved to be a Douglass USD 396 substitute teacher, you will 

receive an e-mail regarding the directions to sign on to Absence Management. 

 

Absence Management calls are made between 6:00 AM until 8:00 AM and again at 4:00 

PM until 10:00 PM.  A substitute can adjust their call times through their Absence 

Management account. 

 

ACCEPTING SUBSTITUTE DAYS 

 

Absence Management offers you the flexibility to proactively search for substitute teaching 

jobs and fill your own schedule the way you want.  To help you benefit most from 

automated substitute placement, Absence Management offers you both phone and web 

services for finding and accepting substitute teaching jobs.  Substitutes can call Absence 

Management toll-free at 1-800-942-3767 or log in online at www.aesoponline.com. 

 

Teachers are not authorized to schedule a substitute.  Do not assume a position outside of 

Absence Management unless it came from the Principal or their designee.  All assignments 

will be made through Absence Management unless under extenuating circumstances. 

 

MANAGE YOUR PREFERENCES 

 

With Absence Management, not only can you plan your schedule ahead of time, but you 

can also choose Non-Work Days, specify preferred schools and adjust call times to fit your 

schedule.  You can also view work history and receive phone and e-mail notifications of 

available jobs. 

 

JOB AVAILABILITY 
 

Absence Management notifies substitutes of available jobs.  Most employee absences are 

entered the day before the absence occurs, but they can enter their absences very far in 

advance.  Substitutes can discover available jobs days, weeks, or even months in advance. 

 

Absence Management can alert substitutes to new jobs through both phone and e-mail 

services.  Substitutes can then choose to accept or reject the assignment. 

 

 

 

 

 

http://www.aesoponline.com/
http://www.aesoponline.com/
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UNABLE TO REPORT 

 

If you are unable to report to your scheduled assignment, 24 hour notice is expected.  

Absence Management will not allow you to cancel an assignment after 6:45 AM of the day 

of the job.  If you need to cancel after this time, please call the respective building.  You 

are expected to call the school and leave a message, stating you are not able to report and 

provide your name and the teacher’s name.  The building offices open at 7:30 AM.  Please 

refer to the school directory page for phone numbers. 

 

TERMINATION OF SUBSTITUTE SERVICE 

 

When a substitute teacher finds it necessary to terminate his/her service with Douglass 

USD 396, please advise the Central Office at 316-747-3300.  A substitute teacher may be 

removed from the USD 396 list of substitutes when an individual’s ability to manage a 

classroom effectively is found to be not in the best interests of students, or for other reasons 

in the best interest of students. 

 

SCHOOL CLOSINGS DUE TO BAD WEATHER 

 

If adverse weather conditions exist which threaten student transportation safety before 

school begins, every effort will be made to finalize the decision no later than 5:30 a.m. due 

to adverse weather conditions.  On mornings when icing is a concern, and forecasts suggest 

clearing, school may be delayed with a late start time of 10:00 a.m.  We contact several 

radio and television stations who will announce the closing information on the air.   OUR 

MAIN CONCERN IS THE SAFETY OF ALL OUR PEOPLE! 

 

Decisions on school closings are made at the district level based on National Weather 

Service Data, county-wide school weather hotline, and early morning observations by the 

superintendent and transportation director.  Please do not call before 5:30 a.m., as we will 

be analyzing data, making observations and preparing to make the decision. 

 

School will not be dismissed due to storm conditions that arise during the day as long as it 

is feasible for students and staff to remain at school safely.  The district is extremely 

reluctant to dismiss school early if the weather is severe. 

 

Listed below are the radio and television stations that will be notified: 

 

KFDI (101.3 FM)  KAKE 10 

KKRD (107 FM)  KSNW - 3 

B98FM/KFH (1330 AM) KWCH - 12 

KZSN (102.1 FM & 1480 AM) 
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SCHOOL INFORMATION 
 

 

SCHOOL RESOURCE OFFICER 

 

The Douglass School District, USD 396 employs a School Resource Officer (SRO).  The 

SRO serves a variety of functions in the schools.  He/she enhances the educational process, 

represents local law enforcement, is an educator of the law, and serves as a mentor to 

students.  The SRO program is designed to bring community resources and schools 

together to give students, parents, and district staff the peace of mind that a safe learning 

environment provides. 

 

PERSONAL PROPERTY 

 

Students and staff are expected to maintain an environment conducive to learning.  

Personal property that would disrupt class should not be brought to school.  Violations will 

result in disciplinary action.   

 

*It is always prudent to check with the office to inquire about the procedures and  rules for 

each individual building.  

 

POSSESSION AND USE OF TOBACCO PRODUCTS 

 

*The use of tobacco products on all USD 396 premises is prohibited. 

 

*Smoking or tobacco use by anyone is not permitted at anytime inside USD 396 buildings.  

 

DISCRIMINATION COMPLAINTS (GAEA, KN) 
 

(The following constitutes the annual notification to substitute teachers regarding the board’s 

policy on non-discrimination.) 

 

U.S.D. 396 does not discriminate against any individual on the basis of race, color, national 

origin, sex, disability, age, or religion in the admission or access to, or treatment or 

employment in the district’s programs and activities and provides equal access to the Boy 

Scouts and other designated youth groups. Harassment of an individual on any of these 

grounds is also prohibited.  Definitions and examples of what constitutes sexual harassment 

are found in District Policy JGEC.  Robert D. Reynolds, 921 E 1st Street, Douglass, KS 

67039, 316-747-3300 has been designated to coordinate compliance with 

nondiscrimination requirements contained in Title VI of the Civil Rights Act of 1964, Title 

VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, 

Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 

1990.  Information concerning the provisions of these Acts, and the rights provided 

thereunder, are available from the compliance coordinator.  For information about 

complaint procedures see Board Policy KN.   

 

Complaints of discrimination will be resolved using the district’s discrimination complaint 

procedure.  
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SEXUAL HARRASSMENT (GAAC) 

 

Sexual harassment will not be tolerated in the school district.  Sexual harassment of 

employees or students of the district by board members, administrators, certified and 

classified personnel, students, vendors, and any others having business or other contact 

with the school district is strictly prohibited. 

 

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. 

 

No district employee shall sexually harass, be sexually harassed, or fail to investigate or 

refer a complaint of sexual harassment for investigation.  Complaints of sexual harassment 

by employees will be promptly investigated and resolved.  Initiation of a complaint of 

sexual harassment will not adversely affect the job security or status of an employee, nor 

will it affect his or her compensation or work assignment.  Violation of district policy shall 

result in disciplinary action, up to and including termination. 

 

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, or if the employee is uncomfortable discussing the issue with his/her 

supervisor, the employee should discuss the problem with the principal or the 

superintendent.   

 

Any act of retaliation against any person who has complained of sexually harassing 

behavior is prohibited and illegal.  Any person who retaliates is subject to immediate 

disciplinary action, up to and including termination. 

 

Employees who do not believe the matter is appropriately resolved may file a written 

complaint under the district’s discrimination complaint procedure.  Steps will be taken to 

ensure confidentiality throughout the complaint procedure.  

 

RACIAL HARASSMENT (GAACA) 

 
Racial harassment is unlawful discrimination on the basis of race, color or national origin.  All 

forms of racial harassment are prohibited at school, on school property, and at al school-sponsored 

activities, program or events.  Racial harassment against individuals associated with the school is 

prohibited whether or not the harassment occurs on school grounds. 

 

No student, employee or third party is to racially harass any student, employee or other individual 

associated with the school.  No district employee should discourage an employer or student from 

filing a complaint, or to fail to investigate or refer for investigation, any complaint lodged under the 

provision of this policy.  Any violation of this policy by an employee shall result in disciplinary 

action, up to and including termination.   
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Racial Harassment can be physical or verbal or written or graphic.   Any employee that has been 

harassed or has witnessed it should report it to the principal.  No employee should discourage a 

fellow employee or student from reporting such claims.  Retaliation against an employee or student 

reporting such claims will not be tolerated. 

 

BULLYING BY STAFF (GAAE, JDDC) 

 
The board of education prohibits bullying in any form, including electronic means, on or while 

using school property, in a school vehicle or at a school-sponsored activity or event.  The 

administration shall propose, and the board shall review and approve a plan to address bullying on 

school property, in a school vehicle or at a school-sponsored activity or event. 

 

The plan shall include provisions for the training and education of staff members.  Staff members 

who bully others in violation of this policy may be subject to disciplinary action, up to and 

including suspension pending a hearing and/or termination.  If appropriate, staff members who 

violate the bullying prohibition shall be reported to local law enforcement. 

 

CONFIDENTIALITY 

 
Student Information 

Confidential student information, whether written or oral, shall be handled in a confidential manner 

and be discussed only with the parents/guardians of the particular student and appropriate school 

personnel. Violations of this rule which violate the privacy rights of students could result in 

disciplinary actions being taken against the employee, up to and including termination.   

 

Personnel Information 

 

Confidential personnel information, whether written or oral, shall be handled in a confidential 

manner and be discussed only with appropriate school personnel. Violations of this rule which 

violate the privacy rights of personnel could result in disciplinary actions being taken against the 

employee, up to and including termination.   

 

 

CHILD ABUSE (GAAD) 
 

Any district employee who has reason to know or suspect a child has been injured as a result of 

physical, mental or emotional abuse or neglect or sexual abuse, shall promptly report the matter to 

the local Kansas Department for Children and Families (DCF) office or to the local law 

enforcement agency if the DCF office is not open.  Employees may file a report of suspected abuse 

anonymously to either DCF by phoning 1-800-922-5330 or to local law enforcement officials.  The 

Code for Care of Children also provides civil immunity from prosecution if the report is made in 

good faith. 

 

The employee making the report will not contact the child’s family or any other persons to 

determine the cause of the suspected abuse or neglect. 

 

DCF or Law Enforcement Access to Students on School Premises 

The building principal shall allow a student to be interviewed by DCF or law enforcement 

representatives on school premises to investigate suspected child abuse and shall act as appropriate 

to facilitate the agency’s access to the child and to protect the student’s interests during the process.  

State law grants the investigating agency the authority to determine whether a school employee 

may be present while the interview is being conducted, taking into account the child’s best 

interests.  If asked to sit in on the interview by the agency representative conducting it, the  
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building principal or designee thereof shall oblige such request in order to provide comfort to the 

child throughout the process and to facilitate the investigation. 

 

Cooperation Between School and Agencies 

Principals shall work with DCF and law enforcement agencies to develop a plan of cooperation for 

investigating reports of suspected child abuse or neglect.  To the extent that safety is not 

compromised, law enforcement officers investigating complaints of suspected child abuse or 

neglect on school property shall not be in uniform.  

 

Reporting Procedure 

The employee shall promptly report to the local DCF office or law enforcement if DCF is closed.  It 

is recommended the building administrator also be notified after the report is made. 

 

If the building principal has been notified, the principal shall immediately notify the superintendent 

that the initial report to DCF has been made.  If appropriate, the principal may confer with the 

school's social worker, guidance counselor or psychologist.  At no time shall the principal or any 

other staff member prevent or interfere with the making of a suspected child abuse report. 

 

If available, the following information shall be given by the person making the initial report:  name, 

address and age of the student; name and address of the parents or guardians; nature and extent of 

injuries or description of neglect or abuse; and any other information that might help establish the 

cause of the child’s condition. 

 

Any personal interview or physical inspection of the child by any school employee shall be 

conducted in an appropriate manner with an adult witness present. 

 

State law provides that anyone making a report in good faith and without malice shall be immune 

from any civil liability that might otherwise be incurred or imposed. 

 

WEAPONS POLICY 

 

Possession of any type of weapon is strictly forbidden on school property.  The Weapons 

Policy is available in each building. 
 

 

       SAFE ENVIRONMENT IS A KEY TO SUCCESS 
 

Safety concerns have been a priority for the Douglass schools for many years.  In 1991, the 

Crisis Procedure Manual was developed.  This user-friendly manual allows quick access to 

emergency information and procedures.  Areas covered include: hazardous waste, 

explosions, crashes, loss of utilities, severe weather, deaths, funerals, acts of violence, fire 

drills, bomb threats, natural disasters, counseling law enforcement, and medical 

emergencies. 

 

Recent revisions to the manual have taken place.  Emphasis on building level emergency 

planning has included railroad situations, lock down, and evaluation policy while updating 

teacher checklist procedures.  The new policies relating to the building emergencies are 

included.  Each school district employee will receive the latest revision of the manual.  

Should you have any questions or concerns please contact the building administration. 
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DISTRICT BUILDING EMERGENCY PROCEDURES 

 

In case of emergencies, the following steps will be taken immediately: 

 

1. Call 911 and advise the Butler County Sheriff’s Department of the situation. 

2. Call the Superintendent’s office to inform him of the situation. 

(The superintendent or his designee will place necessary information on the 

weather hotline.) 

3. Conduct a quick investigation to determine the complete nature of the 

problem. 

4. Office/administrative staff will answer phone calls and explain the action 

that will be taken to parents. (Phone lines will be kept open for this 

purpose.) 

 

The following procedures will be used to deal with specific problems: 

 

RAILROAD ACCIDENT 

 

1. An immediate investigation will be conducted to determine if any risks 

exists (chemicals, explosives, etc.). 

2. If a risk is determined, all building administrators will coordinate actions 

directed by the superintendent in association with Butler County Emergency 

Preparedness. In the absence of the superintendent, the tenured building 

administrator will coordinate the efforts.  The following actions will also 

take place: 

A. Ventilation systems will be turned off and students will be required 

to stay in the buildings with all doors closed. 

B. Augusta/Rose Hill Schools may be contacted for possible relocation 

of students.  (If we would not have access to our buses, we may 

request assistance from either or both Augusta/Rose Hill.) 

C. Transportation Director shall be contacted for evacuation.  Buses 

will load in front of the Middle School/Educational Support Facility 

and the Elementary School.  Should time be of the essence, all 

available transportation would be mobilized with adult drivers to 

ensure the safety of all.  Since USD 396 does not have enough buses 

for all district students, buses may be requested from Augusta/Rose 

Hill on a time permitting basis. 

D. Every effort will be made to get directions from emergency 

personnel prior to any evacuation. 

 

LOCKDOWNS – INTRUDER 

 

A.        Instructions will be announced over the intercom to all teachers and 

employees. 

 B. Teachers will be required to keep all students in the room, if feasible, 

they will lock their doors. 

 C. The secretary will call 911 and the central office for assistance.  If 

this is not feasible immediately, the call will be made as soon as 

possible.  The Principal will be in charge until emergency personnel 

arrive. 
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LOCKDOWNS – SEARCHES 

 

A. Teachers will be notified over the intercom to keep students in the 

room and locked if necessary. 

B. Searches will be made by appropriate personnel with the principal or 

the principal’s designated. 

C. The principal will ensure that student’s rights are not violated. 

 

 

EVACUATION PROCEDURES 

 

A. Call 911.  The central office will be notified.  The principal or 

designee is in charge until emergency personnel arrive. 

B. If the evacuation is because of a bomb threat, NO electrical devises 

such as intercoms or fire alarms will be used.  Students and teachers, 

along with their grade books, will move to a location designated at 

that time by the building principal. 

C. Teachers are to take attendance after they reach the evacuation spot. 

D. The principal will meet emergency personnel and assist them as 

requested. 

 

 

 

BLOODBORNE PATHOGENS 
 

Bloodborne Pathogen: infectious material in blood that can cause disease in humans, including 

hepatitis B, C, & HIV. 

  

Transmission: the spread of infection by direct or indirect contact with infected blood and body 

fluids.   Bloodborne pathogens can be contracted through sexual contact, through contaminated 

medical or dental equipment, or contact with infected blood from cuts and nosebleeds.  Few cases 

of AIDS have been documented from occupational (work) exposures.  Approximately 8,700 health 

care workers each year contract Hepatitis B. 

 

Prevention: Treat all human blood and body fluids as if it is infectious (universal precautions) and if 

skin or mucus membranes come in contact with blood wash with soap and water.  Wash your 

hands frequently! 

 

Occupational Risk: You are at risk if you 

 

 1)   have a potential of being bitten or scratched (where blood is seen) by a student; 

2) clean up blood or body fluids; 

3) perform medical procedures; and/or 

4) handle sharp objects that are contaminated with blood. 

 

A vaccine that is only for hepatitis B (involves a series of 3 shots & is 90% effective) is available 

from the health department.  See the nurse if you think that you are at risk and need the vaccine. 

 

Protective Equipment:  Gloves, goggles, and masks (provided by the school) for protection when 

handling blood or body fluids or if there is a potential for splashing of contaminated fluid.  If you 

have an open wound on your skin, cover it with a waterproof dressing and keep it clean.    
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Housekeeping: Clean all equipment and working surfaces as soon as possible after contact with 

blood or other potentially infectious material with the disinfectant provided by the school.  Never 

pick up broken glass with gloved or bare hands. Place contaminated sharps in the red waste 

containers. 

 

Bloodborne Pathogen Exposure Control Plan:  A manual is located in each school office. 

 

What to do if an exposure occur?  Any specific eye, mouth, other mucus membranes or open 

wounds that is in contact with blood or body fluids containing blood is considered an exposure and 

needs to be reported. Wash the affected area right away with soap and water.  Flush mucous 

membranes with water. A referral to a health care provider will be initiated and treatment will be 

started based on the risk of transmission. 

 

Symptoms:  Hepatitis:  “Inflammation of the liver” caused by different viruses. There is no cure or 

specific treatment. 30% of patients have no signs or symptom and it takes 1-9 months for flu-like 

symptoms to occur.  Symptoms progress to jaundice which is a distinct yellowing of the skin & 

eyes. 

 

HIV: swollen glands, night sweats, fatigue, diarrhea, appetite loss, rapid weight loss and white 

spots in the mouth. 
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 By Alpha By Room Number 
A109 North Multi-Purpose C122 Ast - MS Gym 
A112 South Multi-Purpose E119-120 Auditorium 
A114 Tilton - Structured 

Learning 
H128 Bailey 

A121 Mayfield F105 Bergley 
A122 Wasson A123 Biechler 
A123 Biechler H107 Braddy 
A126 Grimmett A140 Brewer 
A128 Jantz A131 Carder 
A131 Carder A133 Clasper 
A132 Nordstedt D125 Conway 
A133 Clasper H125 Coombes 
A135 Fox, S. D122 Counseling Center 
A136 HS Lounge/Workroom D131 Counseling Classroom 
A140 Brewer B107/109 Dressler, C. 
A144 Estes F116 Dressler, D. 
B103/106 Nispel, M. B128 E. Young 
B107/109 Dressler, C. C112 E-Flex 
B120 Rhodes A144 Estes 
B128 E. Young H129 Fox, Matt 
C103 Library F111 Fox, Mike 
C111 Keyboarding A135 Fox, S. 
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C112 E-Flex H110 Frakes 
C122 Ast - MS Gym D124 Fraley 
C125 Technology D134 Gardner 
C130 Storage A126 Grimmett 
D105-118 Main Office Suite D120 Houser - HS Counselor 
D120 Houser - HS Counselor G135 HS Gym 
D121 Wright - HS Registrar E103 HS Kitchen 
D122 Counseling Center A136 HS Lounge/Workroom 
D123 Zaldivar - MS Counselor A128 Jantz 
D124 Fraley E111 Kerwood - HS/MS Band 
D125 Conway C111 Keyboarding 
D131 Counseling Classroom F106 Keys 
D134 Gardner H111 Kroeker 
E103 HS Kitchen F108 Lawson 
E111 Kerwood - HS/MS Band C103 Library 
E118 Pfenninger - HS/MS 

Vocal 
D105-118 Main Office Suite 

E119-120 Auditorium A121 Mayfield 
F105 Bergley H130-H133 MS Lounge/Workroom 
F106 Keys H105 MTSS Classroom 
F108 Lawson B103/106 Nispel, M. 
F111 Fox, Mike A132 Nordstedt 
F116 Dressler, D. A109 North Multi-Purpose 
G134 Sayahnejad - Weight Rm E118 Pfenninger - HS/MS 

Vocal 
G135 HS Gym B120 Rhodes 
H103 Speech Office - Vaughn G134 Sayahnejad - Weight Rm 
H104 Speech Classroom H121 Sizemore 
H105 MTSS Classroom A112 South Multi-Purpose 
H107 Braddy H114 Spare Classroom 
H108 Spare Classroom  H108 Spare Classroom  
H110 Frakes H104 Speech Classroom 
H111 Kroeker H103 Speech Office - Vaughn 
H114 Spare Classroom C130 Storage 
H121 Sizemore H124 Straub 
H124 Straub C125 Technology 
H125 Coombes A114 Tilton - Structured 

Learning 
H128 Bailey A122 Wasson 
H129 Fox, Matt D121 Wright - HS Registrar 
H130-H133 MS Lounge/Workroom D123 Zaldivar - MS Counselor 
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Substitute Teacher’s List of Responsibilities 
 

 
 

To enable each student to pursue his/her education as smoothly and 

completely as possible in the absence of the regular teacher, the substitute’s 

responsibility is to: 

 Notify the office immediately should a student become ill or an accident 

occur.  

 Notify the office immediately if disciplinary assistance is needed. 

 Consult the secretary for supplies not available in the room. 

 Become familiar with audio-visual materials and machines. 

 Report damage of equipment or materials to the office. 

 

At the end of the teaching day, the substitute should: 

 Leave the teacher’s desk and room in order. 

 Return equipment to the proper place(s). 

 Turn off lights, close windows, and/or doors. 

 Leave keys and materials in the office. 

 Make sure that all paperwork is completed and turned in to the office. 

 Leave comments, a record of the day’s progress, and student assignments on 

the teacher’s desk or in their box. 
 

A substitute teacher should recognize that he/she will benefit by: 
 Considering all records confidential. 

 Avoiding discussion and comparison of situations in one school while 

serving in another. 

 If necessary, making all observations, suggestions, or criticisms to the 

principal of the school involved. 

 Using discretion in expressing personal reactions and opinions about what is 

seen and heard in the classroom. 
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 Ask for location of lesson plans, seating charts, room numbers, daily class schedule, 

and class attendance books. 

 

 Unless otherwise directed by the principal, you are to carry out the duties that the 

regular teacher would have performed on the specific day(s) of absence.  Keep a 

record of pupil attendance and follow the lesson plans provided by the teacher.  

Supplemental activities should not replace the teacher’s plans, but they may be 

used if you have completed the day’s assignments or have discussed the change in 

lesson plans with the building principal.  Avoid talking and wasting time.  Remain 

on task and focus on the objectives of the lesson at all times. 

 

 The need to grade papers varies from class to class and grade level to grade level.  

Papers can generally be graded at the elementary level, particularly when teacher’s 

editions or grading keys are available.  Much work at the secondary level requires the 

regular teacher to evaluate students’ work and a substitute may not have the 

background necessary to do this task.  Although we do not require you to grade papers, 

if you choose to do so, look for the teachers’ instructions and work to follow those 

guidelines. 

 

 Constructive criticism is welcome but destructive criticism is never justified.  

Student records that are available to substitutes are personal in nature and their 

contents must be treated as confidential.  Student records are not to be discussed 

outside the confines of the school. 

 

 Proper discipline is required for learning.  Be familiar with discipline procedures and 

learn to get control of the class.  Be fair, firm, and friendly in the operation of the class.  

Good discipline is positive, not negative.  It consists of keeping students interested and 

busy doing things that are constructive and worthwhile.  AT NO TIME ARE YOU TO 

ADMINISTER CORPORAL PUNISHMENT! 

 

 Prior to leaving your daily assignment, leave a summary of work completed and 

comments about the class on the desk of the regular teacher.  If possible, leave a 

note highlighting a successful experience with the class or an individual student.  

The returning teacher always appreciates information about the events of the day.  

Straighten the room (chairs, desks, etc.) and always return the room to the order 

you found it upon arrival.  Close and lock all windows, turn off all machines, 

electrical appliances, and lights.  Report to the office to check out.  Be sure to 

return keys and any other materials that you received upon your arrival. 
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 All bulletins, notes, mail, and information addressed to the regular teacher should be 

placed in the teacher’s planning area or mailbox so that they may be seen immediately 

upon the teacher’s return.  Permanent chalkboard work should be left intact unless the 

teacher’s absence is prolonged to the point that it is no longer useful.  All temporary 

work should be erased.  Pens, erasers, chalk, and paper should be collected and placed 

where they belong at the end of the day.   

 

 In the event of a student accident or health problem, the school nurse and/or the 

school principal should be notified immediately. 

 

 Students are expected to share the responsibility of making the day’s work effective 

despite the absence of the regular teacher.  A substitute teacher should expect the full 

cooperation of all students in the room and should help to ensure such cooperation by 

planning to make the day worthwhile and productive. 

 

 A strong teacher takes time to start the day right.  He/she is alert to see that the 

class is in order and that all materials are ready.  Be aware that the confidence of 

the pupils may be won or lost in the first ten minutes.  By using a seating chart, 

the substitute may soon learn the students’ names.  The substitute should not 

change the seating arrangement or any other part of the room organization except 

for temporary grouping of pupils for instruction or committee work.  The 

substitute’s name should be written on the board and pronounced for the 

students. 

 

 Remain focused and on task.  Brief directions given with energy will save time and 

prevent disorder.  No teacher should use threats to obtain the desired reaction from 

students.  Much of the skills of a teacher lie in the ability to arouse the pupils’ interest 

and willingness to cooperate without using undue pressure.  Consult the teacher’s 

lesson plans for the names of reliable students who can be a source of help and 

information during the day.   

 

 Don’t forget that teachers in neighboring rooms may also be a reliable resource of 

helpful information.  They know the ropes! 

 

 Do not be afraid or embarrassed to ask questions!  School administrators prefer to have 

their employees well informed.  
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Being a prepared and professional substitute teacher begins at 

home.  Here are a few suggestions to get you out the door and on 

your way to a successful day of substitute teaching: 
 

 When answering early morning calls, know your schedule of availability for the day.  

The volume of daily calls to fill all assignments is considerable.  Being prepared to give 

a quick response and record an accepted assignment is of the utmost importance.  Be 

decisive!  While advanced assignments are made whenever possible, most calls are 

made early in the morning on the day of employment. 

 

 Have a calendar readily available to refer to for upcoming assignments.  Keep detailed 

records of the dates you have worked, the teacher’s name and if it was a full day or a 

half-day position. 

 

 Select a professional wardrobe.  Your appearance makes an impression on students, 

either positive or negative.  Dress in a manner that communicates your confidence in 

yourself and your belief in yourself as a professional. 

 

   Try to get to the classroom and orient yourself before the students arrive.  Then greet 

students at the door in a friendly, yet businesslike manner as they enter the room.  

Introduce yourself, and ask them to take their seat.  This demonstrates to students that 

you are interested in them and care about them.  It also demonstrates that you are not 

afraid of them.  Greeting students at the door gives them a few seconds to mentally 

prepare for the reality that their teacher is not going to be in the classroom.  Do not 

merely sit behind the desk during class, walk among students, and monitor their 

progress.   

 

 Note:  In elementary classrooms, you should also plan to greet students at the door after 

each activity in which the class as a whole has left the room (e.g., after recess or lunch) 

to maintain the positive tone throughout the day. 

 

 Be a good role model for students.  Stay on task with lesson plans, treat students with 

dignity and respect, be polite to students and staff members, and show good judgement 

in all of your actions. 
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SSuubbssttiittuuttee  TTeeaacchhiinngg  ffrroomm  AA  ttoo  ZZ  

 

 

A is for All children can learn. 

 

B is for Believe in boys and girls.  Let them know you believe that they can succeed.  

  Encourage them to be the best they can be. 

 

C is for Communication.  The verbal and written expressions to relay what the day  

will bring and what transpired while the regular classroom teacher was absent. 

 

D is for Discipline.  Be consistent and communicate your expectations and  

consequences assertively. 

 

E is for Enthusiasm.  Your enthusiasm, or lack thereof, will set the tone in every  

classroom where you teach. 

 

F is for the Fire Drill that may occur at exactly 10:32.  Look for and locate the  

exit plan for each room in which you work. 

 

G is for Guided Practice.  The practice that begins immediately after the concept  

has been taught with the teacher monitoring student work. 

 

H is for Humor.  A quick wit and the ability to laugh at something funny will help  

you develop a rapport with students.  It can also release tension and will help the  

day go by more quickly. 

 

I is for the Instructions you give to students.  For the best results, state them  

clearly and concisely. 

 

J is for June, that month in the distant future when the phone will stop ringing at  

6:00 in the morning. 

 

K is for Kinetic, which is an adjective to describe a class of students, who seem  

incapable of sitting still for a whole class period.  Pull something out of your  

Super Sub Pack to motivate time-on-task. 

 

L is for the Lesson Plans, left by the regular classroom teacher.  Focus on the  

objectives of the lessons and remain on task at all times. 

 

M is for Media Center.  The 90’s jargon for the library. 
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N is for a Newspaper which can be used by a creative substitute teacher to fill extra  

class time with meaningful activities, like writing a news story about the front  

page picture or planning a banquet for 30 people from the grocery store ads. 

 

O is for Office.  The place where you should check in when you first arrive for a  

teaching assignment.  The staff will be a helpful resource for the day. 

 

P is for Pencils and Pens.  Bringing a few extra ones with you is always a good  

idea, but be sure you have them labeled in some way so you can identify them as  

yours at the end of the class period. 

 

Q is for Question Techniques, which extend student thinking and take the learning  

experience to a higher level. 

 

R is for Restrooms.  Locating them before school might save the day for you or  

your students. 

 

S is for the Seating Chart, which you will find with the plans for the day.  Being  

able to call students by name really helps the day run smoothly. 

 

T is for Traveling Teachers, which is really another name for Substitute Teachers.   

Teachers who stop along their journey to impart knowledge and wisdom with a  

new group of students each day. 

 

U is for Unexpected, which translates into Murphy’s Law for Substitutes:  If it is  

going to happen, it will happen while you are there as a substitute teacher. 

 

V is for Value of the service you provide in educating today’s youth. 

 

W is for the Weekend in which we all look forward to having time to relax and  

recharge. 

 

X is for the X-tra class you helped cover during your plan period and the X-tra  

effort you give to ensure that the students succeed. 

 

Y is for You.  The essence of teaching is giving, but hold back a little for yourself so  

that you don’t burnout by December.  We need you all year long. 

 

Z is for the Zest with which you answer the late phone call or a rainy Monday  

morning when an extra cup of coffee and the morning newspaper are so inviting. 

 

Thank you! 
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SUPER GOOD! 

1. You’ve got it made. 

2. SUPER! 

3. That’s right! 

4. That’s good! 

5. You’re really working hard today. 

6. You are very good at that. 

7. That’s coming along nicely. 

8. GOOD WORK! 

9. That’s much better. 

10. I’m happy to see you working like that. 

11. Exactly right. 

12. I’m proud of the way you worked 

today. 

13. You are doing that much better today. 

14. You’ve just about got it. 

15. That’s the best you have ever done. 

16. You’re doing a good job! 

17. THAT’S IT! 

18. Now you’ve figured it out. 

19. That’s quite an improvement. 

20. GREAT! 

21. I knew you could do it. 

22. Congratulations! 

23. Not bad. 

24. Keep working on it, you’re improving. 

25. Now you have it! 

26. You are learning fast. 

27. Good for you! 

28. Couldn’t have done it better myself. 

29. You are a joy. 

30. One more time and you’ll have it. 

31. You really make my job fun. 

32. That’s the right way to do it. 

33. You’re getting better every day. 

34. You did it that time! 

35. You’re on the right track now. 

36. Nice going. 

37. You haven’t missed a thing. 

38. WOW! 

39. That’s the way! 

40. Keep up the good work. 

41. TERRIFIC! 

42. Nothing can stop you now. 

43. That’s the way to do it! 

44. SENSATIONAL! 

45. You’ve got your brain in gear today. 

46. That’s better. 

47. That was first class work. 

48. EXCELLENT! 

49. That’s the best ever. 

50. You’ve just about mastered that. 

51. PERFECT! 

52. That’s better than ever. 

53. Much better! 

 

WONDERFUL! 

54. You must have been practicing! 

55. You did that very well. 

56. FINE! 

57. Nice going. 

58. You’re really going to town. 

59. OUTSTANDING! 

60. FANTASTIC! 

61. TREMENDOUS! 

62. That’s how to handle that! 

63. Now that’s what I call a fine job. 

64. That’s great. 

65. Right on! 

66. You’re really improving. 

67. You’re doing beautifully. 

68. Superb! 

69. Good remembering! 

70. You’ve got that down pat. 

71. You certainly did well today. 

72. Keep it up! 

73. Congratulations. You got it right. 

74. You did a lot of work today. 

75. Well look at you go! 

76. That’s it! 

77. I’m very proud of you. 

78. MARVELOUS! 

79. I like that. 

80. Way to go! 

81. Now you have the hang of it! 

82. You’re doing fine. 

83. Good thinking. 

84. You are really learning a lot. 

85. Good going. 

86. I’ve never seen anyone do better. 

87. Keep on trying! 

88. You out did yourself today! 

89. Good for you! 

90. I think you’ve got it now. 

91. That’s a good boy/girl. 

92. Good job, (student’s name). 

93. You figured that out fast. 

94. You remembered! 

95. That’s really nice. 

96. That kind of work makes me happy. 

97. It’s such a pleasure to teach when you 

work like that. 

 

When asked “How are you”? 

Reply—Super good, but I’ll get better! 
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 BE THERE.  Your presence in class provides both an example and generates 

acceptance of setting immediately to work.  Be there with a pleasant attitude and neat 

appearance.  (Be at the door to greet each student if possible.) 

 BE PREPARED.  Be aware that an unprepared class period is comparable to inviting 

guests to seat themselves at the dinner table before making out your shopping list.  

The students know when you are prepared and when you are not.  Being prepared 

includes being well groomed and presentable. 

 BE CONCERNED.  Be sincere in feeling and expressing genuine concern about 

student absences, problems, accomplishments, and successes.  “I am interested in 

you,” spoken sincerely, is magic. 

 BE POSITIVE, ALERT, & LOOK HAPPY.  How would you like being required 

to look into an expressionless and/or scowling face for a whole hour?  Practice 

smiling—it adds face value.  Your posture, clothes, and appearance all speak your 

beliefs and values. 

 BE CONSISTENT.  Be aware that a steady workload, rather than highs and lows, 

make for better response.  You must also be determined to control excessive 

fluctuations in your own temperament. 

 BE FIRM.  Be assured that a “No” is better than a non-committal could-be-either-

way, reply. 

 BELIEVE IN YOUR STUDENTS.  Be sure to let them know you believe they can 

succeed.  Rejoice with each step forward.  Be ready with suggestions and positive 

reinforcements for the next move onward.  Use the 99 Ways to Say “Very Good”. 

 BE HUMAN.  Be constantly tuned to the needs and feelings of the youngsters.  

Students prefer their teachers to provide models rather than pals.  Be aware of what is 

going on in the community and allow students to react. 

 BE AWARE.  Be very conscious that the primary purpose of your presence in the 

classroom is to teach; that time wasted away today may mean some boy or girl loses 

an opportunity tomorrow.  Your everyday attitude toward each student will be 

noticed. 

 BE DEDICATED.  Be altogether positive that nothing, absolute nothing, provides a 

greater opportunity to fulfill an obligation to humanity than the day-to-day task of 

helping young people step confidently into the future. 

 BE ASSURED.  Be assured that there will be times when these guides will fall short 

of the answer.  However, perseverance and determination will get you through. 

 BE CERTAIN.  Be certain that nothing can replace common sense!  Common sense 

works better when mingled with simple courtesy and abiding confidence that you can 

work out a solution through persistent effort.  Never say I can’t! 

 

 

 


