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Substitute Handbook

2007-2008
4th and Parque

P.O. Box 275

Maxwell, NM 87728

(505) 375-2371/FAX (505) 375-2377

website: www.maxwellp12.com

FORWARD
We are pleased that you have decided to work as a substitute teacher with the Maxwell Municipal Schools.  In your capacity as a substitute teacher, you will be a very important person to community, to the school and especially to the students.  We trust that you will enjoy the experience. 

This material has been prepared for your information.  We ask that you read it and refer to it often, since it is designed to aid you in carrying out your duties.  We hope that you will find it helpful.  Additional information or clarification may be obtained at the Principal’s Office or the Central Office.

Central Office--------------------------------------------------
375-2371

Administrative Assistant -Yolanda Trujillo--------      Ext. 200

Superintendent – Dr. J---------------------------------     Ext. 201

Business Manager - Susan Robinson----------------
 Ext. 202


Principal – TBA----------------------------------------     Ext. 229

School Secretary - Brenda Jones --------------------
 Ext. 230

                               Home:  375-2016


Counselor – David Salas ------------------------------
 Ext. 228

Nurse – Candice Busa
----------------------------------    Ext. 215
I.  REQUIREMENTS
All substitutes must be approved for employment under the Public Education Department Regulations.  Before being placed on the school’s substitute list, all substitute teachers should have on file in the Maxwell Municipal Schools Central Office the following: 
A. Application for the position of substitute teacher

B. Health Department or Doctor’s Certificate, certifying that substitute teacher is free of Tuberculosis.  (The school nurse may administer the test)

C. Immigration and Naturalization Service form I-9. (Non-residents)

D. A copy of the individual’s GED, High School Diploma, college transcripts or degree earned  

E. *Fingerprint information and a $34.00 certified bank check or money order made out to the Department of Public Safety  
F. Complete an application for license; submit to the state office 
G. Signed Substitute Teacher Non-Disclosure Form 

Prior to the first day of substitute work, each applicant must have on file in the Business Manager’s office:
a.  Internal Revenue Service Form W-4

b. Form I-9

*Applicants recommended for employment with the district are subject to work history, education history and reference investigations, including, but no limited to, substitutes and temporaries.  Each applicant will be subject to a criminal background investigation, including mandatory fingerprinting, at the candidate’s expense. 

All offers of employment are contingent upon the satisfactory completion of background investigations.  Criminal convictions shall not automatically bar an applicant from obtaining employment with the district; however, pursuant to the Criminal Offender Act, NMSA 1978 SS28-2-4 and 28-2-5, may be the basis for refusing employment. 
II. GENERAL INFORMATION
· On the day of an assignment, substitutes are to first check in with the Maxwell School’s Secretary (High School Office).  You will receive any needed direction and paperwork. Her office is located at the West end of the High School.  
· Elementary teachers will leave a list of students who are bussed, students picked up by parents and students who will walk home.  Teachers will also “red flag” any concerns regarding child custody and with whom the child should be released.
· Monitor the classroom as the students enter and exit each period. Never leave students unattended. 
· Once in the classroom, take roll and record students who are present, absent or tardy on a Daily Attendance Form.  Acquire the lunch count.  Be sure to include yourself, if eating a school lunch. 
      Note:    Child’s Lunch: k-5th grades--Adult Lunch: 6th-12th grades Attach the
                    completed forms to the clip outside the classroom door.  

· Initial any admit slip presented by Middle or High School students.  If you are the last to initial the slip, keep the slip and place it in the Secretary’s mail box, before leaving for the day.  Should the student need other signatures, simple give the slip back to the student. (Sample:  Forms)

· Make expectations for student behavior clear.
· Begin the day’s lessons, following the teacher’s lesson plans.

· Help students to the best of your ability. 

· Keep order in the classroom, making sure that the noise level or student behavior is not distracting to neighboring classrooms. 

· Unless you are substituting for the same person for consecutive days, return all paperwork to the Secretary at the end of the work day.  These documents will be used to document your time for payment.

· Substitutes may leave at 4:00 p.m.

Professional Ethics
· Use extreme caution in expressing personal reactions and opinions about what you hear and see while on the job.
· Do not make public comment comparing one teacher/student with another. 
· Do not criticize a regular staff member.  If you have concerns regarding a regular staff member, address it to the Principal.
· Do not physically touch a child as a means of control.  
· Respect the regular teacher’s privacy.
· Do not use tobacco products on school grounds. 
Maintaining Order in the Classroom
The ultimate goal you should have as a substitute teacher is the ability to maintain order in the classroom while the students complete their assignments.  Maintaining order is the same thing as achieving good discipline.  In fact, once you are able to maintain order, you will rarely need to discipline a student. 

You will want to set the tone for the class within the first five minutes.  The best way to way to maintain order in the classroom is to prevent discipline problems from arising in the first place.  Begin classroom activities as soon as possible.  Get to the assignment as quickly as possible.  The best way to maintain order in the classroom is to keep the students busy.  Whenever possible, conduct lessons with the whole class, rather than having them work alone or in pairs.  Reading assignments are often best done as a class.
Most discipline problems can be nipped in the bud with the use of proper body language.  Direct, steady eye contact, a firm verbal directive or just a stroll over to the disruptive area will often do the trick.  Set limits, but do not threaten students.  If you make idle threats, it will not be long before the students take control of the classroom. 
Keep in mind that whatever grade level you teach, maintaining order is as easy as entertaining friends.  Set a respectful tone at the beginning of class and maintain composure at all times.  Once you lose your patience and react emotionally by shouting or pleading for compliance, you will have lost the respect of the students (Jones, 1998).
Emergency Procedures
Instructors will leave, at your access, a Safety Flip Chart.  Be sure to review it and ask for clarification of any item with which you have a concern. 

Fire
The signal for a fire/fire drill is a series of short rings of the bell.

Turn off all heating and cooling or ventilations systems.

Close all windows and doors.

Move the students to the pre-determined area or follow instructions given
a. Students should leave without picking up belongings

b. Students should walk at all times

c. The first student to the door should open it, hold it open for others and then close it to follow the rest of the class. 

d. Check roll and notify fire drill monitor of missing students

Fight
Call or send a student for assistance

Notify the Principal

Speak with a calm and low-pitch voice

Try to get the student to an isolated area

Do not grab or touch a violent student
Assault
Same as Fight
In the event you are assaulted by a student, defend yourself and call for help.

Weapon
Notify the Principal ASAP

Remain calm

DO NOT:  Approach the perpetrator 

DO NOT:  Attempt to confiscate the weapon

Drugs
If you suspect a student of being under the influence or in possession of drugs, calmly send for the Principal. 
Personal Issues
Personal Injury:  If you should hurt yourself while at work, please notify the Secretary, in the high school office and complete an accident report.

Loss/Damage to Personal Property:  If personal items are lost or damaged, please report the information to the building principal.
Substitute Teacher Folder
All teachers will have available, a “Substitute Teacher Folder”, which contains the following type information:

1. Lesson Plans
2. Class Roster
3. Seating Chart ( if available)
4. Schedules (Bell, Duty, etc)
5. Classroom Rules:  Rules are to be posted in the classroom.  Please familiarize yourself with the rules as you enter the room.  General rules are as follow:

a. Tardy:  A student is tardy if s/he is not seated when the final bell sounds.  Record the student as tardy in the teacher’s daily attendance form.  Accept no verbal excuses; however, notes from other staff members are acceptable. 

b. Profanity:  If a student uses foul language or makes off color remarks, s/he may be given one verbal warning.  Disregard to the warning will warrant a written referral to be completed (write language down “word-for-word”); have the student hand deliver the form to the principal at that time. 
c. Water/Bathroom Breaks:  Use your own discretion, unless you have been given direction from the classroom instructor.  

d. Phone Use: In the event of an emergency, direct the student to the counselor or principal to make the call.  If a student uses the classroom phone without permission, direct them to hang up and record the incident in your notes for the instructor.
e. Truancy:  Should a student leave your area without permission, contact the principal and document the incident in your notes for the instructor.

f. Locker Use:  Students should not be allowed to go back to the locker, during instructional time. 








g. Student Vehicles:  Students are not allowed to go to their vehicles, during the school day.

h. Food and Drink:  Food and drinks (with the exception of  water) are not allowed in the classrooms.

6. Student concerns- Issues regarding a student’s health, discipline, etc., may require written communication to you. 

7.  Activities: Plans for supplemental activities may be left to add to the day’s lesson plan.
8. Discipline:  If you have a discipline issue that you feel needs immediate attention you may do one of the following:

a. Time-Out: Move the student to a secluded area for a brief ‘time-out”  (No more than 5 minutes)

b. Referral: Send the student to the Principal with a completed referral

9. Hall Passes:  Passes are to give a student written permission to leave your area. Use the following procedure: 

a. Send the pass with date, time, etc., with the student.
b. Once the student goes to the “receiving” teacher, that instructor must write the time and sign the pass to verify that the student did reach the intended destination. 
c. Upon return to your area, the student is to return the pass to you.
10. Admit Slip (Sample Included in Forms Section): Record the following information on the teacher’s student list:

a. Student’s name

b. Date of absence

c. Excused or Unexcused

d. Initial the slip

e. Return the slip to the student with a reminder to have all teachers complete the form and turn the completed form to the Secretary in the high school office.  
11. Classroom Rules
12. Safety Flip Chart
13. Fire Drill Slips
III. FORMS
A. Non-Disclosure Form

      (Please sign and return to Susan Robinson, Business Manager.)
B. Time Sheet

The form must be completed and signed to insure payment of your services. 
C. School Calendar
D. Bell Schedule
E. Alternate Bell Schedule

F. Hall Passes

G. Fire Drill Form

H. Office Referral Form
MAXWELL MUNICIPAL SCHOOLS

2007-2008
SUBSTITUTE TEACHERS NON-DISCLOSURE FORM.

AS A SUBSTITUTE TEACHER, I AGREE THAT:

A. ALL STUDENT INFORMATION THAT A SUBSTITUTE TEACHER HAS ACCESS TO DURING THE SCHOOL DAY IS TO BE REGARDED AS CONFIDENTIAL INFORMATION.  THIS INFORMATION IS NOT TO BE DISCUSSED WITH ANYONE OTHER THAN BUILDING ADMINISTRATOR, OR OTHER PERSONS DESIGNATED BY THE SUPERINTENDENT OF SCHOOLS.

B. ALL TESTING INFORMATION THAT A SUBSTITUTE TEACHER HAS ACCESS TO DURING THE SCHOOL DAY IS TO BE REGARDED AS CONFIDENTIAL INFORMATION.  THIS INFORMATION IS NOT TO BE DISCUSSED WITH ANYONE OTHER THAN BUILDING ADMINISTRATOR, OR OTHER PERSONS DESIGNATED BY THE SUPERINTENDENT OF SCHOOLS.

MY SIGNATURE BELOW INDICATES THAT I AGREE TO THESE STIPULATIONS.

_________________________________

_________________



Substitute Teacher




Date

THIS FORM WILL BE RETAINED IN MY PERMANENT FILE AT CENTRAL OFFICE.

Non-disclosure.frm
MAXWELL MUNICIPAL SCHOOLS

TIME SHEET

NAME __________________________
 

POSITION _______________________
WEEK ENDING _____________________

This form must be reviewed and signed by the Superintendent before payment will be made.  It is your responsibility to ensure time sheet is turned in prior to established paydays.  No payment will be made otherwise.

PLEASE MAKE SURE TO FILL IN DATE!
Please sign in and out for lunch
	DAY
	DATE
	IN
	OUT
	IN
	OUT
	TOTAL HRS

	MONDAY
	
	
	
	
	
	

	TUESDAY
	
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	
	

	THURSDAY
	
	
	
	
	
	

	FRIDAY
	
	
	
	
	
	


This form is a permanent record and must be completed in ink.  Check in and out times are to be posted at time of arrival and departure each day. 

Total Hours for the week ______________________

I certify this timesheet to be true and correct __________________________________









Employee Signature

Substituted for ________________________________
□ Attending IEP Meeting 









 _______________________


Approved for Payment ________________________





Superintendent
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¥ End of 6 Wesks

DI Teacher In-Service

Il Report Cards Go Out

Parent-Teacher Conf.

August 13 & 14: Teacher In-Service

August 15 First Day of School

September 3: Labor Day Holiday
September 7: Teacher In-Service
September 13: Open House

October 17 & 18: Parent Teacher Canferences
Novernber 12: Veterans' Day Holiday
Novernber 21-25: Thanksgiving Holiday
Decermber 20 - January B Winter Break
January 21: Martin Luther King, Jr. Holiday
February 18: President's Day Holiday

March 12 & 13; Parent Teacher Conferences
March 14-23 Spring Break

April 11 & 25 Snow Make-Up Days if Needed
May 21: Last Day of Schoal

May 22: In-Service

May 24: Graduation

Instructional Hours

Knd 7:55 am. - 340 p.m.
16 7:55am.- 340 pm
7-127:55 am. - 345 p.m

Semester Exam Weeks
Decermber 17-19
May 18-21

146 Student Days
150-Day Teacher Contract

40 Day: October 9 I[N
December 1: December 1

February 19
End of Year: May 21

TEACHERS' WORK DAY STARTS AT 7:45 AM. AND ENDS AT 4:15 P.M.
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BELL SCHEDULE









2007-2008
PASSING PERIOD



7:55



(5)


Breakfast (Elementary)


8:00- 8:15


(15)

1ST PERIOD





  8:00 -  9:00

(60)


Breakfast  (MIDDLE/HIGHSCHOOL)
  9:00  -  9:15 

(15)

2ND PERIOD




 9:15 - 10:10

(55)

3RD PERIOD




 10:15 – 11:10

(55)


Lunch (MIDDLE SCHOOL)


  11:10 – 11:35

(25)
4TH PERIOD
(HIGH SCHOOL)

11:15 – 12:10

(55)

4TH PERIOD
(MIDDLE SCHOOL)
11:35 -  12:35

(60)


Lunch (HIGH SCHOOL)


12:10 – 12:35

(25)

Lunch (ELEMENTARY)


11:35 – 12:00

(25)
5TH PERIOD




12:40 -   1:35

(55)

6TH PERIOD




 1:40 -   2:40

(60)

7TH PERIOD




 2:45 -   3:45

(60)
MAXWELL MUNICIPAL SCHOOLS

[image: image3.wmf]ALTERNATE BELL SCHEDULE

2007-2008
SNOW DELAY
NO BREAKFAST

1ST HOUR
10:00 – 10:30

2ND HOUR
10:33 – 11:03

3RD HOUR
11:06 – 11:36

ELEMENTARY LUNCH
11:35

4TH HOUR
11:39 – 12:09

MID & HIGH SCHOOL LUNCH
12:12 – 12:37

5TH – 7TH HOUR
RESUME REGULAR SCHEDULE




     EXAMPLE OF HALL PASS
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	FIRE DRILL
	
	FIRE DRILL

	
	
	
	
	
	
	
	
	
	

	Student Count:_____________________
	
	
	Student Count:_____________________

	Staff Count:_______________________
	
	
	Staff Count:_______________________

	Numbers Absent:_____________
	
	
	Numbers Absent:_____________

	Student's Unaccounted:______________
	
	
	Student's Unaccounted:______________

	__________________________________
	
	
	__________________________________

	__________________________________
	
	
	__________________________________

	Additional Students:_________________
	
	
	Additional Students:_________________

	__________________________________
	
	
	__________________________________

	__________________________________
	
	
	__________________________________

	Room Number:__________
	
	
	
	Room Number:__________
	

	Signature:__________________________
	
	
	Signature:__________________________

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	FIRE DRILL
	
	FIRE DRILL

	
	
	
	
	
	
	
	
	
	

	Student Count:_____________________
	
	
	Student Count:_____________________

	Staff Count:_______________________
	
	
	Staff Count:_______________________

	Numbers Absent:_____________
	
	
	Numbers Absent:_____________

	Student's Unaccounted:______________
	
	
	Student's Unaccounted:______________

	__________________________________
	
	
	__________________________________

	__________________________________
	
	
	__________________________________

	Additional Students:_________________
	
	
	Additional Students:_________________

	__________________________________
	
	
	__________________________________

	__________________________________
	
	
	__________________________________

	Room Number:__________
	
	
	
	Room Number:__________
	

	Signature:__________________________
	
	
	Signature:__________________________

	
	
	
	
	
	
	
	
	
	



EXAMPLE OF FIRE DRILL SLIPS


      MUST BE ON RED PAPER

MAXWELL MUNICIPAL SCHOOLS

OFFICE REFERRAL FORM

Name:_________________________________

Location

Date:_________________
Period:_________

 Playground
 Library


Teacher:_______________________________

 Cafeteria
 Bathroom

Grade:      K  1  2  3  4  5  6  7  8  9  10 11 12


 Hallway
 Arrival/Dismissal
Referring Staff:_________________________

 Classroom
 Other__________









  Tardiness

	Problem Behavior
	Possible Motivation
	Administrative Decision

	Minor

 Inappropriate language

 Physical contact

 Defiance

 Disruption

 Property misuse
 Dress Code Violation

 Tardiness
 Other____________

Major

 Abusive language

 Fighting/Physical aggression

 Overt Defiance

 Harassment/Tease/Taunt

 Disruption

 Other


	 Obtain peer attention

 Obtain adult attention

 Obtain items/activities

 Avoid Peer(s)

 Avoid Adult

 Avoid task or activity

 Don’t know

 Other


	 Loss of privilege

 Time in office

 Conference with student

 Parent contact

 Individualized instruction

 In-School suspension

     (______hours/days)

 Out of school suspension

     (_____days)

 Other




Others involved in incident:  None     Peers     Staff      Teacher      Substitute





  Unknown
      Other

Other comments:______________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

         I need to talk to the students’ teacher.
  I need to talk to the administrator.

​​​​​​​​​​​​​​​​​​​​​​​​​​​

Student Signature:  ______________________________________________________
Date:  _______________
Parent Signature:________________________________________________________
Date:________________

Administrator/Designee Signature:__________________________________________
Date:________________

All minors are filed with classroom teacher.  Three minors equal a major.

All majors require administrator, consequence, parent contact and signature.

Office referral.frm__________


















HALL PASS





Student:______________________





Date:________________________





Time or Release:______________





To:_________________________





Teacher:_____________________





Time of Return:_______________





Note:_______________________
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