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Welcome

The Mulvane School District welcomes you as a substitute teacher. Members of the administration and
faculty extend their best wishes for success. They realize that substitutes provide a valuable service and
are valued members of the Mulvane School District team.

The information contained in this handbook is designed to assist you in your understanding of the
operations of the school district. After reading the contents thoroughly, you should have a clear picture
of what is expected of you as a substitute teacher, as well as some of the fundamental practices that will
have a direct impact on your experience.

Introduction

The Mulvane School District has designed this Substitute Teacher Training Module to enhance the
quality of teaching provided by substitute teachers to all schools. Substitute teachers will be trained in
classroom/behavior management, basic teaching responsibilities, ethics, confidentiality, and the forms
required to be submitted by substitute teachers. The training will be provided by the district staff of the
Mulvane School District.

Mission Statement
The mission of the Mulvane Public Schools is to prepare all students with academic and life skills while
respecting the diverse social, educational, and cultural characteristics of each individual student.

Notification to Substitute Teach

A substitute is asked to accept an assignment for which she/he is called unless personal circumstances
make it absolutely impossible. If you accept most or all requests, your chances of working more will be
greatly increased. The School District learns to depend on good, reliable substitutes.

Employment Requirements

Completed professional application

A Kansas Teaching or Substitute Certificate

Documentation that establishes your identity and employment eligibility
Background Check

Health Form

W4 and Oath Form
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Employment and Pay Information

The substitute rate is determined and approved by the BOE. The current daily rate is $90.00.
Substitutes are paid twice monthly on the dates listed in on the pay period schedule. The check should
reflect work completed in the previous pay period. Direct deposit is available or checks will be mailed on
the distribution date.

Long-term Substitutes Certified

If a substitute is needed for an extended period, a certified teacher may, at the
Superintendent's discretion, be hired to substitute and shall be remunerated at the rate of
$150 per day beginning on the eleventh consecutive day of substitute teaching for the
same teacher. The $150 per day rate shall continue from the eleventh day until the
conclusion of the extended period term.




Professional Ethics Section 07-011

Teachers shall not act as agents, or accept commissions, royalties, or other rewards for books or other
school materials, the selection or purchase of which they may influence. No teacher shall tutor for pay any
pupil attending classes in the building to which the teacher is assigned, unless approved in advance by the
building Principal. Where there is disagreement among teachers on controversial school issues, such
discussions shall be conducted privately, and not in the presence of students. Teachers are expected to
maintain a professional attitude in their relationships with both fellow teachers and students, and shall at all
times adhere to the Code of Ethics of the teaching profession.

Drug Free Workplace Section 10-035.

As a condition of ‘employment in USD 263, employees shall abide by the terms of this policy.
Employees shall not unlawfully manufacture, distribute, dispense, possess or use controlled substances
in the workplace. Any employee who is convicted under a criminal drug statute for a violation occurring
at the workplace must notify the Superintendent of the conviction within five days after the conviction.

Within 30 days after the notice of conviction is received, the school district will take appropriate action
with the employee. Such action may include the initiation of termination proceedings, suspension,
placement on probationary status, or other disciplinary action. Alternately, or in addition to any action
short of termination, the employee may be required to participate satisfactorily in an approved drug
abuse assistance or rehabilitation program as a condition of continued employment. The employee shall
bear the cost of participation in such a program. USD 263 shall attempt to make available information
concerning appropriate programs which are available to employees.

Each employee in the district shall be given a copy of this policy.

This policy is intended to implement the requirements of all state and federal regulations. It is not
intended to supplant or otherwise diminish disciplinary personnel actions which may be taken under
existing board policies. The BOE believes that maintaining a drug free workplace is important in
establishing an appropriate learning environment for the students of the district. The unlawful
manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in this
district.

Compliance with the standards of conduct as set forth in this policy shall be mandatory for all employees
of USD 263. The policy as set forth above, shall be reviewed as necessary to ensure the effectiveness
of the policy, to implement any necessary and/or desired changes, and to ensure that disciplinary
sanctions are being consistently enforced. Approved by Board 1-27-03.

Drug/Alcohol Abuse Policy Section 10-036.

This policy is adopted in the belief that the use of illicit drugs and the unlawful possession and use of
alcohol and tobacco is illegal and harmful to the students of USD 263 schools. In order to ensure the
highest possible standards of learning as well as the safety, health, and well-being of all students, USD
263 endorses a substance abuse prevention policy which will aid all students in abstaining from the use
of alcohol, tobacco, and other drugs. The district supports early intervention when student use is
detected, taking corrective disciplinary action when necessary, and providing informational support for
students.

Information to students and parents about curriculum and programs will be available in each district
building. An annual survey will be administered to students for program evaluation purposes. All
students will be subject to discipline procedures and involvement of iaw-enforcement as outlined in
building handbooks. Approved by Board 2-26-01



Confidentiality

A child's school record is an important source of information. Under state and federal confidentiality
requirements, parents/guardians have rights concerning this record. These rights have to do with

inspection and release of the child's record. The questions and answers that follow do not cover all
requirements but may help you become more familiar with some of them.

What is confidentiality? Confidentiality is protecting all personally identifiable data, information
and records collected, used, or kept by the school district about a student. Confidentiality also
applies to discussions about your child or your child's records.

What is personally identifiable data or information? Personally identifiable information

includes:
e Child or family names and address,
e Child’s social security or student number,
¢ Descriptions that would make it easy to identify your child, and
¢ Anything else that would make it easy to identify your chiid.

What is a school record? A school record, which is sometimes called an "educational record" or
a "permanent record," is anything that the district collects, uses, or keeps about a child. This
includes grades, health information, attendance reports, work papers, school photos, test results,
etc. Data or information may be handwritten, drawn, or typed. It may also be a photograph, on
audio or videotape, or on computer disk.

Does all the information in a child's school record have to be kept in one place? No. Many
school districts have information in several places, including on computer. School staff must tell
the parent/guardian the types and locations of all information about his/her child.

What kinds of information may a parent/guardian see? They may see the following kinds of
information that a school district might keep about their chiid.

Personal and family information;

Testing information;

Medical, psychological, and anecdotal reports;

Achievement and progress reports;

Records of conference with a parent’s or guardian’s child and the parent/guardian;
Copies of letters and other correspondence about the child; and

Other information that is helpful to the school in working with the child.
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[NOTE: If a parent/guardian contacts you about viewing their child’ records, please notify the
parent/guardian that you are a substitute teacher and refer them to the school principal for further

inquiry.]

Is there any information the school does not have to show a parent/guardian? Yes, the
school does not have to show you:

e Teacher or counselor personal notes that are not shared with others
e School security police records, or
e Personnel records of school employees.

Who may look at a child's school records? Only parents and certain others have the right to
look at or get a copy of your child's record without parent/guardian consent. School staff assumes
that both parents have the legal right to see their child's record unless the school has been
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officially notified a parent is not allowed to do this because of some legal action such as a divorce
decree. A .

Some of the others who may look at a child's record or get a copy without parent/guardian
consent are:

¢ Staff from US or state department of education on official business;

¢ Another school district's staff if a child transfers;

¢ And school staff listed on the district's current list of persons allowed to look at student
information.

[NOTE: If anyone contacts you about viewing a child’ records, please notify them that you are a
substitute teacher and refer them to the school principal for further inquiry or assistance.]

How does the school district make sure that a child's record is kept private? Each school
has someone who makes sure that all rules for records are followed. School staff who collect, use
or keep school records receive fraining in protecting confidentiality. School staff makes sure that
parents see only information about their child.

How will anyone know who has looked at a child's record? The school district keeps a list of
anyone who looks at or gets information from a child's school record. This list has the name of the
person, the date the information was disclosed, and why the person was allowed to look at the
record. This list is shown to a parent/guardian if they request to see it.

What should | do if another school personnel or staff member makes a personal comment,
remark, or question about a student that may be confidential? Please remind the personnel
or staff member about confidentiality laws and inform them that you have no comment about the
student. If it is a comment that you think seriously infringes on a student’s confidentiality rights,
please contact the school principal to inform them of the incident.

Basically, what should | keep in mind about student confidentiality as a substitute
teacher? Do not share any private information such as school records, grades, special
education/IEP information, personal problems, disciplinary problems, or any other personal/family
information of any child with anyone else.

Dress Code
The District expects all teachers to demonstrate appropriate professional grooming and dress.

1.
2.
3.
4

5.

Shorts (even those worn with leggings, etc.), skirts, dresses, and skorts must be no shorter than
three (3) inches above the knee.

Halter tops/dresses or off-the-shoulder clothing are not permitted.

Muscle/tank top shirts are not permitted.

Clothing which promotes aicohol or drugs or bears offensive language, pictures, or signs is not
permitted.

See through clothing, bare midriffs, and clothing containing holes which exhibit bare skin above
the knee; and any article or clothing considered indecent and/or distracting are not permitted.

AESOP

Aesop is the automated system that the Mulvane School District uses in order to secure substitutes in
the event of a teachers’ absence.

The Aesop system may be utilized in two ways: Web Access or Telephone.

A step by step guide, “Quick start Guide for Substitutes” has been provided for your convenience. In the
event you do have further questions, please contact Human Resources? 777-1155.



A Substitutes Essential Functions

1.
2.
3.
4.

Establish a positive learning environment and respond to the individual needs of students.
Understand and support the mission and goals of USD 263

Facilitate the persona, social and intellectual development of students.

Ensure that all activates conform to district and building rules and regulations.

Your General Responsibilities/Requirements
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Execute the plan and daily schedule of the classroom to the extent practical and possibie.
District issued photo ID badge worn at all times.

Establish and maintain appropriate expectations for student achievement and behavior

Be present in the classroom and available to student when class is in session

Assist with supervision of hallways, playgrounds, and parking lots, as requested between classes
and before and after school.

Communicate any unusual or serious problems of the day to the principal or assistant principal
Adhere to all district health and safety policies, including all precautions of the Blood Borne
Pathogens Exposure Control Plan

Check in and out of the office of each school where you substitutes

Leave a written report regarding the day’s activities in Aesop for the regular classroom teacher

If school closes due to inclement weather or for any other reasons, and you have been scheduled
to substitute, it is your responsibility to listen to the radio or TV for information regarding the
closing.

All visitors to the school or classroom are to be directed to the school office. Do not allow a child
to leave school under any circumstance, even with a parent, without clearance from the office.

Substitute Teacher Code of Ethics

Substitute Teachers Shall strive to uphold the responsibilities of the education profession, including the
following obligations to students, to parents, and to the education profession:

To Students

1.
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Shall provide students with professional education services in a nondiscriminatory manner and
in consonance with accepted best practice known to the educator;

Shall respect the constitutional rights of all students;

Shall take reasonable measures to protect the health, safety, and emotional well-being of
students;

Shall not use professional relationships or authority with students for personal advantage;
Shall keep in confidence information about students which has been obtained in the course of
professional service, uniess disclosure serves professional purposes or is required by law;
Shall not knowingly make faise or malicious statements about students or colieagues;

Shall refrain from subjecting students to embarrassment or disparagement; and

Shall not engage in any sexually related behavior with a student with or without consent, but
shall maintain a professional approach with students. Sexually related behavior shall include
such behaviors as sexual jokes; sexual remarks; sexual kidding or teasing; sexual innuendo;
pressure for dates or sexual favors; inappropriate physical touching, kissing, or grabbing; rape;
threats of physical harm; and sexual assault.






