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Substitute Teachers
The term “substitute teacher” as defined in Idaho Code is any individual who temporarily replaces a certificated classroom educator and is paid a substitute teacher wage for one (1) day or more during a school year. 

The State Department of Education shall maintain a statewide list of substitute teachers. 

To remain on the statewide substitute teacher list the substitute teacher shall undergo a criminal history check every five (5) years.
The Board authorizes the use of substitute teachers as necessary to replace teachers who are temporarily absent.  The building principal or designee shall arrange for the substitute to work for the absent teacher.  Under no condition is a teacher to select or arrange for a private substitute.

To provide the best for the students, Mackay School District asks the following from its substitutes: 

1. Arrive early. 

2. Dress professionally. 

3. Always have a backup plan. 

4. Check in with the office. 

5. Ask how to handle attendance issues. 

6. Inquire about additional responsibilities (i.e. recess, bus, locker room, etc.). 

7. Scan the room. 

· Look for exit procedures. 

· Be sure chalk and eraser are at the chalkboard. 

· Note the seating arrangements. 

· Write your name on the board. 

8. Review and follow the teacher’s lesson plans as given. 

· If not in the room, pick-up emergency lesson plans from the office. 

· Locate manuals and materials needed to carry out the lesson plans. 

9. Be flexible and be prepared to have ideas of your own in the event there is not enough material to keep students busy. 

10. Do not leave the classroom unattended. 

11. Explore the other parts of the school and meet the teachers on either side of your room and across the hall. 

12. Write a summary to let the teacher know what happened. 

13. Leave the classroom ready for the next day. 

14. Check out at the office and sign the employee absence form. 

Important information

1. Secretaries and administrators have been directed to coordinate substitutes; do not accept a substitute assignment from a teacher or another sub. If you have agreed to sub and are unable to fulfill your obligation, notify the principal at home, the night before. 

2. If an aide is in the classroom, the substitute is still responsible for the classroom. 

3. Become familiar with the building procedures on discipline, attendance, lunch, and recess procedures. Be familiar with the following district policies (view policies at www.mackayschools.org): 

· Student Discipline 

· Dress and Conduct 

· Employee Drug and Alcohol Abuse 

· Sexual Harassment 

· Student Harassment 

· Prohibition against Harassment, Intimidation, and Bullying 

· School Wellness Policy 

· School Climate 

· Acceptable use/Computer and Network Policy 

4. Be understanding and considerate of all students. They must be given a chance to adjust to different teaching methods; remember you are a stranger to them just as they are strangers to you. 

5. Be prepared to handle minor discipline problems. Have your plan in mind and be prepared to treat all students the same. Report immediately to the principal if any accident or illness occurs. 

6. Videos/movies are not to replace instruction or be a time-filler. All videos must be approved by the building principal, be age appropriate, and have a direct relationship to the curriculum. Videos and movies which are rated PG-13 or R are not appropriate in the classroom without parental permission. 

7. Seize the responsibility of teaching the students; not simply supervising. Keep students on task by moving around the room and staying involved. Avoid sitting at the teacher’s desk, reading novels, conducting personal calls/text messaging, or other personal activities. 

8. Arrive 10 minutes before school starts and leave 10 minutes after the students are dismissed. Leave only after a daily summary to the teacher written, classroom prepared for the next day, and all necessary paperwork filed with office. 

Substitute Pay
The District pay period is the 19th – 18th, pay day is the 25th of the month. Work completed after the end of the pay period will be paid out the following month. 

The following forms must be on file in the District Office: 

· Application 

· Verification of Education 

· I-9 

· W-4 

· Direct deposit authorization 

· Fingerprint Card 

No fringe benefits are provided for substitutes.

Pay Scale
The Substitute pay scale varies based on: 

1. Degree holders or those who have documented 60 semester hours. 

2. Short-term assignments, those for 10 days or less. 

3. Long-term assignments, those for 11 days or more. The long-term pay becomes effective on the 11th day of continuous teaching; pay is not retroactive. 

	Non-degree, short-term
	 Grade 2

	Degree, short-term
	 Grade 3

	Non-degree, long-term
	 Grade 4

	Degree, long-term
	 Grade 5
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