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Some things to know:

FAPE

Free Appropriate Public Education (FAPE) is an 
educational right of all children in the United 
States that is guaranteed by the Rehabilitation 
Act of 1973 and the Individuals with Disabilities 
Education Act (IDEA).

FERPA

Family Educational Rights and Privacy Act 
(FERPA) is a federal law that affords parents the 
right to have access to their children’s education 
records, the right to seek to have the records 
amended, and the right to have some control 
over the disclosure of personally identifiable 
information from the education records. When a 
student turns 18 years old, or enters a 
postsecondary institution at any age, the rights 
under FERPA transfer from the parents to the 
student (“eligible student”). 

https://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html


TITLE IX

The U.S. Department of Education’s Office for Civil Rights 
(OCR) enforces, among other statutes, Title IX of the 
Education Amendments of 1972. Title IX protects people 
from discrimination based on sex in education programs or 
activities that receive Federal financial assistance. Title IX 
states that:

No person in the United States shall, on the basis of sex, be 
excluded from participation in, be denied the benefits of, or be 
subjected to discrimination under any education program or 
activity receiving Federal financial assistance.

EXAMPLES OF CURRENT TITLE IX ISSUES

● Sexual Harassment
● Retaliation
● Athletics
● Single Sex Classrooms
● Gender Identity and Gender Expression
● Pregnant & Parenting Students

#3280 - Equal Education, Non Discriminate, 
Sex Equity

#3290 - Sexual Harassment

#3295 - Hazing, Harassment, Intimidation, 
Bullying, Cyber Bullying

Please report any potential Title IX 
violations to the Director of HR and Title IX 
Coordinator, Brook A. Cunningham

Policies to Review

https://www2.ed.gov/about/offices/list/ocr/aboutocr.html
https://resources.finalsite.net/images/v1626195216/lakeland272org/zrrlpdmvaalrnmyddvht/3280-EqualEducationNondiscriminationandSexEquity.pdf
https://resources.finalsite.net/images/v1581356124/lakeland272org/cvwjrtilhme8hoak5mk0/3290-SexualHarrassmentIntimidationofStudents.pdf
https://resources.finalsite.net/images/v1626196399/lakeland272org/lmg3p78ne6hsgkgjlucp/3295-HazingHarassmentIntimidationBullyingCyberBullying.pdf


Civil Rights for Frontline Staff

Civil rights training upholds compliance, enforcement, and prohibition of 
discrimination in USDA-funded Child Nutrition Programs, like the School Breakfast 
Program operating in the classroom. Training all frontline staff and volunteers in 
Civil Rights ensures that program recipients are given equal access and treated 
without discrimination while participating in the USDA Meal programs. Civil rights 
training must occur before staff and volunteers assume their duties in USDA Meal 
programs, and annually thereafter.

● Discrimination
● Protected Classes
● Public Notification System
● Collection & Use of Data
● Language Assistance
● Reasonable Accommodations
● Compliance Review Techniques & Resolution of Non-Compliance
● Conflict Resolution & Customer Service 
● Civil Rights Complaint Procedure 

https://drive.google.com/file/d/1X7jBUdaetsOXfRj1o82ML1i9ITKt-w90/view?usp=drive_link


Represent the Lakeland Community

PERSONAL CONDUCT POLICY #5270

● Always represent Lakeland well 
○ Behavior on School District Property
○ Behavior in Public
○ Social Media Accounts - Policy #5325 

● Conduct with Students
○ Professionalism - You are the adult
○ Do not touch students

● Conduct with Parents
○ Professionalism
○ Never get escalated with a parent

● Conduct with Co-Workers
○ Professionalism
○ Dating and Nepotism #5271
○ Politics, Religion, & Life Choices

● DO NOT VIOLATE THE CODE OF ETHICS!

https://resources.finalsite.net/images/v1530249253/lakeland272org/bdcyekfy3atdvlqsyo1z/5270-PersonalConduct.pdf
https://resources.finalsite.net/images/v1621008132/lakeland272org/n7uxqxmgjgg3w7oiolpu/5325-EmployeeUseofSocialMediaTechnologyandElectronicCommunication.pdf
https://resources.finalsite.net/images/v1591895680/lakeland272org/tk2hphzhfimhcn0xi7me/5271-DatingNepotismandFraternization.pdf
https://www.sde.idaho.gov/cert-psc/shared/ethics/Code-of-Ethics-for-Professional-Educators.pdf


NO PHONE ZONE

●  Phones are not allowed when you are 

in the classroom, even if the students

 are having free time, or independent 

learning time. 



Staff Dress Code

                                                                                *Always wear your name badge

https://resources.finalsite.net/images/v1530249254/lakeland272org/w2cdrczmj0eteekjix4k/5360-DressandAppearance.pdf


Guest Teacher 
Website

Resources:

● Absent Management (AESOP)
● District Calendar
● Handbook (Logins)
● School Bell Schedules
● School Contacts
● Code of Ethics
● Feedback

If you have questions:

Contact Olivia
208.687.0431 X1121
olivia.jones@lakeland272.org 

Or

Admin Assistant at the school
Admin Asst Contact Information 

WEBSITE LINK

mailto:olivia.jones@lakeland272.org
https://docs.google.com/document/d/1hDZnYb0MxcmDztjY4lBG9q8fkiPk4cbc-1n51kLhh8w/edit?usp=sharing
https://www.sd272.org/departments/human-resources/guest-teacher


AESOP/ FRONTLINE

● Check your email for an invitation link.    
(Make sure to check your spam folder.)

● Your Pin: Last four digits of your phone 
number.



Job Cancelling Procedure on Short Notice

Cancelling a job with short or no notice causes the school a hardship to try 
and find coverage.  We understand that emergencies and sickness 
happens, but if this becomes a pattern you will be notified of not being 
asked back. 

● Cancel your job in AESOP so it can be reassigned to another Guest 
Teacher

● Call the Admin Assistant at the school
● If it is not school hours send the Admin Assistant an email
● Send a follow up email to me



What does a normal day look like?

● You will arrive at the building and check in with the Admin Assistant 

● You will ask your Admin Assistant for any protocols they need you to follow

● You will login to the computer and the guest teacher email

● You will follow lesson plans to the best of your ability  and make notes about 

your day for the teacher 

● At the end of day you will leave a note for the teacher

● Fill out a feedback form for me if you had any issues or had an amazing day

https://docs.google.com/document/d/1LIhbMBFbcCgra4LnQw2djoh_lvyDkSOUMX_QWKtSUgk/edit?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLSdnAsyJhUEEWcCFywodS-XE8cNfcIdxZ5dqFnGANzRR-4GXdQ/viewform?usp=sf_link


Safety 

Lockdown
Fire

Safety Hold

● Locked Door
● Lights Off
● Out of Sight

● Go into Lockdown until cleared 
from Administration

● Gather safety binder and your 
students & go to designated safe 
location out of the building

● Take attendance If someone is 
missing you will notify your 
principal as they do row checks 

● Once the building is deemed safe 
you will proceed back to class

● You continue your day of 
learning

● Students may leave 
classroom

● You will not be able to go 
outside the building



Pay Information 
● You will be paid the 28th of each month
● The pay cycle is the 16th through the 15th of each month
● You do not turn in a timesheet AESOP keeps track of your days worked
● Full day guest teaching jobs are paid at $110.00 per day (4.5 hours or more)
● Half day guest teaching are paid at $55.00 per day (Less than 4.5 hours)
●  Long term positions are $120.00 per day on day 11
● Aide positions are paid hourly at $16.22 per hour

Accessing Pay Stubs
● Visit www.sd272.org select staff links → Skyward Business/Employee Access 
● Your username is firstname.lastname ie olivia.jones
● Temp password is changeme2024
● Ensure your popup blocker is disabled

http://www.sd272.org


Communication

● Emails are my main form of communication. If you are asked a question then please respond. 

● You can always email or call me with any questions or concerns.

● Remaining on the Guest Teacher List:

○ If you have not been in the building for longer than 6 months you will be taken off the Guest 

Teacher list. 

○ At the end of each year, I send an “Intent to Return” form to all active guest teachers. 

Please fill it out so I know that you want to be on next year’s list.



Classroom Management

De-escalation Video 

● Stay calm
● Do not get into a power struggle
● If you have exhausted all your tools in your belt call the office

https://www.youtube.com/watch?v=QxN_VuPXIOU


Scenarios

You’re teaching and a student is not 
participating or is showing no interest. 

What do you do?



Scenarios

End of day, Grandma comes up to you and 
asks how Johnnie is doing in school. 

What do you do?



Scenarios

One student shows signs of frustration and 
starts yelling in anger. 

What do you do?



Scenarios

You walk in and there are no plans left for you.

What do you do?



Scenarios

You are on recess duty and  two students 
start fighting.

What do you do?



Scenarios

A student in your classroom is leaning back in 
the chair and falls then hits his head.

What do you do?



Scenarios

You are on recess duty and you notice an 
adult on the fence line watching students.

What do you do?



Scenarios

Student leaves your classroom to use the 
bathroom. They are gone 10-15 minutes and 

when they return to class they start acting 
differently their eyes are not focusing.

What do you do?



Feedback


