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Dear Colleague,

Sincerely,

¥

Dr. Judith Campbell, Superintendent

Welcome to Township High School District 211. Please review this Substitute Teacher Handbook
before taking your first assignment with us. | think it will provide you with useful information which
will make your adjustment and assignment easier.

As a substitute teacher in High School District 211, you can help provide quality education to
our students by following the lesson plans provided and maintaining classroom control. The
professional dedication and personal commitment from all teachers in District 211 — whether
they are full-time, part-time, or substitute — are genuinely appreciated.

Thank you for your efforts to educate the young people in High School District 211 schools.

TOWNSHIP HIGH SCHOOL DISTRICT 211 MISSION STATEMENT

Township High School District 211 serves the needs of our diverse community by providing relevant and rigorous learning experiences,
opportunities for involvement and strong support systems that empower all students to reach their full potential.

Approved by Board of Education: August May 26, 2022

DISTRICT 211 VALUE STATEMENTS

Communication & Accountability

We value providing thorough and accurate information for all
stakeholders through a transparent, open exchange of information
and perspectives.

Equity and Inclusion
We value the individuality of each person and create a sense of
belonging by ensuring access, opportunity and support.

Financial Intergrity
We value strong fiscal management and operational efficiency to
optimize resources throughout the organization.

Innovation and Learning
We value engaging, high-quality experiences in and outside of the
classroom to support all aspects of student and staff development.

Safety, Wellness and Respect

We value safeguarding the welfare of our students and staff by
providing a positive and respectful environment and cultivating the
physical, social and emotional well-being of all.

Approved by the Board of Education: May 26, 2022

STATEMENT OF ORGANIZATIONAL COMMITMENT

We who serve the students and parents of Township High School
District 211 pledge our continued commitment to:

« demonstrate courtesy and patience in our dealings with
students, parents, and he community;

«  respect the individual differences within our student body;
« respond on a timely basis to inquiries and requests for help;

« maintain our professionalism through appearance,
communications, and care of school facilities;

« offer consistent, dependable service to the young people of our
school community.
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Township High School District 211 is committed to equal opportunity affirmative

action and the requirements of Title IX of the Higher Education Amendments of
If you require assistance while visiting our school, please

1972, which prohibit sex discrimination in all educational programs, activities [(E\ contact the assistant principal’s office at (847) 755-3612.

For individuals who are deaf or hard of hearing, please access the
following TTD/TTY telephone number: (847) 755-6654.

and conditions of employment.
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B QUALIFICATIONS

1. Possess a baccalaureate degree from an accredited institution of higher learning (which meets the requirements for an lllinois
substitute teaching license).

2. Hold an lllinois Professional Educator License with a teaching endorsement, an lllinois Educator License with a paraprofessional
endorsement, or a substitute teacher license, registered in Cook County for the current school year. Assistance and/or forms for
certification are available at the District Human Resources Office.

3. Have on file in the Human Resources Office:
a. Completed application and employment forms.
b. Record of licensure.

If you have questions regarding qualifications, please contact the Human Resources office at (847) 755-6771.

B MAXIMUM SUBSTITUTION DAYS

While there currently are no limits to the number of days an individual may substitute during a school year, there is a limit to the number
of days an individual can substitute for an individual teacher. Current law allows for persons holding a Substitute License endorsed
to substitute teach to sub a maximum of 90 days for an individual teacher. Teachers holding a Professional Educator License with a
teaching endorsement are allowed to substitute no more than 120 days for an individual teacher. These maximums will be enforced
through the District 211 Human Resources Office, but also is important that substitute teachers keep a record of the total number of
days served in District 211.

B RED ROVER ONLINE SUBSTITUTE SYSTEM

District 211is using an online application called Red Rover. This application offers a number of automated functions for a quick and easy
way of being notified and accepting available jobs in the district.

Red Rover offers an online training video describing the available features in the application. And, a free Red Rover app is available
for download to a mobile device.

To access the mentioned information, log into Red Rover and navigate to“Bulletin Board”:

Bulletin Board DOWNLOAD THE RED ROVER
MOBILE APP
Acknowledged L
Download on the
v/ Red Rover Training for Substitutes a App Store

Township High School District 211
Published by Red Rover on Mar 8

Get It On
Welcome to Red Rover! Google Play

Click on “Welcome to Red Rover!” to:

«  View the Red Rover Substitute Basic Training Video
- Information on downloading the free app
«  Download a Red Rover Basics Guide for Subs

2025-2026 Substitute Teaching Handbook Return to Table of Contents »



https://login2.redroverk12.com/oauth2/authorize?client_id=d4dec30a-73ac-472a-aad2-cdbaacca2900&scope=openid%20profile%20email&redirect_uri=https%3A%2F%2Fapp.redroverk12.com%2F&response_type=code&response_mode=query&state=TGhieHdPSnpYTF91ZFYucDVCbVBGQlpPUm9zeTZOZ2JrLm9uaUFUZmh6MA%3D%3D&nonce=Rzlva1VTMTYta0lxampZZ2tzcU5ReUtfU09UbXV2TWxpVkpGWkxmUEhKdw%3D%3D&code_challenge=AQXzXjMTT4QzdTW2Wf1wKqV-O5Sy0zPCEnpkRo-xI4o&code_challenge_method=S256&tenant_id=d54807f1-4a53-47cc-b8b8-a76ce1dab17c
https://login2.redroverk12.com/oauth2/authorize?client_id=d4dec30a-73ac-472a-aad2-cdbaacca2900&scope=openid%20profile%20email&redirect_uri=https%3A%2F%2Fapp.redroverk12.com%2F&response_type=code&response_mode=query&state=TGhieHdPSnpYTF91ZFYucDVCbVBGQlpPUm9zeTZOZ2JrLm9uaUFUZmh6MA%3D%3D&nonce=Rzlva1VTMTYta0lxampZZ2tzcU5ReUtfU09UbXV2TWxpVkpGWkxmUEhKdw%3D%3D&code_challenge=AQXzXjMTT4QzdTW2Wf1wKqV-O5Sy0zPCEnpkRo-xI4o&code_challenge_method=S256&tenant_id=d54807f1-4a53-47cc-b8b8-a76ce1dab17c
https://www.redroverk12.com/get-mobile-app
https://login2.redroverk12.com/oauth2/authorize?client_id=d4dec30a-73ac-472a-aad2-cdbaacca2900&scope=openid%20profile%20email&redirect_uri=https%3A%2F%2Fapp.redroverk12.com%2F&response_type=code&response_mode=query&state=TGhieHdPSnpYTF91ZFYucDVCbVBGQlpPUm9zeTZOZ2JrLm9uaUFUZmh6MA%3D%3D&nonce=Rzlva1VTMTYta0lxampZZ2tzcU5ReUtfU09UbXV2TWxpVkpGWkxmUEhKdw%3D%3D&code_challenge=AQXzXjMTT4QzdTW2Wf1wKqV-O5Sy0zPCEnpkRo-xI4o&code_challenge_method=S256&tenant_id=d54807f1-4a53-47cc-b8b8-a76ce1dab17c
https://apps.apple.com/us/app/id1525229425
https://play.google.com/store/apps/details?id=com.rrmobile

B DUTIES AND RESPONSIBILITIES

FIRST VISIT
1. Report early enough to allow sufficient time to prepare for the assignment (at least 15 minutes).

2. A staff identification card and lanyard will be issued at the time of your first assignment. Substitutes are required to wear their staff
I.D. card at all times during the school day. The I.D. card should be worn around the neck on a school-issued lanyard, unless this poses
a safety hazard with respect to work around machines or other potential hazards. In these cases, the I.D. card may be worn on a clip,
but should be clearly visible to others.

3. Report to the principal’s secretary or designated person.
4. The principal’s secretary will direct you to the department office where you can obtain the teacher’s sub plan.

5. Abuilding map will be issued for guidance to department offices, staff cafeteria, Media Center, etc.

DAILY GUIDE

1. Report to the office, and sign in with the principal’s secretary or designated person.
Pick up appropriate keys from the principal’s secretary or designated person. Be careful to keep close control of the keys.

Go to the department office to obtain teacher sub plans. Check the teacher’s substitute folder for daily information.

R

Be in your scheduled area before the bell rings. Locate and familiarize yourself with emergency drill procedures as posted in each
classroom.

Introduce yourself to the class. Make it clear what you have been asked to do for the day.
Take accurate attendance using the seating chart or class roster See the principal’s secretary for the attendance turn-in procedure.

The usual classroom supplies should be in the teacher sub folder. (Passes, forms, materials, equipment, etc.)

o N o o

Do not leave your class. In some cases, it may be desirable to send a reliable student to the department office for the chairperson
or needed material, or to the attendance office for the nurse. Most rooms are equipped with an emergency callback device which
will allow you to contact the office in case of emergencies.

9. We insist that no student be allowed to treat any teacher with disrespect or refuse to cooperate with the teacher. Send offending
students to the discipline office on a pass. Check later with the discipline office for verification or use the call button in the room
if necessary.

10. Substitute teachers should not issue routine passes to any students (i.e. study hall, guidance, library passes, etc.). Only under
aforementioned emergency/discipline situations should students be allowed to leave the classroom.

11. Leave a candid note of any problems or concerns that you think the returning teacher may wish to consider.

12. When finished for the day, you must check out with the principal’s secretary or designated person. This will assure proper
processing of your payroll records.

H 2025-2026 Substitute Teaching Handbook Return to Table of Contents »



SUMMARY OF DUTIES AND RESPONSIBILITIES

N o oA woN

10.

1.

12.
13.

14.

2025-2026 Substitute Teaching Handbook Return to Table of Contents »

Know where each school is located and how long it takes to get there. View map here.

Report early enough to acquaint yourself with the school and your assignment — preferably, at least 15 minutes.
Replace the absent teacher for all assignments, including supervision. (Follow the schedule provided by each building.)
Take an accurate role of each class. Record student absences in the teacher’s record book.

Read the lesson plans and, to whatever degree possible, carry on the plans of the regular teacher.

Collect the papers and materials as directed by the teacher’s lesson plans.

Maintain a “firm and fair” attitude. Impress students with the concept that the substitute teacher is there to make a sincere effort to carry
on in the teacher’s absence.

Become familiar with and follow school policy in regard to discipline cases.
Contact the department chairperson if a question or problem arises. However, never leave your classroom unattended.

Handle all school records with care. The substitute teacher may come in contact with confidential information. Please treat this
professionally.

Leave a note for the regular teacher outlining the day’s activities and progress.

The type of “housekeeping” expected of regular teachers will be expected of substitute teachers, i.e., windows shut and locked,
lights out, etc. Check all equipment and make sure records are returned to their proper places.

Return school keys and check out in the main office at the end of the day. You must sign out to assure proper processing of your
payroll sheets.

Insofar as possible, maintain a file of ideas and aids in your teaching area.

» Emergency School Closing - In the event of
severe weather before the school day, check the
District 211 or school website for information on
possible school closings.
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m EMERGENCY RESPONSE PROTOCOLS

HOLD! IN YOUR ROOM OR AREA.
CLEAR THE HALLS.

STUDENTS

«  Clear the hallways and remain in room or area
until the “All Clear” is announced

« Do business as usual

ADULTS

«  Close and lock the door

«  Account for students and adults
« Do business as usual

SECURE! GET INSIDE. LOCK
OUTSIDE DOORS.

STUDENTS
«  Return to inside of building
« Do business as usual

ADULTS

+  Close and lock the door

«  Account for students and adults
« Do business as usual

LOCKDOWN! LOCKS, LIGHTS, OUT
OF SIGHT.

STUDENTS

«  Move away from sight
- Maintain silence

« Do not open the door

ADULTS

«  Recover students from hallway if possible
«  Lock the classroom door

o Turn out the lights

«  Move away from sight

« Do not open the door

«  Prepare to evade or defend

H 2025-2026 Substitute Teaching Handbook

EVACUATE! (A LOCATION MAY BE
SPECIFIED)

STUDENTS

«  Leave stuff behind if required to
« If possible, bring your phone

«  Follow instructions

ADULTS

«  Lead students to Evacuation location

«  Account for students and adults

«  Notify if missing, extra or injured students or
adults

SHELTER! HAZARD AND SAFETY
STRATEGY.

STUDENTS
«  Use appropriate safety strategy for the hazard

ADULTS

+ Lead safety strategy

«  Account for students and adults

«  Notify if missing, extra or injured students or

adults
Hazard Safety Strategy
Tornado Evacuate to shelter area
Hazmat Seal the room
Earthquake Drop, cover and hold
Tsunami Get to high ground

Return to Table of Contents »



m EMERGENCY RESPONSE PROTOCOLS

HOLD

In your room or area.

HOLD PUBLIC ADDRESS - RELEASE
IN YOUR ROOM OR AREA. A Hold Action can be released by Public Address.

T . - ~ Whenit’s been resolved:
There are situationsthatrequire students and stafftoremainin their

classrooms or stay out of access areas. For example, an altercation
inthe hallway may require keeping students out of the halls until itis
resolved. A medical issue may require only one area to be cleared,
with halls still open in case outside medical assistance is required.

- “Students and staff, the Hold is released. All clear. Thank you
for your assistance in making this Hold work smoothly.”

During a Hold, there may be a need for students who are not in
a classroom to proceed to an area where they can be supervised
and remain safe. A Hold may only affect a specific area of the
building. In these instances the Hold may not be accompanied
by a PA announcement. An Administrator or Safety and Security
Personnel would notify teachers and staff in the vicinity.

PUBLIC ADDRESS

The public address for Hold is: “Hold in your room or area. Clear
the Halls.”

It is repeated twice each time the public address is performed.
There may be a need to add directives for students who are not in
a classroom, at lunch, or some other location where they should
remain until the Hold is lifted.

An example of a medical emergency message would be:

“Students and staff, please Hold in the cafeteria oryourroom. We’re
attending to a medical situation near the office.”

A Hold may result in communications to parents and students
depending upon the circumstances and scope of disruption.

2025-2026 Substitute Teaching Handbook Return to Table of Contents » H




m EMERGENCY RESPONSE PROTOCOLS

SECURE
GET INSIDE, LOCK OUTSIDE DOORS.

The Secure Action is called when there is a threat or hazard
outside of the school building. Whether it’s due to violence or
criminal activity in the immediate neighborhood, or a general
safety concern, Secure uses the security of the physical facility to
act as protection.

PUBLIC ADDRESS

The public address for Secure is: “Secure! Get Inside. Lock outside
doors” and is repeated twice each time the public address is
performed.

« “Secure! Get Inside, Lock outside doors. Secure! Get Inside,
Lock outside doors.”

- “Students and staff, the school is currently in the Secure
Action due to [cause] in the neighborhood. No one is allowed
in or out of the building at this time. Stay inside and continue
with your day.”

PUBLIC ADDRESS - RELEASE

A Secure Action can be released by Public Address.

« “The Secure is released. All Clear. The Secure is released. All
Clear”

« “Students and staff, the Secure is released. All clear. Thank
you for your assistance with making this Secure work
smoothly.”

2025-2026 Substitute Teaching Handbook

SEGURE

Get Inside. Lock Outside Doors.

ACTIONS

The Secure Action demands bringing people into a secure building
and locking all outside access points.

Where possible, classroom activities would  continue

uninterrupted. Classes being held outside would return to the
building and, if possible, continue inside the building.

There may be occasions when students expect to be able to leave
the building - end of classes, job commitment, doctor/dentist/
orthodontist appointment, etc. Depending on the condition, this
may have to be delayed until the area is safe.

EXAMPLES OF SECURE CONDITIONS

The following are some examples of when a school or emergency
dispatch might call for a Secure Action.

1. An unknown or unauthorized person on the grounds
2. Dangerous animal on or near the grounds

3. Criminal activity in the area
4

Planned police activity in the neighborhood

Return to Table of Contents »



m EMERGENCY RESPONSE PROTOCOLS

LOCKDOWN.
LOCKS, LIGHTS, OUT OF SIGHT

Lockdown is called when there is a threat or hazard inside the
school building. From parental custody disputes to intruders to an
active assailant, Lockdown uses classroom and school security
actions to protect students and staff from the threat.

PUBLIC ADDRESS

The public address for Lockdown is:

» “Lockdown, Lockdown! Implement lockdown procedures
immediately” and is repeated multiple times.

ACTIONS

All building occupants should consider “Run, Hide, Survive”
techniques in the event of an active threat.

If the location of the threat is apparent and people do not have
the option to secure in a classroom or office, occupants should
consider all options to maximize safety, minimize threats to
students and staff, and prevent injury or loss of life should be
considered. This includes (but is not limited to) evacuating,
barricading doors, and countering active threats.

If it is safe to do so, staff should sweep the hallway for unsecured
students and staff. The Lockdown Action advises making rooms
look unoccupied by locking individual classroom doors, offices,
and other securable areas, moving occupants out of the line of
sight of corridor windows, turning off lights and projectors, and
having occupants maintain silence. No indication of occupancy
should be revealed until first responders open the door.

2025-2026 Substitute Teaching Handbook

LOGKDOWN

Locks, Lights, Out of Sight.

CONTINGENCIES

Students and staff who are outside of classrooms when a
Lockdown is announced should get themselves to a safe and
secure location. This may involve exiting the building, or getting
into the closest available classroom, or room with a door that can
be secured.

In the event someone cannot get into a room before doors are
locked, they should be instructed about other options. In this
situation, students and staff should be trained to get out of sight,
or even evacuate themselves away from the building or area.
Students and staff should receive training on where to go if they
self-evacuate so they can be safe and accounted for.

Ignore all other alarms, bells, or announcements and remain in
Lockdown until released by Law enforcement.

EXAMPLES OF LOCKDOWN CONDITIONS

The following are some examples of when a school or emergency
dispatch might call for a Lockdown.

1. Dangerous intruder
2. Anangry or violent parent or student

3. Active assailant

Return to Table of Contents »




m EMERGENCY RESPONSE PROTOCOLS

EVACUATE
TO A LOCATION

Evacuate is called when there is a need to move people from one
location to another for safety reasons.

An on-site evacuation is conducted usually because of a fire
alarm activation or a mechanical failure that would disrupt the
school day, such as a power outage. If it can’t be resolved quickly,
the school may have to plan for early dismissal.

An off-site evacuation may be necessary when it’s no longer safe
to stay in the building such as a gas leak or bomb threat. In this
case, people will be allowed to bring their personal items with
them.

If there has been an event at the school involving law enforcement,
an offsite evacuation will almost always be necessary since the
school will be deemed a crime scene and/or unfit for occupancy.
People may or may not be able to bring their personal items with
them.

REUNIFICATION AFTER AN EVACUATION

When the students and staff are evacuated off-site, they may be
walking to a different location or being transported to the location
and there will be an organized reunification of students and
parents/quardians at that site.

2025-2026 Substitute Teaching Handbook

EVAGUATE

A location may be stated.

PUBLIC ADDRESS-Non Fire Alarm

The public address for Evacuate is: “Evacuate! To a Location” and
is repeated twice each time the public address is performed. For
instance, “Evacuate! To the Flag Pole.”

ACTIONS

The Evacuate Action demands students and staff move in an
orderly fashion to a designated safe area away from the building.
Emergency evacuation routes and alternative routes are displayed
in all classrooms and offices. Staff should be familiarized with
these route plans in advance.

Return to Table of Contents »



m EMERGENCY RESPONSE PROTOCOLS

SHELTER

State the Hazard and Safety Strategy.

SHELTER HAZARDS MAY INCLUDE
STATE THE HAZARD AND SAFETY + Tornado
- Severe weather
STRATEGY o
- Wildfires
Shelter is called when specific protective actions are needed « Flooding
based on a threat or hazard. Training should include response « Hazmat spill or release
to threats such as tornadoes, earthquakes, hazardous materials « Earthquake
situations or other local threats.
PUBLIC ADDRESS

The public address for Shelter will include the hazard and the
safety strategy. The public address is repeated twice each time
the public address is performed.

For a tornado, an example would be:

- “We are under a Tornado Warning, please proceed to the
designated shelter in place or area of refuge using the
designated route posted in your classroom.”

- “We are under a Tornado Warning, please proceed to the
designated shelter in place or area of refuge using the
designated route posted in your classroom.”

After the danger has passed:

« “Students and staff, the Shelter is released. All clear. Thank
you for your assistance and patience during the Shelter.”

2025-2026 Substitute Teaching Handbook Return to Table of Contents »




B SALARY INFORMATION

BASE RATE

The base rate for regular substitute teachers is $125 a
day for afull-time assignment (5 periods plus half period
supervision as needed). Partial assignments will be
paid at the rate of $25.00 per class period (50 minutes).
Additional periods beyond the full time assignment will

Regular Teacher Assistant
Salary Schedule Substitutes Substitutes
Base Rate $125 $21.89 per hour
16-Day Assignment $34715 per day

be paid at $25 per period.

PAYROLL

District 211 certified employees are paid on the 15th and the last day of each month. Substitute teachers are paid on the last working
day of the month for days they were employed between the 1st and 15th of that month. For employment between the 16th and 30th

of the month, payment is made on the 15th of the following month.

Federal and State taxes are withheld from each substitute’s paycheck. In addition, substitute teachers are required to pay 1.45% of
their salary into Medicare. Also, substitute teachers are required to contribute 9.0% of their salary into the Teacher Retirement System
(T.R.S.). This will enable substitute teachers to receive service credit for their substitute teaching experience, which may be applicable
towards a T.R.S. pension. Details regarding service credit or contributions may be obtained by contacting the T.R.S. office.

B ERRORS OR CANCELED SUBSTITUTE
ASSIGNMENTS

If a substitute assignment is made in error or canceled after the
substitute reports to the building for work, every effort will be made
to place the substitute in other areas within the building on that
day. If the substitute is unable to be used in the building that day,
the substitute will be paid for one hour of sub work.

B SPECIAL EDUCATION SUBSTITUTING

It is important to District 211 that all of our students receive a
qualified substitute if their regular teacher or teaching assistant
is ill or unable to be present in the classroom. For this reason, all
substitutes new to the District are asked to participate in substitute
duty in special education classrooms when they are called upon.

Specifically, new District 211 substitutes may be asked to substitute
teachoractasasubstitute teaching assistantinaspecial education
classroom in a regular education school or in a special education
school (District 211 North Campus or Higgins Education Center).
Substitute teachers are required to work in a special education
setting at least four times during the school year and have the
option of refusing a special education assignment for any reason
only twice.

If you have a medical condition that precludes you from such
an assignment, please let the Human Resources Office know. A
physician’s note explaining your restriction will be required.

2025-2026 Substitute Teaching Handbook

B EXTENDED ASSIGNMENT

A substitute teacher who is employed for a period in excess of
three weeks (16 consecutive days) may be assigned the role of
temporary teacher. The salary for such a temporary teacher will be
thatofabeginningteacherinthe school system. Extendedteaching
assignments, for each instance, are approved by the principal.

In both instances of extended substituting, the rate of pay is
retroactive for all days, but only after the required number of
days is met.

PARTIAL ASSIGNMENT

For partial assignments, substitute teachers will be paid for the
partial assignment only. Pay will be based on the number of hours
worked.

MEDIA CENTER SUBSTITUTION

A full-day assignment for the librarian in the Media Center will
consist of six periods.
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m BUILDING BELL SCHEDULES

PALATINE HIGH SCHOOL
Period

1 8:15-9:03

2 9:10 - 10:00
......... 3 10051055

4 11:00 - 11:50 Lunch
......... 5 11551245 LunCh
......... 6 1250140 LUHCh
......... 7 145235
......... 8 240330

WILLIAM FREMD HIGH SCHOOL

.......

.......

.......

.......

.......

.......

.......

Note: On Morning Work Session (student late start)
days, first period begins at 9:35 a.m.

Period
1 7:30 - 8:20

..... 2 825915
..... 3 9201010
..... 4 10151105 LUHCh
..... 5 11101200 LunCh
..... 6 12051255 LUHCh
..... 7 100150
..... 8 155245

Note: On Morning Work Session (student late start)
days, first period begins at 8:50 a.m.

JAMES B. CONANT HIGH SCHOOL

..................

..................

..................

..................

..................

..................

..................

8:15-9:05

.................

.................

.................

.................

.................

.................

.................

2:40-3:30

..................

..................

..................

..................

..................

..................

..................

Note: On Morning Work Session (student late start)
days,first period begins at 9:35 a.m.
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m BUILDING BELL SCHEDULES

SCHAUMBURG HIGH SCHOOL
Period

1 7:30-8:20
......... 2 825915

3 9:20 - 10:10
......... 4 10151105 LunCh
......... 5 11101200 LunCh
......... 6 12051255 LunCh
......... 7 100150
......... 8 155245

Note: On Morning Work Session (student late start)
days,first period begins at 8:50 a.m.

DISTRICT 211 NORTH CAMPUS

Start Time

9:10

End Time

2:58

HIGGINS EDUCATION CENTER

Start Time

9:10

End Time

2:58

H 2025-2026 Substitute Teaching Handbook

HOFFMAN ESTATES HIGH SCHOOL

..................

..................

..................

..................

..................

..................

7:30-9:04

.................

.................

10:52 - 11:22
11:30 - 1:04

.................

10:52 - 11:22
11:26 — 11:56
12:00 - 1:04

10:52 - 11:56

12:00 - 12:30
12:34 - 1:04

10:52-12:26
12:34 - 1:04

.................

1:11-2:45

..................

..................

..................

..................

..................

..................

Note: On Morning Work Session (student late start) days,
Block 1begins at 8:50 a.m.
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m ADMINISTRATORS AND DEPARTMENT CHAIRS

PALATINE HIGH SCHOOL
1111 N. Rohlwing Road, Palatine, lllinois 60074 e (847) 755-1600 e phs.d211.0rg

BUILDING ADMINISTRATORS

Principal ..........coooooi Tony Medina
SECretary ..o Shannon Szukala
Assistant Principal...............cccccvrnennnee. Kimberly Glaser
SECretary ..o Faith Hollander
Assistant Principal...............c.ccccoovnennene. Zia Nathan
Assistant Principal...............cccccvrnennnee. Kathryn Sall
Assistant Principal...............ccccoooeennen. Liza Delgado-Sullivan
Assistant Principal...............c.ccccoovnenen.. Alex Miramontes
Dean of Students..............cccoovevrennnnene. Mark Hajik
and Jason Woodzien
Student Services Director ....................... Fred Rasmussen
Athletic Director..........c..cccooovvvverirnnnee. Luis Arroyo
Dean of Building & Grounds................... Ashley Volgi

DEPARTMENT CHAIRS

Applied Technology.............cccococveuenn.ne. Mark Hibner

Art o Russell Horvath
Business Education................ccccceue. Adrienne Stewart
English..........cocooooiiiiieeeeee, Liz Sheehan
Multilingual Learner.............cccccooveveuenenne. Seju Jain

Family & Consumer Sciences.................. Kori Hibner
GUIdance ...........cocooeveeeeeeeeeeee Nicole Capalbo
Mathematics ...........c.ccooovivieiii, Craig Barnes
Media.........coooiieeiiece e Elizabeth Broemmelsiek
MUSIC ..o Dung Pham
SCIENCE ... Luke Skony
Social Studies............ccooeeieivieiiinee Chris Bays
Special Education................c.cccooooevvennene. Daniel Gavin
Technology ..........cccoeveinieinieieeees Alexander Larson
Wellness ........cccoeveevieinieieeeeeeeee Scott Hagel

World Languages............cccooeveeereeenenene. Gustavo Correa
NUISE ... Caitlin Hermanson

WILLIAM FREMD HIGH SCHOOL
1000 S. Quentin Road, Palatine, lllinois 60067 e (847) 755-2600 e fhs.d21l.org

BUILDING ADMINISTRATORS

Principal ..........ocoooovoii Mark Langer
Secretary ..o Natalie Nedza

Assistant Principal...................cccocoo. Michael Smith
SECretary ..o Elizabeth Villa-Mekaru

Assistant Principal...............cccococoviurnne. Aaron Pollack

Assistant Principal...................cccocoo. Scott Newmark

Assistant Principal...............ccccccoeennn. Kevin Farrell

Dean of Students..............ccccovvvireinnen. Joshua Cattero

Student Services Director........................ Tracy Bafia

Athletic Director..........ccccoovvivriririrrnnnn. Hamid Mehreioskouei

Dean of Building & Grounds.................... Kathryn Johnson
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DEPARTMENT CHAIRS

Applied Technology.............cccccoeveunee. Paul Hardy

Art & Media...........ccoeveeeeeeeeee, Paul Radek
Business Education............................... Chad Jonas
English........cccccooeiineiiiceeeee, Lindsey Komperda
Multilingual Learner............ccceuene... Arron McCurley
Family & Consumer Sciences .............. Christina Parsons
GUIdaNnCe ... Miriam Castro
Mathematics ... Christopher Grattoni
MUSIC ..o John Teichert
SCIENCE ... Karl Craddock
Social Studies..............cccoceeeererereenen, Heather Schroeder
Special Education................cccccueunenn. Jessica Thompson
Technology........ccccceevieinecieeeiee. Keith Sorensen
Wellness ........covevieivenieeeeee Andrew Kittrell
World Languages..........ccccccvvveverenennee. Hali Yoshimura
NUFSE ..o Venessa Ensisco
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m ADMINISTRATORS AND DEPARTMENT CHAIRS

JAMES B. CONANT HIGH SCHOOL
700 E. Cougar Trail, Hoffman Estates, lllinois 60169 e (847) 755-3600 e chs.d211.org

BUILDING ADMINISTRATORS DEPARTMENT CHAIRS
Principal .........ccoooovei Julie Nowak Applied Technology.............cccceveurnenenn.e. Eric LeBlanc
SECretary ..o Doreen Bucaro Art&Media............ocoovevie Erin Garrity-Duffey
Assistant Principal................ccccooooeene Jeannette Ardell Business Education ............c.oocoovveevenne.. Patricia Ertl
SECTetary ... Vivian Nordmeyer English.........cccovoveeiiicc, Sue Hess
Assistant Principal..............ccooooiinninn. Dane Henning Multilingual Learner .............ocoooooeeuen.... Margaurete Comes
Assistant Principal...............ccccevrennnee. Kim Davis Family & Consumer Sciences.................. Angela Drenth
Assistant Principal...........cccoooovviinninn, Monte Davis GUIdANCE ..o Paula Hill
Dean of Students..............cccconernnninee. Austin Sobey Mathematics ............ccooooovvvvenrveeerierrrs Derek Fivelson
Student Services Director ...................... Brigit Cain MUSIC ..o Tim Koll
Athletic Director..............cooooovviinriinnenn. Erik Hauser SCIENCE ..o sesrene David Torpe
Dean of Building & Grounds.................... Matthew Marks Social Studies............ooeoeveveveeeeeeeerereneen. Jeffrey Stewart
Special Education................cccoovvnnnnen. John Jonen
Technology ........ccccveivinieinieeeeeee Paul Kim
Wellness ........ccoeivevieeieeeeees David Cromer
World Languages...........cccoceoevvreueenennee. Brian Drenth
NUFSE ... Dawna Smeltzer
SCHAUMBURG HIGH SCHOOL

1100 W. Schaumburg Road, Schaumburg, lllinois 60194 e (847) 755-4600 e shs.d211.orq

BUILDING ADMINISTRATORS DEPARTMENT CHAIRS
Principal ........cooovvvvivivieec e Tom Mocon Applied Technology.........ccccooovvvvvvvreeeee. Craig Johnson
SECTOtANY oo Cathy Boyer Art & Media...........oooooovveeeeeceeeeeeeeeee, Jessica Aulisio
Assistant Principal...............cccccvrnnenee. Kendra Letzel Business Education ... Anna Griffin
SECTELAMY ...cvvmseisrsssisisssssssssessssisnasion Nicole Mueller ENGISN ..o Donald Davis
Assistant Principal..............ccooooieinnninn. Anthony Ganas Multilingual Learner.............coooecoevveen.... Leanne Fanelli
Assistant Principal................ccoccoooeeen Whitney Sophie Family & Consumer Sciences ................. Emily Lehky
Assistant Principal.............ccocoooonneerinnnne. Jacob Hughes GUIdANCE ... Eric Melton
Dean of Students..............cccoooonrrrrrininns Christopher Rafaj Mathematics ...........ooo.ooovveeemreerereereennenn. Matt Gruszka
Student Services Director ..................... Yassila Delgado MUSIC ... Vincent Inendino
Athletic Director..............ccooovvvinnriinnnnn, Marty Manning SCINCE oo Jason Campbell
Dean of Building & Grounds .................. Jessica Wienke Social Studies............c..cocooveveveiirernn. Aaron Phillips
Special Education................cccocoevnnnene. Dan Lanser
Technology ........ccccveieinieieieieeeee Scott Weidig
Wellness ........ccooeveveeieeeieeeeeeeeevee Ryan Senica
World Languages............cccooveveevreverennene. Katherine Haskins
NUISE ... Melanie Hopkins
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m ADMINISTRATORS AND DEPARTMENT CHAIRS

HOFFMAN ESTATES HIGH SCHOOL
1100 W. Higgins Road, Hoffman Estates, lllinois 60169
(847) 755-5600 e hehs.d211.org

BUILDING ADMINISTRATORS

Principal ...........cooooi Michael Alther
SECretary .o Susan Buck
Assistant Principal................ccocoooeenen. LaWanna Wells
SECretary .o Stephanie Mainock
Assistant Principal.............ccccccovvrnnnnne. Thomas Barlow
Assistant Principal...............cccccvrnennnee. Charles Nichols
Assistant Principal...............coovvvrinnnenn. Brittany Berleman
Dean of Students..............ccocecvrrinnn. Delaina Heracklis
Student Services Director ....................... Jennifer Beers
Athletic Director..........cccoovrvririririnnnn. Steven Lacni
Dean of Building & Grounds.................... Jason Stevens
DEPARTMENT CHAIRS
Applied Technology.............c.cccceuenne..e. Dave Ligman
Art & Media.............cocooviiii, Juan Medina
Business Education................cccceoenene. Kerri Largo
English...........ccocoovoviiieiieeeee Robert Coakley
Multilingual Learner ...............ccccceuennee. Peter McBride
Family & Consumer Sciences.................. Jessica Ecker
GUIdance ...........cooeveeeeeeeeeeeeeee Tessa Strzempek
Mathematics ..........coovvvvvvrce, Mary Thomas
MUSIC ... Thomas Chester
SCIENCE ... Todd Meador
Social Studies.............cceeiviiiiirne Kevin Mallon
Special Education....................cccccoeoee. Elise Hackl-Blunstein
Technology..........ccccoveveivieieriiciicei, Christina Ordonez
Wellness ........ccovvveevieieieeeeeeeene Wade Heisler
World Languages...........ccccecvvveverenvenenene. Cherea Sparkman
NUFSE ..o Dawn Leach
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DISTRICT 211 NORTH CAMPUS
335 E. lllinois Avenue, Palatine, Illinois 60067
(847) 755-6700 e ncam.d211.orqg

Director........ocoeeeeeeeeeeeeeeeeeee. Francesca Anderson
10-Month Administrator................ Teresa Brandt

HIGGINS EDUCATION CENTER
1030 W. Higgins Road, Hoffman Estates, lllinois 60169
(847) 755-6640 e cntr.d211.org

Director........ocooeeeeeeeeeeeeeeeeeenn. Jessica Orstead

and Patrick Moran

Return to Table of Contents » H


http://ncam.d211.org
http://cntr.d211.org
http://hehs.d211.org


Township High School District 211 ® 2025-2026 School Year Calendar

First Semester - 2025

Teacher Institute Thursday, August 7 No Classes

Teacher Institute Friday, August 8 No Classes

Start of First Semester Monday, August 11 Opening Day of School

Labor Day Monday, September 1 No School/All District Buildings Closed

End of 6-Week Grading Period Monday, September 22

Columbus Day Monday, October 13 No School/All District Buildings Closed

Teacher Institute Tuesday, October 14 No Classes

End of 12-Week Grading Period Wednesday, November 5

Non-Attendance Day Wednesday, November 26 No School/All District Buildings Closed
ThanksgvingDay  |Thursday November27 | NoSchoolil District Buldings Closed
ThanksgvingHoiday | Friday November 28 | No School/AllDistrict Buildings Closed

End of First Semester Friday, December 19 Winter Break Begins Close of School

Second Semester - 2026

Teacher Institute Monday, January 5 No Classes

Start of Second Semester Tuesday, January 6 Opening Day of Second Semester
Martin Luther King, Jr. Day Monday, January 19 No School/All District Buildings Closed
End of 6-Week Grading Period Wednesday, February 18

Presidents’ Day Monday, February 16 No School/All District Buildings Closed
Spring Break Begins Close of School Friday, March 20

Opening Day of School After Break Monday, March 30

End of 12-Week Grading Period Thursday, April 9

Non-Attendance Day Friday, April 3 No School/All District Buildings Closed
End of Second Semester Friday, May 22 Last Day of School

Graduation Information

May 13: Higgins/North Graduation
................................................................................. > Emergency Days - May 26 through May

May 15:  Hoffman Estates HS Graduation 29 will serve as emergency days in the event

May 17: Palatine HS Graduation district schools are closed for five or more
................................................................................. student attendance days.

Approved by the Board of Education: October 19, 2023
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m PERSONAL SUBSTITUTE RECORD

Date

School

Department

Teacher

Hours
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