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Welcome to the Beacon City School District

The role of a substitute teacher is both challenging and critical in maintaining continuity of
instruction, educational quality, and a positive tone for our schools. The purpose of this
handbook is to provide you with information and guidelines to enable you to complete your
assignment efficiently and effectively.

The handbook has been designed as a resource for you, so please familiarize yourself with
the procedures outlined within it. Should you have any questions, please ask for assistance.
The building administrators are committed to working with each substitute to maximize the
classroom educational experience for our students.

We wish you the best in your assignment and welcome any suggestions for future editions
of this handbook. We look forward to working with you and wish you a successful school
year.

Overview of Substitute Teaching

Definition:

A substitute teacher is a short-term replacement for a board-appointed teacher who is
absent but expected to return to the position.

Why Substitute?

e You determine when you work. You can request to work every day of the week or just a
few days per week that fits your schedule. For example, you can request to work only
Tuesdays and Thursdays.

You will gain invaluable experience if you are planning on being a teacher in the future.
You can request the age group you’d like to work with; just elementary or all levels.
Substitute teaching can be rewarding meaningful work.

Once you learn the routine, substituting can be fun.

Pre-employment Information
Substitute Pool:

Beacon maintains an approved pool of substitute teachers. Substitutes are used on an
as-needed basis so there is no set pattern of how approved substitutes may be utilized.
Until substitutes become known as a helpful resource by several teachers, don’t be
surprised if you are called to work on a random and sparse pattern. If you meet the
expectations, teachers will want you to return in the future.

Application for Employment:
For “walk-in” applicants, applications for substitute teaching are available at the Board of

Education Office located at 10 Education Drive.Copies of your educational transcript and
certifications should be submitted when the application is returned to the office.
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Orientation and Interviews:

Several times throughout the year, an orientation/interview session will be held when the
substitute pool needs to increase. Successful candidates will be added to the substitute
pool by Board of Education appointment. No one may substitute teach until there is a
Board of Education appointment.

Order of Preference and Terms for Substitute Teaching in Beacon:

Credentials Number of Days Details
Service may be rendered in any
capacity for any number of days, in
any number of school districts. If
NYS Teacher with Valid Teaching _ employed on more than an
- Indefinitely s . . .
Certificate itinerant” basis, such persons will
be placed in areas for which they are
certified.
NYS Teacher without Valid Teaching Service may be rendered in any
Certificate but holds a Bachelor’s Indefinitely capacity for any number of days, in
Degree or Higher any number of school districts.
Service may be rendered in any
Teachers without Valid Teaching capacity for any number'of Qays, n
o . any number of school districts. If
Certificate but Working Toward _
o Indefinitely employed on more than an
Certification at a Rate of not Less s . . .
) itinerant” basis, such persons will
than Six Semester Hours per Year . .
be placed in areas for which they are
seeking certification.
Teachers who are Licensed in Other Limited May substitute up to forty (40) days
States but not New York State per year
Persons Holding an Associate’s - May substitute up to forty (40) days
. Limited
Degree or Higher per year
Must be 18 years of age, with at least
. - two (2) years of college credit. May
Persons Attending College Limited oS 0T o ey (L0) CEYB 0E)
year.
Must be 18 years of age. May
Persons with a High School Diploma Limited substitute up to forty (40) days per
year.
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The business office will keep a tally of the days each type of substitute works. The
Superintendent’s Office will be notified when a non-certified substitute reaches the
forty-day limit.

In June the Business Office will provide the Superintendent with a list of non-certified
substitutes and the number of days they have worked. The information is for use on
State reports.

Required Paperwork for Board Appointment:

After candidates have successfully completed an application and interview and it is
determined they will be candidates for the Substitute Pool, additional paperwork and
clearance are required before a Board of Education appointment.

e Instructional Application Form

e Employee’s Withholding Tax Forms

e NYS Teacher Certification Verification

e Fingerprint Clearance

e Retirement Status Inquiry Form

e DASA Certification (if applicable)

e Oath of Allegiance

o Eligibility Verification Form (1-9)

e Authorization for Automatic Deposit Form
e Emergency Contact Form

Required Paperwork Years Following First Appointment and Successful Substituting:

If a substitute remains in good standing after a Board of Education appointment, it
will only be necessary for the substitute to complete an updated application for
continued employment in the following years.

Getting Started as a Substitute Teacher

Pre-Substitute Work School Visit:

Once candidates have been appointed to the Substitute Pool by the Board of
Education they may want to prepare themselves for substitute teaching. If he/she is
unfamiliar with the Beacon Schools where they would like to substitute, candidates
are welcome to call the building principal to schedule an informal tour. Please have
your letter of appointment with you for the principal to review before the informal
tour.

3
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Directory of Beacon Schools and District Office:

School

Principal

Phone

J. V. FORRESTAL
125 Liberty Street
Beacon, NY 12508

Ms. Crystal Sessoms-Wiggins

(845) 838-6900
x5601

GLENHAM SCHOOL
20 Chase Drive
Fishkill, NY 12524

Ms. Cassandra Orser

(845) 838-6900
x5001

SARGENT SCHOOL
29 Education Drive
Beacon, NY 12508

Ms. Cathryn Biordi

(845) 838-6900
x4501

SOUTH AVENUE SCHOOL
60 South Avenue
Beacon, NY 12508

Ms. Kelly Amendola

(845) 838-6900
x5301

ROMBOUT MIDDLE SCHOOL
84 Matteawan Road

Mr. Brian Soltish

(845) 838-6900

Beacon, NY 12508 x4131

BEACON HIGH SCHOOL
101 Matteawan Road
Beacon, NY 12508

(845) 838-6900

Mr. Corey Dwyer %3003

BEACON CITY SCHOOL DISTRICT OFFICES
10 Education Drive
Beacon, New York
Phone: (845) 838-6900

Dr. Matthew Landahl, Superintendent of Schools
Ms. Ann Marie Quartironi, Deputy Superintendent
Dr. Sagrario Rudecindo-O’Neil, Assistant of Curriculum and Student Support
Dr. Heather Chadwell Dennis, Assistant Superintendent of Pupil Personnel Services
Mr. John Giametta, Executive Director of Human Resources and Operations
Mr. Jesse Morrill Director of Facilities
Ms. Vanessa DeFonce, Director of Technology
Mr. Anthony Rollins, Director of Food Services
Ms. Deborah Caul, Director of Transportation
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Subtitute Teacher Code of Ethics

A “Code of Ethics” defines and describes acceptable practices. The Code for
Substitute Teachers examines the specific responsibilities of the Substitute Teacher
and the relationships that must be maintained with students, parents, teachers, the
school, and the community at large.

Confidentiality is one of the most critical aspects of your job. It is your legal
responsibility to observe the rights of both students and parents regarding data
privacy. You will have access to personal information about students and their
families, including:

e Anecdotal behavior from within classrooms and other school settings; and

e Family circumstances and family relationships.

Accepting Responsibility

e Recognize that the Classroom Teacher has the ultimate responsibility for the
delivery of instruction and classroom management; follow the directions
prescribed by that Teacher.

e Communicate progress or concerns about students to parents, only when
directed to do so by a School Administrator.

e Refer concerns expressed by parents, students and/or others, to a School
Administrator.

Relationships with Students and Parents

e Discuss a student’s progress, limitations and/or educational program only with
the School Administration and in an appropriate setting.

e Discuss school problems and confidential matters only with designated
personnel. Refrain from engaging in discriminatory practices, based on a student’s
disability, race, gender, cultural background and/or religion.

e Respect the dignity, privacy, and individuality of all students, parents, and staff
members.

e Present yourself as a positive adult role model.

Relationship with the School Administration

e Recognize the School Administration as Supervisory.

e Establish communication and a positive relationship with the School
Administration. Discuss concerns about the teaching methods directly with the
School Administration.

e Utilize the appropriate grievance procedures when problems cannot be resolved.

Relationship with the School

* Accept responsibility for improving your skills.

e Know school policies and procedures.

e Positively represent the School District.

Adapted from: Supervising ParaEducators in School Settings: A Team Approach, edited by Anna Lou Pickett and Kent Gerlach, 2009, Pro-Ed, Inc.
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Subtitute Teacher’s Responsibilities

Starting the Work Day:

Substitute teaching is an important job. The absent teacher and the principal rely on
you to provide a quality service. Substituting is far more than showing up and
babysitting, it is complex work with high demands. To help you start the day
positively, please follow the steps below.

1. Ifyou are called early, please arrive at the school early. The formal start times are
listed below but you may need a few extra minutes to prepare yourself.

a. 8:30 a.m. Elementary Schools

b. 7:50 a.m. Rombout Middle School

c. 7:20 a.m. Beacon High School

2. Report to the main office upon arrival; let the secretary know who you are. Ask if
there is paperwork you need to complete as a substitute.

3. Initial the sign-in sheet in the place provided for the teacher you are substituting
for that day. Please read any additional information on the sign-in if provided.

4. Check that teacher’s mailbox and gather any announcements or items for the
day’s work, the teacher’s mail addressed to them should be left in the mailbox.

5. Locate the teacher’s room and find the teacher’s plan book. The plan book may be
found on top of the desk or in the top drawer. If you cannot find the plan book return
to the office and see if it was left there. The plan book will have lessons for the day,
review the plans, and gather any necessary materials including textbooks.
a. Write on the board
i. Your name
il. Any homework assignment
iii. The objective for the day
iv. Any other information indicated in the plan book.
b. You should also find a sheet(s) to take attendance, the teacher’s daily schedule,
the bell schedule (in secondary schools), and familiarize yourself with this
information.
c. You are expected to fill all of the duties on the teacher’s schedule which may
include bus duty, hall duty, or lunch duty.

6. Familiarize yourself with the fire drill procedures if you have not seen them before.
Directions for fire drills are posted on the wall adjacent to the corridor in all
classrooms. You can always check with the teacher in the room adjacent to yours.
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7. Take note of any special alerts concerning your students with allergies such as
medical or diverse needs.

8. Find out the procedure for reporting any absent students.

9. Familiarize yourself with student bathroom break procedures. The teacher in the
next room may be a good resource or the main office.

10. Locate the faculty restrooms and faculty room.
The Work of the Day:

Very quickly the students will begin to enter the classroom and your day is off and
running!

1. Establish yourself as a confident and prepared substitute. Welcome the students
to the classroom ensuring that a calm and orderly environment is maintained as the
students seat themselves. Introduce yourself.

2. Taking attendance is required. At the elementary schools attendance is required
once. Mark the appropriate paper to reflect the attendance. At the middle and high
school attendance must be taken each period.

3. You are responsible for each student in the classroom and their safety. No student
should be permitted to leave the class without permission. No student should be left
unsupervised; you are responsible for knowing if the student leaves for special
services to ensure that a teacher is waiting for that student. No student is permitted
to leave the building during the school day except through the main office. If you are
in doubt, contact the main office.

4. If astudent becomesill or an accident occurs, students are permitted to go to the
nurse’s office. Depending on the age or situation, another student to escort may be
needed. Accidents should be IMMEDIATELY reported to the Nurse’s office.

5. Once attendance is taken, begin the lessons as outlined by the teacher. It is the
expectation of the school district that you will follow the plans, and the teacher’s
schedule and perform the academic duties of the teacher.

6. Sometimes students will text substitutes. Remain calm and use a firm tone of voice.
Hitting a student or other forms of physical contact is not permitted. If thereis a
student fight, call the office, alert teachers nearby, and call for security.

T
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7. Use standard grammar when speaking with the students. Profanity is not
permitted.

8. If a student(s) is out of control do not hesitate to ask for help.

9. Pupil behavior problems should be discussed with the Principal or Assistant
Principal.

How to End the Day:

1. Ensure that during the last period or at the end of the elementary day the students
assist in putting the classroom back in the order you found it. Collect any materials
that were handed out. If the task is not completed with the students, you are
expected to place the room in order.

2. Atthe secondary level at the end of each class ask the students to summarize
what they learned in the class period. For elementary ask the same question after
each subject.

3. If there are homework assignments, ask secondary students to write the
homework in their planners or notebooks, if elementary do the same at the end of the
day.

4. You cannot allow students to leave early, no matter how well they have behaved.

5. You are expected to follow the end-of-the-day procedures to excuse the students.
Procedures will be different for different age groups.

6. Make a set of notes for yourself so you can reflect on your day and your
performance and just in case you are asked to substitute the next day in that
classroom or the future.

7. Close the windows, turn out lights, and shut the door when you leave the
classroom.

8. Complete the paperwork you were given at the beginning of the day and return it
to the main office. Sign yourself out, if required by the building.
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After Substituting
Payroll:

Substitutes are paid by check on the same two-week schedule as all staff. The check
can be mailed to your home, sent to the school of your choice, or directly deposited
in your bank account.

Substitute teachers will be paid according to the following per diem schedule:

Credential Daily Rate
Retired BCSD Teacher $125.00
Certified Teacher $115.00
Uncertified $90.00

If you are assigned to the same teacher for 20 consecutive days, your rate will
increase to 1.5 times the certified per diem rate, effective on the 21st day of the
assignment in accordance with district practice.

If the assignment extends to 30 consecutive days, your rate will be adjusted, effective
on the 31st day, to 1/200th of the Bachelor’s Step 1 or Master’s Step 1 salary, as
applicable based on your qualifications, in accordance with district practice and the
Beacon Teachers’ Association contract.

If your assignment is formally designated as a Leave Replacement position, your
salary will be determined in accordance with the provisions of the Beacon Teachers’
Association contract based on your degree and credits.

Evaluation of Substitutes:

The building administration is directly responsible for evaluating substitute teachers.
Do not be surprised if administrators enter the classroom unannounced during the
day. You may receive feedback at any time, but if you do not, you may ask the
administration for feedback. A copy of the Substitute Evaluation Report is provided
on pages 21-22.

Major areas of evaluation are based on:
e Substitute’s ability to establish rapport with the students & adults in the building
Substitute’s ability to provide a safe learning environment
Substitute’s ability to carry out lesson plans left by the teacher
Substitute’s ability to deal with unexpected situations
Substitute’s classroom management techniques
Feedback from the classroom teacher and others
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Professional Substitute Teacher Checklist
At Home:

Organize several appropriate substitute teacher outfits in a section of your closet.
Compile a set of note cards containing pertinent information about the schools
where you may be assigned.

Keep a notepad and pencil by the phone you will use to answer early morning
calls.

Answer the phone yourself.

Assemble a Sub-Bag. Keep it well-stocked and ready.

Leave early enough to arrive at school early (suggested at least twenty (20)
minutes before the beginning of school).

Prior to Entering the Classroom:

Report to the main office.

Ask about student passes and special procedures.

Ask if there will be any extra duties associated with the permanent teacher’s
assignment such as hall, bus, or lunch duty.

Find out how to refer a student to the office.

Ask if any students have medical alerts or instructions.

Find out how to report students who are tardy or absent.

Find the locations of restrooms and the teachers’ lounge.

Ask for the teachers’ names on both sides of your classroom and, if possible,
introduce yourself to them.

In the Classroom Before School:

Enter the classroom with confidence and your Sub-Bag.

Put your name on the board.

Review the expectations, or rules, if any are posted.

Located the school evacuation map.

Read through the lesson plans left by the permanent teacher.

Locate the books, papers, and materials needed throughout the day.

Study the seating charts.

When the bell rings, stand in the doorway and greet students as they enter the
classroom.

Throughout the Day:

Greet the students at the door and get them involved in a learning activity
immediately. Please ensure you pronounce students’ names correctly.
Carry out the lesson plans and assigned duties to the best of your ability.

10
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e Improvise using the materials in your Sub-Bag to fill extra time, enhance activities,
or supplement sketchy lesson plans as needed.

e Be fair and carry out the rewards and consequences you establish.

e Be positive and respectful in your interactions with students and school
personnel.

At the End of Each Class Period:
e Make sure that all classroom sets are accounted for.
e Challenge students to recall projects and topics they have studied that day.
e Remind students of homework.
e Have students straighten and clean the area around their desks.

At the End of the Day:

e Complete a “Substitute Teacher Report” for the permanent teacher.

e Neatly organize the papers turned in by the students.

e Close windows, turn off lights and equipment and make sure the room is in good
order before you lock the door.

e Check to see if you will be needed again the next day.

e Jot down a few notes to yourself about what was accomplished, how things went,
and ways to improve.

Substitute Teacher Survival 101

Effective classroom management and preparation are essential to survival as a
substitute teacher. Flexibility, backbone, and a "bag of tricks" are the keys to success.

Substitute teachers in elementary schools need a few tricks up their sleeves, or chaos
takes over. Substitute teachers are usually new teachers, and are often easy targets
of student misbehavior. Fortunately, with the proper classroom management
techniques, the school day can run smoothly.

The first five minutes of the day are critical for establishing a backbone as a teacher.
For example, if students try to talk during the national anthem, announcements, or
attendance, the teacher must nip these behaviors in the bud. From the minute the
students walk into the room, the teacher must establish him or herself as the one in
charge.

Learn Students’ Names to Build Rapport
Taking attendance is a necessary task and a great way to learn students’ names.

Knowing students’ names helps build rapport, and lets students know that the
teacher is interested in them as individuals. It is also an excellent classroom

1








































