
 

 

 

 

 



 

 

From the Superintendent 
 

 

Welcome to Bethel! 

On behalf of all your new Bethel School District colleagues, I would like to 

welcome each of you as you join our team! Your role as a substitute 

employee is crucial in maintaining our commitment to excellence in 

education. Your dedication ensures continuity and support for our 

students’ learning journey. Thank you for stepping into this vital position. 

We appreciate your contributions and look forward to a successful 

partnership ahead. 

Brian M. Lowney, PhD 

Superintendent 
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From the Sub Office 
 

Welcome to Bethel! 
 
We appreciate our Substitutes!  As a sub, you play a very important role in the daily 

lives of our buildings, staff, students and families.  We hire Substitutes to minimize the 

disruption that can occur when regularly contracted staff need to be away, so we 

appreciate your willingness to be present, engaged, helpful and ask questions to help 

our buildings operate as efficiently as possible. 
 
Here are some helpful reminders to keep top of mind. 
 

●​ When you need to communicate any changes to your assignments, please 

contact the Sub Office and include the building secretary. 

●​ We have a 48-hour rule: if you need to cancel or change an assignment within 

48 hours of the start time, contact the Sub Office so we can help the building 

navigate the change. 

●​ Subs are hired to work a minimum of 4 assignments per calendar month. Subs 

not meeting that requirement risk being offboarded. 

●​ For our certificated teacher subs, lesson plans must be followed to the best of 

your ability.  

o​ No lesson plan? Be prepared. Consider age-appropriate, engaging activities that 

you could do with students in grade levels and subject areas you would like to 

sub in.  

o​ Inform building administrators of your alternate plan so they are aware of what 

is happening in their classrooms. 

●​ When you are on assignment in a building, the office secretary, administrators, 

and content area team members are there for support. 

●​ It is important to always enter a building with an educator mindset. You are 

working with our students and appropriate behavior is expected. 

●​ Do not use your personal devices, including cell phones and laptops, for your 

assignments. The building will have you check out a District-approved device for 

the day. 

●​ Please be mindful of your schedule and ways to minimize excessive 

cancellations of assignments. 

●​ As a best practice, we encourage our substitutes to refrain from subbing in 

their own students’ classrooms to prevent potential conflicts of interest. 

 
Please contact the Sub Office at 253-800-2042 or suboffice@bethelsd.org anytime you 

have questions.  Thank you! 
Bethel Sub Office 
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Section 1: Bethel’s Mission Statement 

Goals for the 21st Century 

The mission of the Bethel School District is to provide a safe educational 

environment which enables students to develop and apply the skills, 

knowledge, attitudes, and values needed to realize their maximum potential. 

  

With this mission in mind, we commit to the following: 

  

●​ Bethel’s educational program will ensure that students learn and are able 

to effectively apply basic and advanced skills and processes in all 

academic areas. 

●​ Bethel students will develop the skills needed to communicate their 

thoughts logically and effectively as well as to express their individuality 

and creativity. 

●​ Bethel students will have the skills and abilities needed to meet the 

challenges of an information society and to utilize its rapidly changing 

technologies. 

●​ Bethel students will demonstrate a basic understanding of our democratic 

process and the responsibility for citizenship in an international society. 

●​ Bethel School District will promote an understanding and respect for the 

diversity of cultures and a recognition of the uniqueness of others in a 

pluralistic community. 

●​ Bethel will provide an ongoing program of staff development which 

includes working with staff to incorporate a variety of teaching strategies 

that meet individual needs, help students discover information, gain 

knowledge, and to excel in academics, the arts and athletics. 

●​ Bethel School District will provide a learning environment that prepares 

students to successfully transfer the knowledge, skills and attitudes 

learned in school to institutions of higher education and future careers. 

  

Through the accomplishment of these commitments, students will be better 

prepared to participate as ethical, cooperative, responsible, and productive 

citizens. 
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The Bethel School District will work with parents, the business community, and 

the community at large as partners in the achievement of this mission. 

  

Link to “About Us” - 

https://www.bethelsd.org/about-our-district/about-our-district-clone 

 

Link to “Strategic Plan” - 

https://www.bethelsd.org/about-our-district/strategic-plan 
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SUBSTITUTE HELP: Click on the links 

HUMAN RESOURCES 

 

 

E: hr@bethelsd.org  

P: (253) 800.2000 

F: (253) 800.2049 

 

Office Hours: 7:30 AM - 4:30 PM 

 

Location: 516 176th St. E., Spanaway, WA 98387 

SUBSTITUTE OFFICE 

 

 

E: suboffice@bethelsd.org 

P: (253) 800.2042 

F: (253) 800.2049 

 

Office Hours: 6:30 AM - 4:00 PM 

 

Location: 516 176th St. E., Spanaway, WA 98387 

RED ROVER 

 

Please contact the Substitute Office for 

additional help. 

 

 

 

ADDITIONAL HELP 

PAYROLL E: payroll_benefits@bethelsd.org 

P: (253) 800.2000 

TECHNOLOGY  E: tsr@bethelsd.org 

P: (253) 800.6767 

STUDENT RECORDS -  

SYNERGY ACCESS 

E: student_records@bethelsd.org  

P: (253) 800.6738 
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Email is Important 

It is essential to check your email on a regular basis -- once a week at minimum. 

All Red Rover confirmations, changes in assignment, and/or cancellations are 

sent to your Bethel email. To access your Bethel email, go to www.bethelsd.org 

and select the Bethel Portal icon in the top right-hand corner. 

 

Red Rover Activation 

Once your Red Rover profile is activated, you will receive an email (to your 

personal email) from Red Rover directly. This email is your “account setup 

email”. Do NOT ignore this email. Once you receive the email, go to 

app.redroverk12.com and login using your personal E-mail. Once logged in using 

the account set-up email, to access Red Rover in the future, 

●​ you can use the Red Rover app on your phone or  

●​ use www.redroverIK12.com 

 

Mandatory Vector Trainings 

All Bethel substitutes must complete the annual mandatory Vector training 

videos. You will access Vector Training (formerly known as Safeschools) through 

your Bethel Portal. Once you receive your login information, please go to 

bethel.wa.safeschools.com/login and complete the training. 

 

Inactivity & Minimum Sub Requirements 

To remain active, substitutes must substitute at least 4 times a month. This is on 

average 1 time a week.  Contact the Sub Office if you have questions or need 

to discuss your situation.  

 

Professional Ethics 

Substitutes are expected to maintain the same ethical standards as regular 

teachers per district policy 5009 and 5282. If any problems or concerns arise, 

inform the building principal or report to Human Resources, Substitute Office, 

on the same day of occurrence. 
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Arrival and Departure Time 

●​ Upon arrival, report directly to the school office. You will be given 

information and materials pertinent to the school and the position you are 

working that day.   

 

●​ DON’T HESITATE TO ASK QUESTIONS! 

●​ The District requires substitutes to adhere to the arrival and departure 

time that applies to regular staff members (including late start and early 

release days).  

○​ You are encouraged to contact the building directly to confirm if 

they would like to have you report at the regular time or the 

late start time.  

●​ Please refer to Red Rover for your start and end time -- you are 

expected to serve in your substitute capacity for the duration of the 

assignment. 

○​ Occasionally, you may get a late notification from Red Rover and it may 

not allow you to arrive by the time indicated in the job assignment. This is 

understood and accepted as unavoidable. If you accept a position and 

will not be able to arrive by the indicated start time, contact the building 

directly to let them know. If you are unable to contact the building, then 

contact the Substitute Office immediately. 

○​ If you are not going to be able to make your substitute assignment for the 

day, you must either cancel the assignment online or email/call the 

Substitute Office 2 hours prior to the start of the assignment to be 

removed. 

 

Subs are expected to observe the 48-hour rule. If you 

need to cancel or change an assignment within 48 hours 

of the start time, please contact the Sub Office so we 

can help the building navigate the change.  
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Reassignment 

Occasionally, needs for a building may change. This may result in the substitute 

position you originally committed to being reassigned to teach a different grade 

level/content area and/or cover another class during your scheduled 

assignment’s planning period (only Represented Certificated Subs can cover 

during their scheduled planning period).  

 

It’s understood that the new position may not be familiar to you;  you may not 

be properly dressed (i.e. move from PE to a classroom); however, you are 

expected to be flexible in these situations. We appreciate your flexibility and 

willingness to do what is best for Bethel students. Plan to be prepared. 

 

NOTE: Refusal to adjust as needed may impact your continued use as a 

Bethel substitute. 

 

Personal Devices 

As a substitute, your personal device is not to be out or used during student 

contact time. The use of personal devices (cell phones, laptops, tablets, etc.), 

including answering/making calls, checking messages/voicemails/emails, 

watching videos, etc. is to be limited to non-student contact time only (i.e. 

planning period, lunch). During student contact time, the sound on your device 

is to be silenced and stored in your personal belongings. 

  

For substitute teachers, a device (laptop or tablet) may be checked out for you to 

take student attendance in your classroom for the day. If a device is not 

available, please ask the office staff how they would like you to take attendance 

for the day.  

 

Personal devices are not authorized for use, as only our district devices are 

approved for use in the classroom. 
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Supervision 

It is your responsibility to supervise the students at all times. Do NOT leave 

students unsupervised, including falling asleep in class or stepping out of the 

room. Please do not fall asleep during an assignment. If you are tired, get up 

and move around the room. 

 

Rejecting Jobs 

It is recommended that you do NOT "reject" jobs. The system tracks rejections 

and will reduce your ability to view available jobs. Once a job is rejected, you 

will no longer be able to view it. Do not click “reject” next to a job you are not 

interested in online as it will disappear after the start time. For the phone 

system, simply hang up the phone if you do not want to work the position. 

 

Canceling Jobs 

To reiterate, we have a 48-hour rule. If you need to cancel a job within 48 

hours of the start of the assignment, please contact the Sub Office so we can 

help the building navigate the change and find a replacement sub. 

 

Do not cancel an assignment just to accept another assignment. Contact 

the Sub Office so we can evaluate the situation and determine if it is 

feasible to make a change. 

 

Canceling an assignment within 24 hours of an assignment’s start time will 

result in the system automatically putting in a NON-WORK DAY.  

 

NOTE: You cannot cancel an individual day that is part of a multi-day 

assignment. You must contact the Substitute Office. 

  

Subbing in Addition to Contract 

Certificated: Teachers with a 0.5FTE contract (or less) can substitute in addition 

to their contracted position. To do so, they must be on the substitute list and 

substitute assignments may not conflict with their contracted hours. 

 

Apply online as an internal applicant. 

 
 

14 

https://www.bethelsd.org/programs-departments/human-resources/career-opportunities


 
 

 

 

 

 

 

Classified: Classified Staff contracted 5.0 hours per day or less can substitute in 

addition to their contracted position. They must be on the substitute list 

(Instructional Paraeducator, Non-Instructional Paraeducator, and Office Clerk) in 

order to do so and substitute assignments may not conflict with their contracted 

hours. They may not exceed 8 hours in a work day. 

 

Apply online as an internal applicant. Their current supervisor must complete 

a digital reference survey. 
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Red Rover Absence Management 

1.​ Once your Red Rover account is activated, you will receive an email 

from Red Rover directly. This email is your “account setup email”. Do 

NOT ignore this email. The email notification will look like this: 

2.​ Once you receive the email, go to app.redroverk12.com 

and login using your personal email. Once logged in using the 

account set-up email, go to app.redroverk12.com and login using 

your personal E-mail. Once logged in using the account set-up 

email, to access Red Rover in the future, 

○​ you can use the Red Rover app on your phone or  

○​ use www.redroverIK12.com 

 

3.​ Upon logging in, select “Bulletin Board” on the menu and open the 

message titled “Getting Started for Substitutes”.  

 

●​ Watch the Basic Training Video to get a high-level view of the 

system and how to use it. 

●​ Review/complete the “To Do” list, and review the linked help 

articles.  
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4.​ You can also check out the Red Rover Help Center or the Red Rover 

Training Center to learn more about the system on your own. 

●​ Access the Help Center by clicking on the ? icon in the upper right 

corner and select Help. 

 

 
 

●​ Access the Training Center by clicking the blue training center 

button on the right side of the screen. 
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Common Acronyms to Know 
 

ASSISTANT SS/LEVEL 5 Instructional Paraeducator 

ASSISTANT SS/LEVEL 3 Non-Instructional Paraeducator 

CTE Career & Technical Education 

EBD Emotional Behavior Disorder 

ECE Early Childhood Education 

ECEAP Early Childhood Education Assistance Program 

ILC Independent Learning Classrooms 

ISS In School Suspension 

SPED Special Education 

STEM Science Technology Engineering & Math 

STEAM Science, Technology, Engineering, Art & Math 

TK Transitional Kindergarten 

 

 

 Bethel Special Programs 

Program Details 

EBD 

(Emotionally 

Behaviorally 

Disabled) 

Grades K-5: Designed for students who exhibit behaviors that 

impact their success in the general education setting. 

Grades 6-12: Serves students with significant 

behavioral/emotional concerns that impact their success in the 

general education setting. 

Self-contained. 

Regular school hours. 

Extended 

Outside 

Placements 
This is used for students who have placements outside of the 

district or state. These may be court-ordered. 
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FOSS (Focus on 

Social Skills) 

This inclusive program is designed to meet the unique needs of 

students with social cognitive deficits with average to above 

average cognitive abilities. 

Self-contained. 

Regular school hours. 

ILC 

(Independent 

Learning Center) 

Grades K-5: Designed to meet the moderate to severe 

disabilities, including students who are medically fragile. 

Grades 6-12: The program serves students with severe 

disabilities, including students who are medically fragile. 

Teachers: As hired by the district. 

LSA (Learning 

Success 

Academy) @ 

Challenger High 

School 

Self-contained EBD program. 

Comprehensive academic & mental health services. 

Students may have a LSA, CHS and/or other building schedule. 

Teacher: Kelley, Thomas 

Options 

Alternative learning location program for SpEd students. 

Students may be in a 45-day discipline related IAES situation. 

Structured 

The Structured Teaching program is designed to serve students 

with nonverbal and other related communication disorders. The 

program uses environmental and visual structure to take 

advantage of the unique strengths of the students in order to 

help children grow to their fullest potential. This self-contained 

setting focuses on communication, functional academic skills, 

and living skills. 

Transition to 

Kindergarten 

A pre-kindergarten program for children, below the age of five, 

who do not have access to high-quality early learning 

experiences prior to kindergarten. Additionally, they have been 

deemed by a school district, through a screening process and/or 

other instrument(s), to be in need of additional preparation to be 

successful in kindergarten the following year. 

Transition 18-21 

Program (LAB 

175th, FMS & 

A program specifically designed for students who "transition" out 

of their IEP and as included in their IEP starting when the student 

turns 16. The focus of this program is prepare students for life 

after they graduate from the K-12 school system. 
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Pettit 

Locations) 

 

If you are interested in an assignment and you have questions about the 

classroom and what might be expected, subs are always welcome to contact the 

building directly to ask questions.  
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Substitute Daily Attendance 

As a certificated substitute, you have the responsibility to Post Daily Attendance 

and enter Lunch Count (elementary only) for the classes that you will be working 

with. This will be done in Synergy via TeacherVue.  

Synergy is used by all teachers and certificated substitutes to take attendance 

within the first 15 minutes of class. In TeacherVue, you will use a single login to 

get a 360 view of any student.  

Logging into Synergy 

Under your Bethel Portal account, the Synergy program is located under 

applications. You can also access this program by typing the following URL 

wa-beth.edupoint.com in the search bar.  

Select the ‘Substitute Teacher Login’ link found towards the bottom of the page 

to be redirected to the substitute login page. Using the drop down menus, select 

the school you will be substituting at and then select the teacher you will be 

substituting for. Type your email address in the next field. Then enter the 

password given to you by the building you are substituting at. If you were not 

given a password, talk with an office staff member about receiving it. 

Taking Attendance 

Upon logging into Synergy, you should now be assigned to the class you are 

covering for the day with TeacherVue access . On the front page, Located at the 

top, is an option to take attendance and upon hovering over, list two options to 

report it; A seating chart or list view. Select the option you prefer.
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After selecting your preferred attendance view, a list of students' names will 

populate and you will select their name or photo to report attendance, this will 

be recorded on the right hand side of the screen. 

Lunch Count 

For certificated elementary school assignments, you are required to take lunch 

count. From the TeacherVue screen, click the “Lunch Counts” button to the right 

of the attendance button. The heading will change to “Taking Lunch Counts” 

with a green “Save” button appearing to the left hand side. Count the number of 

students that will be receiving lunch from the school. Enter that number into the 

student lunch field, either by clicking the green plus sign or typing the number 

in. Do the same thing for the adult lunch and milk fields. When finished, click the 

green “Save” button in the upper left hand corner. 

 

NOTE: For a video guide on taking attendance and lunch count, click here. 

 

Questions regarding Synergy, please contact Student Records at (253) 800-6738 
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Substitute pay periods are from the 11th of the month through the 10th of the 

following month. District paychecks are direct deposited once a month on the 

last business day of the month. Work performed through the 10th of the month 

will be paid on the paycheck issued the last business day of that month. 

2025 -26 School Year 

 SUB TEACHER PAY  SUB CLASSIFIED PAY 

PER FULL DAY 

(3.75 hrs>) 

Substitute Teachers:  

$200/day  

 

 HOURLY:  SALARY SCHEDULE 

25-26 

PER HALF DAY 

(3.75 hrs <) 

 Substitute Teachers:  

$100/half day 

 

 

 

PLEASE NOTE: Visiting Secretarial/Clerk pay is listed on the District website, 

within the Classified Substitute Salary Schedule B.  

 

The standard deductions are: Federal Withholding Tax, Social Security 

Contribution, Labor and Industries insurance premium.  

 

Substitutes who have been members of the Washington State Teachers 

Retirement Systems (TRS) should make certain that they have the appropriate 

forms filed with the Payroll Office for appropriate deductions. New member 

eligibility is determined by current TRS guidelines, which are available from the 

Payroll Office. 
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Pay Dates 2025/26 School Year 

 

 

Payday is once a month on the last business day of the 

month (this is not always a Friday). See the pay 

schedule below: 

 

 

 

Pay Period Pay Date 

August 11, 2025 - Sept. 10, 2025 Sept. 30, 2025 

Sept. 11, 2025 - Oct. 10, 2025 Oct. 31, 2025 

Oct. 11, 2025 - Nov. 10, 2025 Nov. 28, 2025 

Nov. 11, 2025 - Dec. 10, 2025 Dec. 31, 2025 

Dec. 11, 2025 - Jan. 10, 2026 Jan. 30, 2026 

Jan. 11, 2026 - Feb. 10, 2026 Feb. 27, 2026 

Feb. 11, 2026 - March 10, 2026 March 31, 2026 

March 11, 2026 - April 10, 2026 April 30, 2026 

April 11, 2026 - May 10, 2026 May 29, 2026 

May 11, 2026 - June 10, 2026 June 30, 2026 

June 11, 2026 - July 10, 2026 July 31, 2026 

July 11, 2026 - August 10, 2026 August 31, 2026 

 

 

 

 

 

 
 

26 



 
Sick Leave 

You are entitled to accrue paid sick leave as of January 1, 2018. This will accrue at 

1 hour of paid sick leave for every 40 hours you work.  Please see below for more 

information.   

  

SEBB Benefits 

Starting in 2020, all Washington State school districts, Educational Service 

Districts (ESDs), and charter schools will receive benefits for their eligible 

substitutes through the SEBB Program.  

 

In order to be eligible, you would have had to work 630 hours or more during 

the last two consecutive school years or reach 630 working hours during the 

current school year. Once reached, benefits will start the 1
st
 of the following 

month, continue through the school year (August 31
st
), and then reevaluated on 

September 1
st
.  

 

The payroll department is keeping track of eligible substitutes and will reach out 

via Bethel email if you become qualified. 

  

Long-Term Assignments (Certificated Substitutes Only) 

Long-term assignments are teaching assignments that are continuous for 21 or 

more consecutive workdays. 

 

After the 20th day, the substitute pay is adjusted to the long-term substitute 

daily rate of $250/day. 

 

July Incentive (Certificated Substitutes Only) 

The July lump sum incentive for meeting the minimum working day threshold 

will be paid out on the last business day of July. Please see BEA Article 48 for 

more information. 

 

●​ $200 for working fifty (50) full days; or 

●​ $300 for working seventy (70) full days; or 

●​ $400 for working ninety (90) or more full days 
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Device Incentive 

Subs who work 100+ full days in the school year are eligible to check out devices 

at the beginning of the next school year for the entire year.  

 

Reasonable Assurance 

Every spring, the substitute office sends out Notice of Reasonable Assurance of 

continued employment for the upcoming school year. This notice is sent to 

substitutes that have fulfilled the expectation of working on an active monthly 

basis.  

 

This letter is sent on June 1st via email to your Bethel email.  Response is 

required by June 30th in order to remain as an active substitute. Not responding 

to this form will result in offboarding.  

  

Unemployment Eligibility 

Washington State does not allow unemployment payments to educational 

workers between school sessions (Spring, Winter, and Summer Break). To 

qualify for unemployment payments, you must have a qualifying amount of 

non-school wages. 
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Substitute Sign-In Procedures 

Substitute teachers must check in with the front office and sign in on the 

Substitute Sign In Sheet every day. This is for tracking and verification purposes.   

At this time you will also receive any information or materials related to your 

assignment. 

 

Lesson Plans and Materials 

 

 

Lesson plans are usually found in the absent teacher’s 

classroom, in the school office or attached to the 

assignment in Red Rover. However, since it is impossible 

to anticipate illness, it is advisable for the substitute to 

develop short units and activities to use when suitable 

(PreK-5, Middle School, and High School). 

 

Lesson plans are usually found in the absent teacher’s classroom, in the school 

office or attached to the assignment in Red Rover. However, since it is 

impossible to anticipate illness, it is advisable for the substitute to develop short 

units and activities to use when suitable (PreK-5, Middle School, and High 

School). 

  

Substitutes teachers are required to leave a written report for the regular 

teachers at the conclusion of each substitute assignment per Bethel Policy 

5610PR (https://go.boarddocs.com/wa/bethel/Board.nsf/Public). You should 

leave details for the teacher on what was accomplished from their lesson plans, 

student behavior, and a message to the teacher. 

  

Teaching the Class 

The substitute has the prime responsibility to teach as well as possible what 

the regular teacher has outlined. The following suggestions are offered: 

●​ Be Prepared: Through plans and materials left by the regular teacher or 

through the use of short units of your own. 

 

 

https://docs.google.com/document/d/1g-cPoNPz0FwDTUsc3LRKh18yne8FlNqRn_6fv6AhB4E/edit
https://go.boarddocs.com/wa/bethel/Board.nsf/Public


 
●​ Begin on Time: Do not give the class time to develop restlessness and 

disinterest. Begin immediately and get the students involved. 

 

●​ Introduce Yourself: Explain why you are there and emphasize that class 

will be conducted as usual according to the regular teacher’s instructions. 

Write your name on the board. 

 

●​ Make Clear Presentations: What the children gain from the lesson will 

depend on how well you present it. Provide clear models. 

 

●​ Provide for Child Involvement: In an engaging lesson, children should 

have an active part in discussion, planning, questioning, and 

decision-making. Be sure that directions are clear and supervision is 

provided. Allow students to share an example when appropriate. 

 

●​ Discourage Unnecessary Trips: Review carefully requests to leave the 

room, go to the library, or nurse’s office, etc., and by all means do not 

dismiss the class early. 
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It is not appropriate for substitutes to scroll  

on their phone during student contact time.  

Substitutes are expected to appropriately engage with 

students and follow the lesson plans provided.  

 

Classroom Management 

Class control can be a major problem for a substitute. A few simple suggestions 

will help you establish good class routines, provide for an efficient learning 

situation, and establish mutual respect of teacher and students. 

 

●​ Be Patient and Professional: It is natural for a class to test the limits of a 

substitute. You represent a change for them. Patience, understanding, 

firmness, and respect will build trust and positive relationships. 

 

●​ Expect Good Behavior: Children tend to respond to whatever is expected 

of them. Be sure to maintain high expectations. 

 

●​ Be Fair, Consistent and Professional: Your success within classroom 

management will highly depend on your degree of fairness and 

consistency. Children must know what to expect of you and what you 

expect of them. Uncertainty is a breeder of misbehavior. 

 

●​ Be Ready: Materials and plans for the day are a must. This is another 

reason for getting in early and ensuring that you know what you want the 

class to be doing during the day. 

 

●​ Leave Time: Leave enough time at the end of each period for the class to 

gather materials together and for you to prepare for the next group, 

especially on the secondary level when classes change each period. 

 

●​ Use Common Sense: Go with your gut, you can always ask questions of 

the office staff or neighboring teachers. 
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●​ Keep Your Sense of Humor: Don’t hold grudges. Make the most of the 

day. Find the silver lining in tough situations. 

 

If classroom control becomes a problem, please 

contact the building secretary for assistance.  

 

Room Care 

The care of the room is up to the substitute. It should be left clean, orderly, and 

in good condition. Chairs should be in their proper places, paper picked up, 

windows closed, door locked (if possible). This is not, however, to suggest that 

the substitute is expected to do the picking up; the students are also there to 

help with this process. 

  

Ending the Day 

The substitute needs to stay until the scheduled release time, unless prior 

approval has been given by the principal. Please leave the classroom in good 

order, provide thoughtful feedback for the teacher and return your 

computer/device and badge to the front office. NOTE: Per Board Procedure 

5610, you are required to “leave a written report for the regular teacher at the 

conclusion of each substituting term.” 

 

Release of Students 

No substitute in primary, elementary, or secondary schools 

should ever release a student from class without specific 

authorization from the school office. Any parents or visitors to a 

building must first report to the office to sign in and obtain a 

school pass before visiting any classrooms. 
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Emergencies 

Be certain to familiarize yourself with the emergency procedures unique to each 

building. These include but are not limited to fires, earthquakes, hazardous 

weather conditions, etc. Emergency procedures may be found in the ‘substitute’ 

folder or by consulting with the building principal. 
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Substitute Sign-In Procedures 

Substitutes must check in with the front office and sign in on the Substitute Sign 

In Sheet. This is for tracking and verification purposes. At this time you will also 

receive any information or materials related to your assignment. 

 

Roles and Responsibilities 

1.​ Monitor and assist students during teacher-directed, whole class 

instruction. 

2.​ Monitor and support students during independent work or cooperative 

learning activities under teacher direction. 

3.​ Provide follow-up instruction after teacher-directed instruction. 

4.​ Provide small group instruction (pre-teaching or alternative instruction to 

students under teacher direction). 

5.​ Train others (peer partners, peer tutors, volunteers, and parents) to 

provide instruction or assistance to students under the direction of a 

certificated staff member. 

6.​ Support students’ instructional program through the preparation of 

materials and the fulfillment of other clerical tasks. 

7.​ Monitor students in a variety of settings such as the cafeteria, bus loading 

area, playground, hallway, or auditorium. 

  

Confidentiality and Ethics 

1.​ Never violate confidentiality! Understand the rule, “Need to know vs. 

Desire to Tell.” It will guide you in deciding when and to whom you share 

student information. Only those people who are directly involved in the 

education of a special needs student may have specific information. 

2.​ Remember you have both your public and private self. As an educator you 

are always scrutinized by your community. It is important to project a 

professional, ethical image both in and out of school. 

3.​ If you are unsure about accessing specific student information, ask your 

supervising teacher. 

4.​ If you are unsure about sharing student information, defer to your 

supervising teacher. 

5.​ Respect the legal and human rights of children, youth, and their families. 
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6.​ Follow district policies for protecting the health, safety, and well-being of 

children and youth. 

7.​ Demonstrate dependability, integrity, respect for individual differences 

and other standards of ethical conduct. 

8.​ Demonstrate a willingness to participate in training activities to improve 

performance. 

  

Relationships with Students and Parents 

1.​ Discuss a child’s progress, limitations, and/or educational program only 

with the supervising teacher in the appropriate setting. 

2.​ Discuss school problems and confidential matters only with appropriate 

personnel. 

3.​ Refrain from engaging in discriminatory practices based on a student’s 

disability, race, sex, cultural background, or religion. 

4.​ Respect the dignity, privacy, and individuality of all students, parents, and 

staff members. 

5.​ Present yourself as a positive adult role model. 

  

Relationship with Teacher/Supervisor 

1.​ Recognize the teacher as a supervisor and team leader. 

2.​ Establish communication and a positive relationship with the teacher. 

3.​ When problems cannot be resolved, utilize the school district’s grievance 

procedures. 

4.​ Discuss concerns about the teacher or teaching methods directly with the 

teacher. 

5.​ Demonstrate an understanding of distinctions in roles of various 

educational personnel. 

6.​ Follow the directions of teachers and other supervisors. 

7.​ Follow the chain of command for various administrative procedures 
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Bethel Schools employees serve as role models for the students and a 

representative of the District. It’s important and expected of you to project a 

professional image that sets positive dress and grooming examples for 

students. Though not an exhaustive list, here are some guidelines: 

 

ATTIRE GUIDELINES 

TOPS 

•​ Polo or Golf-type shirts 

•​ Button-down/collared shirts 

•​ Sweaters 

•​ Dress shirts, blouses, jersey knit 

•​ Blazers/sports coats 

•​ Avoid plunging necklines 

BOTTOMS 

•​ Khakis 

•​ Chinos 

•​ Trousers 

•​ Capris 

•​ Dresses & Skirts (office or job-appropriate length -- should be 

able to sit comfortably and move with ease in public) 

•​ Avoid shorts 

FOOTWEAR 
•​ Dress shoes, loafers, boots, clogs, flats, heels 

•​ Avoid flip-flops 

Positions that require alternative clothing should be worn to meet the 

requirements of their job responsibilities (i.e. Physical Education teachers). 

 

Clothing must be neat, clean, in good repair, and appropriate for 

on-the-job-appearances at all times. 

  

Clothing, jewelry, or similar artifacts that are obscene, distracting, or may cause 

disruptions to the educational environment may not be worn. 

 

Having a change of clothes, extra coat, and extra shoes is 

recommended in case your substitute assignment changes.  
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POLICY/PROCEDURE #  TITLE 

 

2133 

 

DIVERSITY-MULTICULTURAL EDUCATION 

3205 SEXUAL HARASSMENT RELATED TO STUDENTS 

3249 POSSESSION OF WEAPONS BY STUDENTS 

5005 EMPLOYMENT AND/OR VOLUNTEER DISCLOSURE, 

CERTIFICATION REQUIREMENTS, ASSURANCES, AND 

APPROVAL 

5005PR CITIZENSHIP STATUS 

5009 EMPLOYEE ETHICS 

5010 NODISCRIMINATION AND AFFIRMATIVE ACTION 

5013 SLURS, A FORM OF DISCRIMINATION 

5201 DRUG-FREE WORKPLACE 

5233 CERTIFICATED STAFF RESPONSIBILITIES 

5253 MAINTAINING PROFESSIONAL STAFF/STUDENT 

BOUNDARIES 

5271 REPORTS OF IMPROPER GOVERNMENTAL ACTION 

5282 CIVILITY 

5283 POSSESSION OF WEAPONS BY EMPLOYEES 

5610PR SUBSTITUTE TEACHER ASSIGNMENT 

6590 SEXUAL HARASSMENT Complaint Procedures 

6802 USE OF SUPPLIES AND EQUIPMENT 

Home Use of District Equipment 
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Link to all Bethel School District Policies 

https://go.boarddocs.com/wa/bethel/Board.nsf/Pub 

 

Nondiscrimination Statement 

 

Bethel School District does not discriminate in any programs or activities on the basis of sex, 

race, creed, religion, color, national origin, age, veteran or military status, sexual orientation, 

gender expression or identity, disability, or the use of a trained dog guide or service animal and 

provides equal access to the Boy Scouts and other designated youth groups. The following 

employees have been designated to handle questions and complaints of alleged 

discrimination: Civil Rights Compliance / Gender-Inclusive Schools Coordinator, Debbie 

Carlman, dcarlman@bethelsd.org, 253.800.2019; Title IX Coordinator, Bryan Streleski, 

bstreleski@bethelsd.org, 253.800.4302; and 504 Coordinator, Melissa Munson-Merritt, 

mmunsonmer@bethelsd.org, 253.800.2301.  All individuals may be reached at this address: 516 

176th Street East, Spanaway, WA 98387. 

Title IX inquiries may also be directed toward the U.S. Department of Education, Office for Civil 

Rights (OCR): https://www2.ed.gov/about/offices/list/ocr/index.html.  Information about the 

nondiscrimination and sex-based discrimination policies and grievance procedures, and how 

to report a concern or complaint: bethelsd.org. 

El Distrito Escolar de Bethel no discrimina en sus programas o actividades por motivos de 

sexo, raza, credo, religión, color, nacionalidad, edad, condición de veterano de guerra o grado 

militar, orientación sexual, expresión de género o identidad, discapacidad o por el uso de 

perro guía entrenado o animal de servicio; además ofrece igualdad de acceso a los Boy Scouts 

y a otros grupos de jóvenes especificados. Los siguientes empleados han sido designados para 

atender consultas y quejas de supuesta discriminación: Cumplimiento de los Derechos 

Civiles/Coordinadora Escolar de Inclusión de Género, Debbie Carlman, 

dcarlman@bethelsd.org, 253.800.2019; Coordinador del Título IX, Bryan Streleski, 

bstreleski@bethelsd.org, 253.800.4302 y Coordinadora 504, Melissa Munson-Merritt, 

mmunsonmer@bethelsd.org,  253.800.2301.  Todas las personas pueden ser localizadas en 

esta dirección 516 176th Street East, Spanaway, WA 98387. 

Las consultas sobre el Título IX también pueden dirigirse a la Oficina de Derechos Civiles (OCR) 

del Departamento de Educación de EE.UU.: 

https://www2.ed.gov/about/offices/list/ocr/index.html. Para más información sobre las 

políticas de no discriminación y discriminación por razón de sexo; los procedimientos de 

reclamación y sobre cómo comunicar una preocupación o queja visite: www.bethelsd.org. 

 

 
 

38 

https://go.boarddocs.com/wa/bethel/Board.nsf/Public


 

 
 

39 



 

 
 

40 



 

 
 

41 



 

 
 

42 



 

 
 

43 



 

 
 

44 



 

 

 
 

45 



 

 
 

46 



 

 
 

47 



 

 
 

48 



 

 
 

49 



 

 

 
 

50 



 

 
 

51 



 

 
 

52 



 

 
 

53 



 

 
 

54 



 

 
 

55 



 

 
 

56 



 

 
 

57 



 

 
 

58 



 

 
 

59 



 

 
 

60 



 

 
 

61 



 

 
 

62 



 

 
 

63 



 

 
 

64 



 

 
 

65 



 

 
 

66 



 

 
 

67 



 

 
 

68 



 

 
 

69 



 

 
 

70 



 

 
 

71 



 

 
 

72 



 

 
 

73 



 

 
 

74 



 

 
 

75 



 

 
 

76 



 

 
 

77 


