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WASHINGTON COMMUNITY SCHOOLS

301 E. South St., Washington, IN, 47501 -812 254-5536

Welcome to Washington Community Schools!

Outlined below are some of the responsibilities and expectations for our substitute teachers. Please

note that each building may have specific instructions, and the guidelines below are to provide you with

a basic understanding of what will be expected of you.

WCS Substitute Teachers are paid $85 per full day or $105 per full day with an active Indiana Teaching

license. The district is on a bi-weekly direct deposit schedule. The office secretary of the building where

you are subbing will provide you with a biweekly timesheet to complete.

이

이

WCS Substitute Responsibilities and Expectations

Substitute teachers are expected to maintain professionalism in all interactions with students

and staff while in WCS schools.

Substitutes should arrive at school dressed in appropriate and professional attire (business

casual).

Upon arrival, check in with the school secretary at the Main Officе.

Substitutes will receive a badge upon check in at the office. Badges must be worn at all times for

security purposes.

Some buildings will provide a substitute folder in addition to the teacher's lesson plans. Please

become familiar with the Emergency Plans and fire/disaster drill procedures.

Record and submit student attendance and lunch count (if applicable) according to directions.

Follow the teacher's lesson plans. Please do not create your own lesson. If you are unable to

locate plans, please contact the Main Office immediately.

Check to see if there are any duties related to homeroom, lunchroom, playground or other

activities in which you will be expected to participate.

Follow any set discipline procedures as listed in the building and classroom substitute folders.

Please do not leave children in your classroom unattended for any reason. Any child showing

symptoms of illness should report to the Nurse's Office.

Report any accidents to the Nurse or Main Office.
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Be responsible for all school equipment while on duty. Report any damaged or broken school
property to the main office.

Substitute teachers are not to contact or talk with a students' parent(s) or guardian(s). That is the

responsibility of the students' teacher(s) or administrator.

Discussions about students should occur only between the substitute and the classroom teacher

or the Main Office.

Please provide the classroom teacher any notes on how the day  went before leaving.

Leave the classroom in order, lock the classroom door, and return keys to the office.

Substitute teachers must maintain a valid Indiana Substitute License. These licenses must be

renewed every three years.

If you do not substitute in a one year period, you will have to do a new background check and

paperwork before rejoining the substitute list.

Please report any changes to your personal information, direct deposit, W4 or sub status to

Amanda Hagen at the Washington Community Schools Office: ahagen@wcs.k12.in.us

Washington Primary
803 E. National Highway

Washington, IN 47501

812 254-8360

Entrance: Gate 1

Parking: Front of building off

of Old National Highway

Report time: 7:45am (unless

specified Frontline)

Washington Intermediate

801 N.W. 11th Street

Washington, IN 47501

812 254-8366

Entrance: Gate 1

Parking: Front of building

(Gate 1)

Report time: 7:45am

Washington Upper
600 N.E. 6th Street

Washington, IN 47501

812 254-8363

Entrance: Gate 1

Parking: Parking lot across

the street from Gate 1

Report time: 7:45am

Washington Veale

326 E. 450 South

Washington, IN 47501

812 254-3968

Entrance: Gate 1

Parking: Parking lot out front

Report time: 7:50am

Washington Junior High
210 N. E. 6th Street

Washington, IN 47501

812 254-2682

Entrance: Gate 8

Parking: Lots across from Gate

8 or street parking

Report time: 7:50am

Washington High School

608 E. Walnut Street

Washington, IN 47501

812 254-3860

Entrance: Gate 6

Parking: Lot across from Gate

4, Gate 1 or street parking

Report time: 7:50am
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www.washingtoncommunityschools.org



Washington Community Schools

Guideline to Apply for Substitute Teaching

1. Complete the attached forms. These forms include:

i. Application for Substitute Teaching
ji W-4- Employee Withholding Allowance Certificate

iii. Direct Deposit Agreement Form

iv. 19 form (Please bring either a Passport or Driver's License AND Social Security Card)

2. It is an Indiana requirement for all new employees to complete a Background Check. There are

two steps to the Background Check process.

3.

a. Go to the Washington Community Schools website. Select Careers, then click the link

titled "SafeVisitor Background Check". Complete the steps of the online background

check. Please note that you will incur a cost for the background check. It must be paid

online via credit card. The background check report will be sent to WCS.

b. Once the FIRST part of your background check is processed, you will receive an email

from KidTraks to submit the Child Protection check. Using the link and password from

the email(s) you will log-on to the site, scroll down to the bottom and submit the second

part of the background check.

If you hold a current Indiana Teaching License or a current Indiana Substitute Teaching

Certificate, you may skip this step. If not, please follow the steps below.

Access the IDOE Licensing (LVIS) website, https://license.doe.in.gov.

a. Create Profile and wait for email confirmation.

b. Verify email when you are sent an email from LVIS.

c. Complete application. When asked for the employer, select Washington Community

Schools-1405.

d. Pay Pending Application. ($15.00 for license and $1.32 processing fee- total $16.32 to be

paid by credit card.)

e. Once your license has been processed, you must print a copy and bring it to the

Superintendent's Office.

4. Your substitute application will not be complete until the following items are received at the

Superintendent's Office: Substitute Application, W-4, Direct Deposit agreement, 19 form with

documentation, completed background check (both parts) and a copy of your Substitute

Teaching License.

5. Once your sub application is approved you will receive a Welcome email to create an account in

our Absence Management system, Frontline. After logging in to Frontline, you will be able to

search for and accept available substitute jobs.
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APPLICATION FOR SUBSTITUTE TEACHING

PERSONAL INFORMATION

Name Phone No.
First Middle Initial Last

Address

Number Street City

Email Address

EDUCATIONAL BACKGROUND

High School
Name of School

Vocational / Training School

College
Name of School

EMPLOYMENT HISTORY

State Zip Code

School Address Year of Graduation

Name of School School Address Year of Graduation/

# of Hours Completed

School Address

Please list last three employers, last or present employer first

Company Name Address

Company Name Address

Year of Graduation/

# of Hours Completed

Supervisor Dates of Employment

Supervisor Dates of Employment

Company Name Address Supervisor Dates of Employment

List any previous experiences in instruction and/or supervising children.

Please circle the grade level in which you wish to substitute. PreK-6 7-12 PreK-12

WASHINGION COMMUNITY HIGH SCHOOL WASHINGTON JUNIOR HIGH SCHOOL HELEN GRIFFITH ELEMENTARY SCHOOL LENA DUNN ELEMENTARY SCHOOL NORTH ELEMENTARY SCHOOL VEALE ELEMENTARY SCHOOL



REFERENCES

Please list 3 and include personal and professional

Name

Name

Address

Address

Phone Number Relationship

Phone Number Relationship

Name Address Phone Number Relationship

Is there any other information about you or your ability that should be considered as this application if evaluated?

OTHER QUESTIONS
Please circle your answer

Are you presently being investigated or under a procedure to consider your discharge for misconduct? YES NO

Have you ever been formally reprimanded, disciplined, discharged, or asked to resign from a prior position? YES NO

Have you ever resigned from  a  prior position while under investigation for sexual misconduct with another person,

mishandling of funds, or criminal conduct? YES NO

Have you ever been investigated for physical or sexual abuse of another person? YES NO

Have you ever been charged with, pleaded guilty or "no contest" to, or been convicted of any crime involving physical or sexual

Abuse of any person or any other crime of moral turpitude? YES NO

Have you ever been convicted of a misdemeanor and/or felony, or ever entered  a  plea of guilty or a plea of "no contest," or has any

Court ever deferred further proceedings without entering into a finding of guilty, or placed you on probation for a crime? YES NO

If you answer yes to any of the previous six questions, please explain on a separate paper including: the date(s) of incident, charge, any court action taken, the

offense in question, and the address of any court involved.

I verify that the above information is accurate to the best of my knowledge. I also hereby agree to have my references and employment date verified.
WASHINGTON COMMUNITY SCHOOLS, INC. IS AN EQUAL OPPORTUNITY-AFFIRMATIVE ACTION EMPLOYER AND DOES NOT DISCRIMINATE ON THE BASIS OF AGE,

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN, OR HANDICAР.

Signature of Applicant

Anti-Harassment Compliance Officer/Title IX Coordinator contact information:

Steve Peterson, Assistant Superintendent

speterson@wcs.k12.in.us

Washington Community Schools

301 E. South St.

Washington, IN 47501

(812) 254-5536

Date of Application














