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A substitute teacher, just like any other teacher, is the one responsible for providing 
knowledge and education to students and as such, is an essential member of a school 
faculty.  Schools are able to maintain and provide important learning experiences due to the 
contribution of such people when they are needed most.  Whether for a day, a week or 
longer, the substitute teacher has the opportunity to make a significant impact on the 
education of students.    
   
Content knowledge, lesson delivery and effective classroom management skills are the 
foundation to successful substitute teaching experiences. The substitute teacher does not 
have an easy job.  He or she must be ready to teach at a moment’s notice, often in a school 
or classroom with which there is no familiarity.  Being prepared, building relationships with 
school site personnel and demonstrating awareness of the mission and vision of SAUSD 
are significant contributing factors that will lead to successful assignments.    
   
This publication is intended to benefit everyone connected with the substitute teacher effort.  
It is, however, primarily intended to provide significant information to assist the substitute 
teacher.  The information contained in the handbook has been found to be informative.  If 
questions arise that are not answered in this booklet, the Human Resources department will 
happily provide support and guidance.    
   
Best wishes for a rewarding and successful year.   
     
Lorraine Perez, Superintendent of Schools  

  
   
SAUSD recognizes that substitute teaching is, at times, a launching pad to future full time 
employment as a teacher in our organization. With that understanding, it is important to 
seek out opportunities that could support your efforts to join our certificated team. Our role in 
Human Resources is to provide you with the tools that can help you achieve that goal. As 
the supervisor of the Substitute Teacher Program, I would like to encourage you to read 
over the manual in its entirety.  We have attempted to include most of the items that we 
believe will help you be successful when substituting. Having knowledge of and experience 
in SAUSD as a substitute may be the first step on the pathway to joining our certificated 
staff as a full-time teacher.    
   
If you are interested in full time employment, all open positions are posted on www.edjoin.org.  
We look forward to receiving your application.   
   
If at any time you have any questions regarding your assignments, please contact my office. 
My staff and I will be happy to answer your questions.    
     
Jennifer A. Flores  
Associate Superintendent    
Human Resources   



 

   
   
   
   

TABLE OF CONTENTS   
   
Section I Section Title:  Employment of Substitute 

Teachers 
Page Number 

I Pre-Employment 1 
 Application 1 
 Teaching Credential/Fingerprints 1 
 Withholding Tax 1 
 Tuberculosis Test Report 1 
 Loyalty Oath 1 
 Child Abuse Reporting Requirements  2 
 STRS 2 
 Designation of Beneficiary 2 
 Change of Name, Address or Phone 

Number 
2 

 Retired Teacher Requirements 2 
 Confidential Statistical Data 3 
Section II Section Title:  Salary Information Page Number 
 Daily Rate 3 
 Hourly Rates 3 
 Payroll Process 3 
 State Teachers Retirement/Medicare 4 
 Mistaken Assignments 4 
Section III Section Title:  Assignment  Page Number 
 Procedure 4 
 Information 4 
 Substitute List 4 
 Unsatisfactory Service/Report 5 
 Pre-Arranged/Pre-Assigned Teaching 

Positions 
6 

 System Information 6 
Section IV Section Title:  Reporting to Assignment Page Number 
 Reporting 6 
 If You are Unavailable 6 
 Hours of Service 7 
 Teaching During Prep Period 7 
Section V Section Title:  Local School Information Page Number 
 Substitute Information 7 
 Emergency Drills 7 
 Special Activity Schedule 8 
 Attendance Accounting 8 
 Dress Code 9 
Section VI Section Title:  Classroom Assignment Page Number 
 Lesson Plans 11 
 Instructional Materials 11 
 Room Environment 11 
 Instructional Objectives 11 



 

 
 
 
 
TABLE OF CONTENTS (Continued) 
 

Section VI 
(cont.) 

Section Title:  Classroom Assignment Page Number 

 Responsibility 11 
 Room Safety 11 
 Non-Teaching Duties 11 
 Student Illness or Accident 12 
 Pupils Leaving School Grounds 12 
 Classroom Visitors 12 
 School Records and Information 12 
 Supervision of Pupils 12 
 Inclement Weather 12 
Section VII Section Title:  Health and Safety 12 
Section VIII Section Title:  District Schools 13 
Section IX Section Title:  Classroom Management 

Skills for Substitute Teachers 
13 

Section X Section Title:  Appendix 14 
  Oath of Allegiance 15 
 Child Abuse Reporting Requirements 16 
 Emergency Actions at a Glance 18 
 Stop Bullying Now 19 
 InterAid Nurse Triage Information 20 
 Dress and Grooming Policy 22 
 Employee Use of Technology 24 
Section XI Section Title:  Map of SAUSD Schools 30 

 
       
                 
               
         
      



  

1 | P a g e   
   

EMPLOYMENT OF SUBSTITUTE TEACHERS   
PRE-EMPLOYMENT   
   
   
Substitute teachers are employed on an “as needed” basis by the District.  Employment is offered 
only to those who have completed all hiring requirements.   
   
APPLICATION   
   
Substitute teachers are expected to have the same educational and professional qualifications as 
regular staff members.  Persons wishing to apply for substitute work should complete a substitute 
teacher application online at www.edjoin.org. You may also find a link to Edjoin by visiting the 
District website, www.sausd.us, and clicking on Human Resources under the Departments tab 
located on the banner at the top of the website page.  When clicking on “Substitute Application 
Information,” you will be directed to a hyperlink that will bring you to www.edjoin.org. Human 
Resources will follow established hiring processes and protocols to ensure equity and fairness for 
all applicants.   
   
TEACHING CREDENTIAL/FINGERPRINTS   
   
Before any teaching assignment is given, a California credential or 30-Day Substitute Permit 
covering that assignment must be registered in the office of the Orange County Department of 
Education, 200 Kalmus, Costa Mesa, California.  Verification of credential or 30 Day Substitute 
Permit must be on file at the District’s Human Resources Office.  Persons who do not hold valid 
California teaching credentials or 30 Day Substitute Permits may obtain information regarding the 
requirements for the various credentials from the Orange County Department of Education.  A 
fingerprint clearance from the Orange County Department of Education Clearing House is 
required prior to the commencement of employment.    
   
WITHOLDING TAX   
   
The Federal Income Tax Withholding Form (W-4 Form) is to be filed, including holding a current 
Social Security Card, with the District’s Human Resources Office.     
   
TUBERCULOSIS TEST REPORT   
   
The California Education Code requires all employees of school districts to submit a Mantoux skin 
test indicating that they are free from active tuberculosis.   
   
A verification of the skin test from your medical advisor should be filed with the Human Resources 
Office.   
   
LOYALTY OATH   
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The loyalty oath is in addition to the oath of allegiance and affirmation subscribed to on the 
application for credential.    
   
CHILD ABUSE REPORTING REQUIREMENTS   
   
This requirement must be completed and noted on Section 2: Read and Acknowledge page of 
the online hiring packet. 
   
   
I. EMPLOYMENT OF SUBSTITUTE TEACHERS    
STRS    
   
   
State Teacher Retirement System – Acknowledgement of STRS membership information.  
Signature on this form certifies that member has been provided with STRS membership criteria.   
   
Should a substitute decline participation in STRS, he/she must participate in an alternative 
retirement plan offered through SAUSD.  The Premier Plan, MidAmerica Administrative and 
Retirement Solutions, Inc., is the alternate plan.     
   
Substitute teachers who work a total of 100 days are subject to become eligible for STRS.  Monthly 
payroll deductions will be made at 8% for STRS and 1.45% for Medicare.   
   
DESIGNATION OF BENEFICIARY   
   
This is an additional form to be filled out according to Government Code Section 53245.  This 
must be on file in the Human Resources Office.  In case of death, your final paycheck will be sent 
to your beneficiaries.    
   
CHANGE OF NAME, ADDRESS OR PHONE NUMBER   
   
The Human Resources Office must be kept informed of your correct address and telephone 
number.  Also, name changes must be made with our office and the Orange County Department 
of Education (in order to change your credential).  Please notify Human Resources immediately 
of any change in name, address or telephone number.    
   
RETIRED TEACHER REQUIREMENTS   
EMPLOYMENT SUBSEQUENT TO SERVICE RETIREMENT   
   
(PURSUANT TO EDUCATION CODE 44839.5)   
   

I. Any retirant who is retired from service may be employed in a position requiring 
certification qualifications providing he/she is NOT paid more than seventy-four 
thousand, seven hundred and thirty-three dollars ($74,733).   
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II. Employment does not reinstate, suspend or terminate retirement allowance from the 
State Teachers Retirement System.  No salary deduction will be made to the system.   

   
Education Code 44839.5 states: (a) When  a school district or county superintendent of schools 
wishes to employ a retirant who is retired from service, and such person has not been previously 
employed as a retirant, such district or county superintendent shall require, as a condition of initial 
employment as a retirant, a medical certificate in such form as shall be prescribed by the State 
Board of Education showing that the retirant is free from any disabling disease unfitting him or her 
to instruct or associate with children.  The medical certificate shall be completed and submitted 
directly to the school district or county superintendent by a physician and surgeon licensed under 
the Business and Professions Code or a commissioned medical officer exempted from licensure 
by Section 2144 of the Business and Professions Code.  A medical examination as prescribed by 
the State Board of Education shall be required for the completion of the medical certificate.  Such 
examination shall be conducted not more than six months before the completion and submission 
of the certificate and shall be at the expense of the retirant.    
 
CONFIDENTIAL STATISTICAL DATA (included in online hiring packet)  
   
This form must be completed and returned to the District Human Resources Office.    
   
II. SALARY INFORMATION   
DAILY RATE   
   
   
The daily rate for substitute teaching is $230 a day.  Full day salary is allowed for an assignment 
of more than three hours.  Half-day salary of $115.00 is allowed for an assignment of three hours 
or less.  Upon completion of twenty (20) days of substitute service within one fiscal year, the 
individual daily rate shall “bump” to two hundred and sixty dollars ($260.00) per day for the 
remainder of the current fiscal year in which the 20 days was reached.  SAUSD retirees’ daily rate 
for substituting is $260 per day.  Effective January 1, 2024, if a substitute at the Intermediate 
School or High School level is required by the site administrator to work during an absent teacher 
normally assigned Conference Period, he/she shall be compensated at a flat rate of thirty dollars 
($30.00).  Substitutes assigned to elementary schools will receive compensation for additional 
students assigned to the classroom.   
   
HOURLY RATES   
   
Daily rate: $230 
Long Term (10 days or more) rate: $238 per day   
Half day rate: $115 (at the $230 daily rate)   
 
PAYROLL PROCESS   
   
All substitute assignments require a FRONTLINE Education Absence Management (formerly 
AESOP) assigned job number. Please do not arrive at a school site with only a verbal 
prearrangement from a staff member or school site.  Compensation is based on the jobs that have 
been assigned through FRONTLINE. To make sure assignments are all accounted for, log on to 
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FRONTLINE Education Absence Management prior to the payroll deadline and verify the dates 
worked on FRONTLINE Education Absence Management as compared to personal 
calendar/assignment log. If for some reason there is a discrepancy, please contact the site where 
you worked on the date in question to correct the error.   
  

STATE TEACHER RETIREMENT/MEDICARE   
   
Substitute teachers who work a total of 100 days are subject to become eligible for State Teacher 
Retirement System (STRS).  Monthly Payroll deductions will be made at 8% for STRS and 1.45% 
for Medicare.   
   
MISTAKEN ASSIGNMENTS   
   
The substitute who has been assigned the job number by our FRONTLINE Education Absence 
Management system will be paid for the job.   
   
III. ASSIGNMENT   
PROCEDURE   
   
   
Substitute teachers are assigned by the FRONTLINE Absence Management System.  The 
procedure is explained in the FRONTLINE booklet given to you at the time of hire.  These 
assignments are made shortly after 5:00 a.m. each school day.  The local school principal or their 
specified designee informs you if your service is required on succeeding days.  Substitute 
teachers must check with the school office manager at the beginning and at the end of the school 
day.     
   
INFORMATION   
   
The Substitute FRONTLINE Education Absence Management System works in the following way:   
   

1. A teacher or principal calls the FRONTLINE Education Absence Management System via 
the public telephone system using a push button phone or logs on to FRONTLINE 
Absence Management online system   

   
2. An absence is reported and receives a job number.   

   
3. The FRONTLINE searches its listings and finds the appropriate substitute for this job.   
   
4. At the morning or evening call-out period, FRONTLINE Education Absence Management 

places a call to the substitute.   
   

5. The substitute enters an Access ID and a Personal Identification Number over a push 
button phone and a narrator reads the absence detail information.   

   
6. The substitute accepts or declines the job.  (If accepted, the substitute gets the job number 

to use when reporting to the school.)   
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To retrieve a lost PIN, substitutes must have an email on the online system and click on the 
“trouble signing in” section.  Substitutes will be guided to follow prompts to retrieve PIN via email.   
   
These instructions are also in your Substitute Quick Reference Pamphlet.   
   
If you change your telephone number, please update information in FRONTLINE as well as 
contact HR so corrections may be included in your personnel file.   
   
You can only cancel out of a job before reporting time.  You cannot cancel out of a job that has 
already started or is past reporting time.  Call the HELP DESK at (714) 558-5723.  Please provide 
as much advance notice as possible to cancel a job due to illness or personal necessity.   
Substitutes may not cancel an assignment at one site to accept an assignment for another site.     
   
CALL OUT TIMES: The last five digits of your Employee Identification Number is your USER ID 
number to be requested as a substitute.  Your PIN is for you to access the system.  You cannot 
be requested by your PIN number.   
   
Mornings:   
5:00 a.m. to 10:00 a.m. – Any call received during the time should be for the same day.    
   
Evenings, Weekends & Holidays:   
6:00 p.m. to 10:00 p.m. – Any call received during this callout can be for anything the next day or 
in advance.   
   
SUBSTITUTE LIST   
   
Substitute teachers are called for various absences.  Therefore, it is important for the District to 
guarantee definite assignments or any frequency of assignments.   
   
Substitute teachers must understand that they have agreed to make themselves generally 
available to serve the District upon need of their services.  The Human Resources Office should 
be notified immediately when a teacher is no longer available for substitute calls.  If a substitute 
teacher continually turns down a request to substitute, that teacher may be terminated from the 
substitute list.  The Payroll Department provides reports to purge any substitute who does not 
have any work activity within a three month period.    
   
UNSATISFACTORY SERVICE/REPORT   
   
On occasion a substitute teacher may render unsatisfactory service.  School site principals are 
asked whenever possible to discuss such service with the substitute employee and then file a 
written report of the situation with the Human Resources Office.  This report may be sent to you 
and a copy placed in your substitute folder.   
   
At times, such unsatisfactory service may not be discovered until after the substitute has left the 
school.  This Performance Report would be sent to the Human Resources Office for filing.  A copy 
may be sent to the substitute teacher.  The substitute teacher should make an effort to discuss 
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the report with the site principal.  Failure to provide satisfactory service may result in the 
substitute’s release from employment.    
   
PRE-ARRANGED/PRE-ASSIGNED TEACHING POSITIONS   
   
If you are contacted by a teacher regarding a job, remind the teacher to be certain to call in the 
assignment.  Prudent substitutes should call and review their assignment to ensure being properly 
assigned and to obtain the job number.   
   
If you are called after accepting one job, the first job shall be cancelled as a result of the computer 
calling you for another assignment.  Remember that the teacher or school site personnel from the 
first assignment may not always call to inform you of a cancellation.   
   
SYSTEM INFORMATION   
   
System Phone Number                 (800) 942-3767 Help Desk 
Phone Number – Certificated Substitutes                     (714) 558-5723 Help Desk 
Hours Monday-Friday                          7:30 a.m. to 4:30 p.m.   
   
IV. REPORTING TO ASSIGNMENT   
REPORTING   
   
   
Substitute teachers should report to their assigned schools one half hour before school starts 
whenever possible.  Substitute teachers report first to the school office manager and/or the 
building principal to secure room keys, attendance accounting information, yard supervision 
assignments, the substitute folder and other necessary materials.  Substitute teachers must report 
to the office before leaving school.   
   
Reporting times are given to the substitute by FRONTLINE Education Absence Management 
System (formerly AESOP) when the substitute accepts a job. It is important to arrive at the school 
site at the designated reporting time noted in the system.   
   
Substitute teachers should report to their assigned schools at the time given on the computerized 
calling system whenever possible, unless it is a late call.   
   
If it is a late call, after 8:00 a.m., you may accept the job.  Call the school and explain that you just 
received the call and can be there as soon as possible.  If the school decides it is too late, the site 
will remove your name from the assignment.   
   
   
IF YOU ARE UNAVAILABLE   
   
Call the FRONTLINE Education Absence Management (formerly AESOP) system, enter your 
substitute Access ID and PIN number and press 6 to review/modify your daily availability to work.   
You may also modify your availability using the online FRONTLINE Education Absence 
Management system by logging on to https://login.frontlineeducation.com/login?signin and 



  

7 | P a g e   
   

entering in the last five digits of your Employee Identification Number as your USER ID number 
and your FRONTLINE system assigned PIN number as your password.     
   
HOURS OF SERVICE   
   
The District attempts to notify substitutes early enough in the day to enable them to be properly 
prepared and report to the school by the specified time.  A one-half day assignment is three (3) 
hours or less.  A full day is an assignment over three (3) hours.   
    
TEACHING DURING PREP PERIOD   
   
Substitute teachers may be assigned to teach during the regular teacher’s prep period.  If this 
occurs, the substitute will be compensated accordingly. The substitute should report to the 
secretary upon arrival at the school to determine if the assignment includes teaching during a 
regular preparation period.    
   
V. LOCAL SCHOOL INFORMATION   
SUBSTITUTE INFORMATION   
   
   
The local school will provide the following information appropriate to the assignment:   
   
1. Name and room number of teacher for whom you are substituting.   
2. Name of next door teacher.   
3. Location of the teacher's workroom, lounge and restroom.   
4. Daily bell schedules, including recess, lunch and physical education periods.   
5. Emergency drill information.   
6. Special events schedules.   
7. Attendance accounting information.   
8. Lunch procedures and a list of the students going home for lunch.   
9. First Aid procedures.   
10. Bus schedules.   
11. Names of children with special problems.   
12. Recommended disciplinary procedures.   
13. Lunch money collection procedures and a list of the pupils receiving free or reduced lunch  14. 

A map of the school.   
15. Instructions for using the building communications system.   
   
EMERGENCY DRILLS   
   
Procedures for emergency drills, including signals, evacuation routes, etc., are located in a 
conspicuous place in the classroom.  Becoming familiar with this information prior to the start of 
the school day is essential.   
   
SPECIAL ACTIVITY SCHEDULE   
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The schedule for special events or for instructional programs such as music or assemblies should 
be checked prior to the start of the school day.  Pupils are to be accompanied to the designated 
event location.   
ATTENDANCE ACCOUNTING   
   
Attendance figures must be accurate.  Procedures may vary among schools.  The school office 
manager or attendance clerk will provide the necessary information.    
   
DRESS CODE   
   
The prescribed dress for staff at the schools is a follow:   
   
DRESS AND GROOMING   
   
The Governing Board believes that since District staff serve as role models, they should maintain 
professional standards of dress and grooming.   
   
The Board encourages staff during school hours to wear clothing that demonstrates their high 
regard for education and presents an image consistent with their job responsibilities. Clothes that 
may be appropriate for shop instructors or gym teachers may not be appropriate for classroom 
teachers.   
   
Employees shall not dress or groom themselves inappropriately if the manner of dress or 
grooming has an adverse effect on the District's ability to deliver educational services, and its 
education programs, or endangers the health and safety of employees or students.   
   
In accordance with Education Code Section 45138, this policy shall apply to all certificated 
employees in the same manner, unless safety concerns or their assignments provides for 
modified dress, as approved by their principal/supervisor.  Such modifications may be approved 
on a temporary or on-going basis, depending upon the circumstances, such as a field trip activity, 
site "Spirit Day," or assignments in non-air conditioned areas when temperatures exceed 90 
degrees.  Special exceptions may also be made for religious or medical reasons.  Physician 
verification of modifications for a fixed period of time shall be accepted. This policy shall comply 
with state and federal laws.   
   
Appropriate attire will demonstrate a high regard for education and the teaching profession and 
will present an image consistent with job responsibilities and community values and expectation.   
   
The following is the District's expected dress attire:   
   
Females:   

Pantsuits, suits    
Pants with shirt or blouse    
Pants with a sweater, coat or jacket    
Dresses    
Skirts (including culottes or skorts) in a length no higher than 3" above the knee with shirt, 
blouse or sweater, coat or jacket    
Dress shoes   
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Males:    

Suits    
Dress pants or casual dress pants with shirt and tie    
Dress pants or casual dress pants with shirt and tie, sweater, coat or jacket, dress shoes   

     
   
Employees are required to follow the below-listed guidelines for inappropriate attire:   
   
Inappropriate attire for all includes the following:   
   

Unprofessional tight-fitting or body-contoured clothing.   
Inappropriately revealing clothing, such as: See-through blouses, 

shirts, skirts, shorts    
Bare midriffs    
Plunging necklines    
Backless tops    
Cropped tops    
Tank tops    
Short skirts (higher than 3" above knee)    
Jeans or shorts (except for P.E.)    
T- Shirts or shirts without collars, (except for P. E.)    
Casual sweatshirts, sweat pants, sweat suits, (except for P.E.)    
Thongs, sandals, construction boots or dirty, stained, worn, torn or un-repaired 
shoes    
Hats inside a building (excluding professional looking dress hats or hats that are 
worn for    health purposes)    
Clothing with inappropriate or distracting non-school logos or language, such as:   
sports teams, advertising, vulgar language   

   
Legal Reference:   

   
EDUCATION CODE    
35160 Authority of governing boards    

  35160.1    Broad authority of school districts    
  45138     Wearing of a distinctive uniform by classified personnel    

   
GOVERNMENT CODE    

  3543.2    Scope of Representation    
12947.5  Unlawful employment practice for an employer to refuse to permit an employee 

to wear pants    
   
Forstner V. City Etc. of San Francisco (1966) 243  Cal. App. 2d 625, 634    
Miller V. School District # 167 (7th Cir. 1974) 495 F. 2d 658    
Kelley V. Johnson (1976) 425 U.S. 238 [47L.Ed.2d 708]    
Domico V. Rapides Parish School Board 5th Cr. 1982) 675 F.2d 100    
San Mateo City School District V. PERB (1983) 33 Cal. 3d 850    
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San Mateo City School District (1984) PERB Dec. No.375 [8 PERC ¶ 15021, p.  
139]    
Inglewood Unified School District PERB 1700 (1985)    

Inglewood Unified School District 1987) PERB Dec. No.624 [11 PERC ¶ 18114)   
   
VI. CLASSROOM ASSIGNMENT   
   
Your service as a substitute teacher is very important. Your primary responsibility is to maintain 
the regular instructional program in the classroom.     
   
LESSON PLANS   
   
The lesson plans of the regular teacher are to be followed.  Lesson plans are in the room, are 
given to you when you arrive at the office of may be attached to your SFE job.  Please make 
notes in the lesson plan book to indicate progress made and areas covered.  If lesson plans 
are not available, ask site personnel for information.  You may consider preparing and bringing 
your own emergency plans.   
   
INSTRUCTIONAL MATERIALS   
   
The instructional materials designated by the regular teacher are to be used whenever possible.   
   
ROOM ENVIRONMENT   
   
Proper heating, ventilation and lighting are to be maintained in the classroom.  The room is to 
be kept in good order, and the supplies are to be used carefully.  The last few minutes of the 
day can be used as a clean-up period so the room will be ready for the next day or the next 
teacher.   
   
INSTRUCTIONAL OBJECTIVES   
   
Whenever possible, the pupil's understanding of processes and concepts previously 
introduced should be emphasized rather than the introduction of new material.  This would be 
especially true on one-day assignments.    
   
RESPONSIBILITY   
   
The substitute teacher is directly responsible to the building principal, who is to be kept 
informed of any problems regarding pupils, the instructional program or parents.  Parents are 
not to be contacted without the proper approval of the building principal.   
   
ROOM SAFETY   
   
Doors are to be locked before leaving the room at recess, lunch or physical education. Keys 
are not to be given to pupils at any time.  All keys must be returned to the main office at the 
end of each day.   
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NON-TEACHING DUTIES   
   
Substitute teachers are expected to cover non-teaching duties usually assigned to the regular teacher 
during a day of service.   
   
STUDENT ILLNESS OR ACCIDENT   
   
Substitute teachers should always be aware of and concerned with the safety and welfare of 
their students.  Become familiar with campus emergency procedures and the location of the 
nurse's office.  If a student is ill or injured, send him/her to the office or the school nurse with 
a hall pass.  A substitute must promptly report any accident which is called to their attention, 
giving exact details and names of witness.  An official report may be required; school clerical 
staff will assist you. Substitutes should follow the SAUSD Health Services Communication 
Protocols to determine proper course of action for student illness or injury.   
   
PUPILS LEAVING THE SCHOOL GROUNDS   
   
No pupil is permitted to leave the school grounds without the prior authorization of the building 
principal, except if approved to go home for lunch.  Pupils are not to be sent home to get 
forgotten books or homework at any time.   
 
CLASSROOM VISITORS 
   
Classroom visitors (children) are not permitted unless authorized by the building principal.  Parents 
who visit are asked to register in the office prior to their visit.   
   
SCHOOL RECORDS AND INFORMATION   
   
School records and student related information are confidential and are to be treated in a 
discreet and professional manner.  Confidential information on individual children, other 
teachers and school matters should not be discussed.   
   
SUPERVISION OF PUPILS   
   
Students are to be supervised at all times in the classroom and on the playground during physical 
education.   
   
INCLEMENT WEATHER   
   
School hours remain the same during inclement weather.  Special instructions regarding recess 
and lunch on these days are issued by each school.   
   
VII. HEALTH AND SAFETY   
   
District employees are provided with resources to ensure the health and safety of their 
students as well as themselves through the comprehensive programs provided by Risk 
Management and Pupil Support Services.  Guidance on how to handle specific situations, 
such as earthquake preparedness and safety, are posted on campuses and are included in 
the appendix.  Employees are encouraged to review safety evacuation routes and be aware 
of such information when assigned to different campuses in the District.  To promote health 
and wellness, the District provides “The Company Nurse-Injury Hotline,” which is available 24 
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hours a day.  Substitutes should notify a supervisor prior to leaving the job site if an injury 
does occur. Substitutes should follow the SAUSD Health Services Communication Protocols 
to determine proper course of action for student illness or injury.   
   
VIII. DISTRICT SCHOOLS   
   
The district currently operates thirty-six (35) elementary schools, nine (9) intermediate 
schools, six (6) comprehensive high schools, two (2) alternative high schools and one (1) 
Middle College High School.  All schools follow a Traditional calendar.     
   
   
    
IX. CLASSROOM MANAGEMENT SKILLS FOR SUBSTITUTE TEACHERS   
   

1. Be Prepared   
A. Arrive early – 30 minutes prior to starting time is recommended.  

Reporting time is stated on SEMS.   
B. Scout the Classroom   

1. Location of exits    
2. Location of posted emergency drills.   

C. Locate Teaching Materials  1. Lesson plans.   
2. Specific instructions from the teacher.   
3. Teacher manuals.   
4. Previous material taught.   
5. Discipline procedures.   

2. Take Charge of the Classroom   
A. Start your class decisively.   

1. Be positive: smile, make eye contact.   
2. Wait for attention.   
3. Introduce yourself.   
4. List needed assignments on the board – i.e., homework. B. Take roll.     

1. Be sensitive about pronouncing students’ names correctly.    
3. Clarity expectations regarding student conduct   

A. Go over posted classroom rules/discipline plan.   
B. Give specific directions about desired behavior.   
C. Give specific feedback about actual behavior.   
D. Circulate frequently around the classroom.   

   
4. Communicate the significance of learning   

A. Minimize time spent on procedural matters – i.e., taking attendance, having materials 
ready.   

B. Require student attention and participation.    
1. Monitor students’ performance constantly.   
2. Make them responsible for completing assignment.   

C. Systematically provide feedback to students about their work – set time to review.   
D. Provide closure at the end of the day/period i.e., homework assignments, note to their 

teacher   
   

5. Discipline   
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Maintaining good order and desirable working conditions in the classroom is a 
substitute's professional responsibility.  A positive approach is recommended.  A 
pleasant attitude, a warm feeling for children, respect for others, courtesy, and a sense 
of humor will help to foster a good room atmosphere.  Keeping the children on task 
reduces problems.   

   
            DO NOT:   

1. Administer any form of corporal punishment.   
2. Place a student outside the room in a hall or on benches.   
3. Deprive a student of recess or lunch period.   
4. Deprive a student the use of bathroom facilities.   
5. Send a note home without the principal’s prior approval.   
6. Keep students after school without notifying the principal.   

             
   

   
X:   Appendix   
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