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August 2017

Dear Dennis-Yarmouth Team Member:

It is with great pleasure that I welcome you to the 2017-2018 school year for the Dennis-Yarmouth Regional School District, Home of the D-Y Advantage!  Each and every team member, including our dedicated substitutes, makes important contributions to the strength and vitality of the educational process.  Every day through your dedication and professionalism you will make important contributions to the future as you impact each student’s education.  We know that our great schools rely on committed and reliable substitutes to ensure that every day our students come to school they receive a high quality educational experience.  Thank you for sharing in this important responsibility.    

We are proud of the educational experience D-Y offers.  We are well-known for our commitment to visual and performing arts.  Academics are job one and we offer a wide-range of honors, advanced placement, and online learning experiences at the high school level.  At all levels our students have access to a variety of afterschool co-curricular opportunities allowing students to continue their learning and growth beyond the school day.  We value learning languages as a way to explore the world and are working on expanding our offerings in this area.  In 2016, 93% of our graduates planned to continue their education beyond high school.  Currently, we have two Innovation Schools in the district-Wixon and Baker.  These endeavors and so much more contribute to our D-Y Pride!

None of this would be possible without a hard-working, caring, and committed staff.  If you are just joining us for the first time, you were selected because we believe you have these qualities.  We are excited that you have decided to become a D-Y Dolphin.

MISSION

The Dennis-Yarmouth Regional School District mission is empowering each student to achieve excellence with integrity in a changing world.  Students need an education that prepares them to be adaptable to the evolving conditions of the 21st century.  With the understanding that education should be future-focused, responsive to the needs of its clients, and directed through long-term planning, the Dennis-Yarmouth community recognized the need for the development of a strategic direction.  The essence of the Strategic Direction is based on interpersonal relationships.  As members of the D-Y community, we must respect students, our co-workers, and all other members of the District community; act as role models; act on ethical principles; and know, understand, consider, and accept the impact and consequences of personal actions and decisions upon self, others and property.  This is the example we wish to set for your students and the strengths we want them to take with them after they leave our schools.

VISION

Our Vision represents what our district strives for:  The Dennis-Yarmouth Regional School District, a community of learners, will be an innovative leader in preparing each student to be college, career, and civic ready, with the capacity to seek new challenges and make a positive difference.

CORE VALUES

The triangular graphic below represents our Core Values.  The Core Values represent the “heart and soul” of a school district.  Their importance should not be underestimated.  They form the foundation for all the actions that the district takes.  They are the underpinnings of beliefs, how the district operates, how it works with people at all levels, and what the district envisions as its purpose.  Before a vision or mission can be crafted, the district needs to look inward and decide what is important.  

The steering committee spent countless hours deciding on just the right graphic.  The triangle was selected because it is the strongest shape.  Our students are supported in the center of the triangle by our educators, families, and the community.  We have a diverse student body and we celebrate that by recognizing our students as unique learners.  
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Our Core Values statement:  The Dennis-Yarmouth Regional School District is a community of innovative learners.  Each student will be college, career, and civic ready, empowered to seek new challenges and make a positive difference in a changing world.
Our Mission, Vision, and Core Values are tightly interwoven creating a strong message representing who we are, how we work together, and what we will accomplish with all students.  A sense of pride permeates our district as we proudly proclaim, “We are all Dolphins!”  Even our mascot, the dolphin, exemplifies our long tradition of working collaboratively for all students.
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Warmest regards, 

Carol A. Woodbury

Superintendent of Schools

My signature indicates that I have received a copy of the Dennis-Yarmouth Regional School District Substitute Handbook.  I understand that it contains important information on the general personnel policies and practices of the District and of the privileges and obligations of being an employee of the District.  

I understand that this handbook does not constitute a contract and makes no guarantees of employment, compensation, or benefits and that the Superintendent and/or School Committee reserve the right to make changes in the policies and practices at any time at their sole discretion, and interpret and administer the policies in light of changing circumstances and events.  

Print Name:



Signature:


Date:



The employee handbook has been written to provide information and guidance to all employees of the Dennis-Yarmouth Regional School District. The handbook does not represent an exhaustive list of all district policies, procedures, or practices. Additionally, this handbook is designed to supplement, but not to supersede any of the Dennis-Yarmouth Regional School Committee Policies, Collective Bargaining Agreements, Local, State, or Federal Law. Where there is a conflict, one of these other documents would prevail. It is the employee’s responsibility to be aware that these laws exist along with the policies, guidelines, and procedures established in the collective bargaining agreement, school procedures, and other relevant sources such as the state athletic association. 

The Dennis-Yarmouth Regional School District is committed in spirit, as well as in action, to abide by all laws dealing with equal employment opportunity. It is our policy to guarantee equal employment opportunities for all qualified persons without regard to their age, race, religious creed, color, national origin, ancestry, marital status, gender, gender identity or gender expression, genetic information, military status, sexual orientation, or disability, which can be reasonably accommodated, unless there exists a bona fide occupational qualification.

Dennis-Yarmouth Regional School District will act in good faith, to affirmatively recruit and consider for promotion individuals in protected categories.  Age, race, religious creed, color, national origin, ancestry, marital status, gender, gender identity, gender expression, military status, sexual orientation, or disability are not factors in employment, promotion, transfer, compensation, lay-off, disciplining and termination, unless there exists a bona fide occupational qualification. For further information or to redress a grievance, contact the district’s Civil Rights Compliance Officer, Maria Lopes by phone at 508-398-7625, or in writing at 296 Station Avenue, South Yarmouth, MA 02664.

DENNIS-YARMOUTH REGIONAL SCHOOL COMMITTEE

	Joseph Tierney, Chairperson

	James R. Dykeman, Jr., Vice Chairperson

	Brian Carey, Treasurer

	Andrea St. Germain, Secretary

	Jeni Landers, Member

	Brian Sullivan, Member

	Phillip Morris, Member


The Dennis-Yarmouth Regional Schools
The Station Avenue Elementary School (SAE) is located at 276 Station Avenue in South Yarmouth and serves students in Kindergarten through Grade 3. The average class size is 20 students. SAE focuses on “Tools of the Mind” curriculum in all Kindergarten classrooms as well as rich academic curriculum and differentiated instruction to meet the needs of all learners. 
The Marguerite E. Small Elementary School (MES) is located at 440 Higgins Crowell Road in West Yarmouth and serves students in Prekindergarten through Grade 3. MES also utilizes the “Tools of the Mind” curriculum which focusses on the development of cognitive and social emotional learning. In a Tools classroom, students are active learners who participate in lots of role play and dramatic play. Classroom management techniques maximize student’s involvement in productive tasks. MES also has before and after school daycare. The Dennis-Yarmouth Early Education Program is also located here and serves children ages 3 & 4.  

The Ezra H. Baker Innovation School (EHBi) is located at 810 Route 28 in West Dennis and serves students in Prekindergarten through Grade 3. EHBi mission is to empower students to become successful, independent, self-directed, curious, and healthy citizens of the world. Also all students learn Spanish! The Dennis-Yarmouth Early Education Program is also located here and serves children ages 3 & 4.  

The Nathaniel H. Wixon Innovation School (NHW) is located at 901 Route 134 in South Dennis and serves students in Grades 4 & 5. The students at NHW have the longest day in the district with the addition of 30 minutes or the equivalent of 17.5 additional school days each year. The additional time is referred to as enrichment block which runs from 2 to 2:50 PM every day. The goal of the enrichment block is to remediate individual student’s skills, integrate new experiences, and accelerate learning opportunities for all. 
The Mattacheese Middle School (MMS) is located at 400 Higgins Crowell Road in West Yarmouth and serves students in Grades 6 & 7. At MMS students have come in first place in Destination Imagination, Classroom Times News, and Solar Sprint for Innovation & Best Use of Recycled Materials. MMS family values excellence fosters academic effort and nurtures diverse talents. They also have their own extended day coverage for before and after school care. 
The Dennis-Yarmouth Regional High School is located at 210 Station Avenue in South Yarmouth and serves students in Grades 8 through 12. New last school year all students in Grades 8 through 11 now have an iPad each! DYHS has the technology necessary for success in the 21st century. DYHS features a contemporary science lab, computers in every classroom, over 60 classroom SmartBoards, 5 computer labs, and library computer lab.
Schools

	Dennis-Yarmouth Regional High School
	508-398-7630
	210 Station Avenue

South Yarmouth

	Principal: Tony Morrison
	Secretary: 
Eileen Whalen
	7:22 AM to 2:04 PM

	Mattacheese Middle School
	508-398-7630
	400 Higgins Crowell Road

West Yarmouth

	Principal: Ann Knell
	Secretary:

Mary Freeman
	8:25 AM to 2:40 PM

	Nathaniel H. Wixon Innovation School
	508-398-7695
	901 Route 134

South Dennis

	Principal: Sean Owen
	Secretary: 
Debra Griecci
	8:00 AM to 2:50 PM

	Ezra H. Baker Innovation School
	508-398-7690
	810 Route 28

West Dennis

	Principal: Kevin Depin
	Secretary: 

Suzy Hamilton
	9:20 AM to 3:35 PM

	Marguerite E. Small Elementary School
	508-778-7975
	440 Higgins Crowell Road

West Yarmouth

	Principal: Patrick Riley
	Secretary: 
Trisha Chase
	9:20 AM to 3:35 PM

	Station Avenue Elementary School
	508-760-5600
	276 Station Avenue

South Yarmouth

	Principal: Peter Crowell
	Secretary: 

Cheryl Crockan
	9:20 AM to 3:35 PM

	Administration Offices
	508-398-7600
	296 Station Avenue

South Yarmouth

	Superintendent: Carol Woodbury
	Secretary: 
Maureen Burnham
	8:30 AM to 4:30 PM


Substitute Employment Qualifications and Pay Rates

PLEASE NOTE, all salaries are set by the collective bargaining agreement for their respected positions. Salaries are subject to change.
Substitute Teachers – Per Diem - $75 per day*
Substitute Teachers must have a minimum of a high school diploma or G.E.D. A copy of the diploma must be on file in Human Resources before substituting. Call preference will be given to substitutes who have completed college courses and/or a DESE license and who have participated in the annual training.  

* Compensation Per Diem is $70 per day for those who have not yet participated in the required annual training for substitutes.  

Substitute Teachers – Long Term – $238.11 per day

After ten consecutive days in the same assignment for the same teacher
Substitute Education Support Professionals - $14.32 an hour

Substitute Education Support Professionals must have a minimum of a high school diploma or G.E.D. A copy of the diploma must be on file in Human Resources before substituting. 

Substitute Nurses - $120 per day

Substitute Nurses must have a valid current nursing license prior to substituting and it must be on file in Human Resources. 
Substitute Food Service Workers - $12.43 an hour

Substitute Food Service Workers must have a minimum of a high school diploma or G.E.D.. A copy of the diploma must be on file in Human Resources before substituting. Prior food service experience is also helpful.

Substitute Secretaries – $16.66 an hour
Substitute Secretaries must have a minimum of a high school diploma or G.E.D.. A copy of the diploma must be on file in Human Resources before substituting. Prior experience in an office setting is helpful and preferred.

Background Checks

All appointments are conditional based on a satisfactory CORI and SAFIS Background Check per 603 CMR 51.00.  All newly appointed Substitutes hired must be fingerprinted BEFORE the start of employment. This is in accordance with “The Act Relative to Background Checks.” 
Affordable Care Act
In accordance with the Affordable Care Act, employees of the Dennis-Yarmouth Regional School District total employment should not exceed forty (40) hours per week total. 

SUBSTITUTE/STAFF CONDUCT

All staff members, including substitutes have a responsibility to familiarize themselves with and abide by the laws of the State as these affect their work, the policies of the School Committee, and the regulations designed to implement them.

In the area of personal conduct, the Committee expects that teachers and others will conduct themselves in a manner that not only reflects credit to the school system but also sets forth a model worthy of emulation by students.

All staff members, including substitutes will be expected to carry out their assigned responsibilities with conscientious concern.

Essential to the success of ongoing school operations and the instructional program are the following specific responsibilities, which will be required of all personnel:

1. Faithfulness and promptness in attendance at work.

2. Support and implement School Committee Policy. Enforce school rules and regulations.

3. Diligence in submitting required reports promptly at the times specified.

4. Care and protection of school property.

5. An awareness and practice of the school system's legal responsibility for the safety and welfare of students.

6. Ensure that students are supervised at all times.

7. Appropriate attire is required at all times consistent with School Committee Policy.

Employees are to comply with School Committee policies, available on the School District’s website, and MA General Laws.  Violation of policies or laws may result in disciplinary action up to and including termination. For the full policy please read School Committee Policy GBEB.
SUBSTITUTE/STAFF RESPONSIBILITIES

All substitutes have a responsibility to make themselves familiar with, and abide by, the laws of the state as these affect their work, the policies of the School Committee, and the regulations designed to implement them.

All substitutes will be expected to carry out their assigned responsibilities with conscientious concern. The first responsibility of the instructional staff is to enhance student achievement. Also essential to the success of ongoing school operations and the instructional program are the following specific responsibilities, which will be required of all personnel:

Reporting Illegal Acts and Disruptive Behavior

All employees of the school system are required to report any illegal act and/or disruptive behavior occurring on school property. The responsible administrator has the obligation to conduct an immediate investigation of the allegation and, upon verification of a criminal act and/or disruptive behavior, report in a manner consistent with procedures established by the Superintendent to the appropriate law enforcement authorities.

The Mandated Reporter Statute

Under Massachusetts General Laws Chapter 119, Section 51A, a mandated reporter who has reasonable cause to believe that a child under the age of eighteen years is suffering physical or emotional injury resulting from abuse, including sexual abuse, or from neglect, shall immediately report such condition to DCF (Department of Children and Family Services) Mandated reporters include public and private school teachers, educational administrators, guidance or adjustment counselors, psychologists, attendance officers, social workers, day care providers, health care professionals, court and public safety officials. In schools, mandated reporters may either report directly to DCF or they may notify the person in charge of the school (or that person's designee), in which case that individual is responsible for making the oral and written report to DCF. The mandated reporter must make the report orally to DCF immediately, and then make a written report to DCF within 48 hours.

Reporting Child Abuse/Child Protection
The policy of the Dennis-Yarmouth Regional School District is to provide a healthy and safe environment in which students can learn and participate in all programs offered.  
This protocol for the Dennis-Yarmouth Regional School District Crisis Intervention Team supports the school policy.  This protocol describes procedures for staff to follow when a child’s safety or health is considered at risk.  
This protocol ensures that essential information, relating to the suspicion that abuse or neglect has occurred, is correctly documented and, if necessary, reported to the Department of Children and Family Services (DCF) as mandated by MGL C.119 S.51A.

Bullying Prevention & Intervention 

DYRSD is committed to providing a safe, positive, and productive educational environment where students can achieve the highest academic standards. It is committed to maintaining a school environment where all students regardless of legal status are free from bullying and cyberbullying. 

Acts of bullying and cyberbullying are prohibited on school grounds, at a school sponsored event or related activity whether on or off school property, at a school bus stop or other vehicle owned, leased, or used by DYRSD, or through technology owned, leased, or used by DYRSD. At any location, activity, or function that is not school related, or through the use of technology if the acts create a hostile environment at school for the target, infringes on their rights at school, and/or materially and substantially disrupts the education process or orderly operation of a school. 

Retaliation against a person who reports bullying, who provides information during an investigation of bullying, or who witnesses or has reliable information about bullying shall be prohibited.
Any substitute of DYRSD shall immediately report any instance of bullying or retaliations s/he witnesses or becomes aware of bullying or retaliations to the school principal or designee. The requirement to report as provided does not limit the authority of a staff member to respond to behavioral or disciplinary incidents consistent with school or district policies and procedures for behavior management and discipline. 

Substitutes are to comply with School Committee policies and full employee handbook, available on the School District’s website. For the full policy please read School Committee Policy JOCFB and JICFBA.

Corporal Punishment 

State Law (M.G.L. 71 sec. 37g) provides that the power of the School Committee or of any teacher or other employee or agent of the Committee to maintain discipline on school property shall not include the right to inflict physical punishment upon any student.
Day Events
Sometimes substitutes are notified just prior to the beginning of the school session. Even so, they should get to school as early as possible. The regular employee knows their room, students, what they are working with, where they left off, and where they plan to go. You will have to find your way.  In the event you are running late PLEASE notify the school as soon as possible. 
Sign in with the school secretary on a voucher showing the days you’ve worked. This also makes the school aware that you have arrived. Payroll vouchers must be completed and signed as it has payroll and legal implications.  Failure to sign on time could delay the processing of your paycheck.
Substitutes may not leave the building until the end of the school day or shift without the principal’s permission.

If possible, meet the principal or his/her representative. You will be given specific assignments or instructions and in some schools you’ll also be provided with keys.  If a door, closet, file, etc. are found locked on arrival, lock it when you leave. (NOTE: Remember to return keys at the end of the day.)
Messages should be referred to the office unless they are routine in nature. 

Refer to the daily schedule often, but take a few minutes early in the day to get a general picture of what lies ahead. Familiarization with the schedule adds to better class control.

Be sure that the room is in order.

Locate the lesson plans and any substitute notes.
Be resourceful. If keys do not work or things such as plan books or class materials cannot be located, the principal or companion teacher may be asked for help. In some instances, you may have to prepare the plans. 

School Emergency Procedures
Advance planning for emergencies and disasters is essential to provide for the safety of students and staff; it also strengthens the morale of all concerned to know that plans exist and that students and staff have been trained in carrying out the plans.

Building Principals will meet all requirements for conducting fire drills and Emergency Response drills (at least once per year) to give students practice in moving with orderly dispatch to designated areas under emergency conditions, and the staff practice in carrying out their assigned responsibilities for building evacuation.
Fire Drills

In case of a fire drill, check to see that all windows and doors are closed. Lights should be shut off. Attendance lists should be taken out by the substitute. Each class has been assigned to a definite area outside. Students stand and walk quickly and quietly from the room immediately after the alarm begins to ring. Attendance should be taken once you are lined up outside. Report any missing students to an administrator. The class remains outside until the signal to return is given.

Use of Computers and Cell Phones

Substitutes are NOT allowed to use school computers for personal use (games, social media, searches, correspondence, etc.) at any time.  Please refer to the Electronic Acceptable Use Policy for more specific details.
Use of cell phones (calls, texts, and internet) during school hours while supervising students for any reason is strictly prohibited.

Lunch

The daily schedule with the lesson plans should assist you in determining the time you and the class goes to lunch. 

Substitute teachers are welcome to use the Faculty Room during lunch and planning periods.  Please feel free to ask in the office where the Faculty Room is located. When working a full day you will automatically be deducted a ½ hour unpaid lunch, please be sure you take the full half hour.  Notify the building secretary or administrator in the event you have not had the opportunity so coverage can be arranged. 

Substitute Illness

If a substitute becomes ill or is injured while working, he/she should report to the office. In the event the teacher is unable to leave the classroom, the office should be notified through a student or via the classroom phone. 

Dismissals

Students should not be dismissed from school before the normal end of instructional time without permission from the principal’s office.

End of the Day Responsibilities

1. Put the room in good order. The room should be left as orderly as it was found. Adjust shades. Leave everything ready for the next day; see that attendance records are complete and that the lesson plan is ready for the next day.

2. Leave pertinent information for the regular teacher. This might include a short list of the things accomplished during the day, special incidents, and communications.

3. Lock door upon leaving (if this is the procedure). Check desk and files as well as room upon leaving. Keys must be returned to the office.

4. Report unusual activities and incidents to the office. This might include such items as parents’ communications you cannot answer, discipline problems, accidents, and room damage.

5. Sign out. This is as important as signing in. 

Handling Accidents and Illness

Classroom accidents:

a. Look calm and keep calm

b. Call for the nurse!

c. Reassure the student and keep him quiet

d. Keep other students away

e. Keep the area clean, move chairs and desks away from the student

f. The student should not be moved until the nurse arrives.

If a child is ill they may be sent to the health office with a pass; students are not allowed to carry any medication, including over the counter medication, without specific permission from the nurse.

At each school, procedures will be developed for the proper handling of an injury to, or sudden illness of, a child or staff member. These will be made known to the staff and will incorporate the following requirements:

1. The school nurse or another trained person will be responsible for administering first aid.

2. When the nature of an illness or an injury appears in any way serious, every effort will be made to contact the parent and/or family physician immediately.

3. No young child who is ill or injured will be sent home alone, nor will any older child unless the illness or injury is minor.  A young child who is ill or injured will not be taken home unless it is known that someone is there to receive him or her.

4. In extreme emergencies, the school nurse, school physician or Principal may make arrangements for immediate hospitalization of injured or ill students, contacting parent or guardian in advance if at all possible.

5. The teacher or other staff member to whom a child is responsible at the time an accident occurs will make out a report on an official form providing details about the accident. This will be required for every accident for which first aid is given.

6. All accidents to students and staff members will be reported as soon as possible to the Superintendent and, if the Superintendent deems appropriate, to the School Committee.

Drug, Alcohol, & Tobacco Free Workplace

The use of drugs, alcohol, tobacco and/or tobacco products is prohibited in all school buildings, on school grounds, and at all off-campus school-sponsored events. These policies apply to staff, students, and guests of the school department. DYRSD Drug, Alcohol & Tobacco free policies are applicable on all days of the week, twenty-four hours per day. This policy includes vaping and electronic cigarettes.

The school district is a drug-free workplace in accordance with the Drug-Free Workplace Act of 1988 and it’s implementing regulations. 

DYRSD will notify all employees in writing that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance, is prohibited in DYRSD. DYRSD will establish a drug-free awareness program to inform employees about the dangers of drug abuse in the workplace.

Employees understand that as a condition of employment under the Drug-Free Workplace Act and recipient of Federal Grants, employees will abide by the terms of the GBEC policy and will notify the district of any criminal drug statute conviction for a violation occurring in the workplace no later than five days after such conviction.

In addition to comply with the Drug-Free Workplace Act of 1988 and it’s implementing regulations, employees of Dennis-Yarmouth Regional School District will not bring in, promote, gift, display, or use alcohol regardless of the purpose during work hours, school sponsored events, or school activities. Employees will refrain from using alcohol containers for transportation purposes or enhancing quality of nonalcoholic products. 

Confidentiality

The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects the privacy of personally identifiable information contained in a student’s educational record.  FERPA applies to all schools (K-12 and postsecondary institutions) that receive funds under various programs from the US Department of Education. 

FERPA defines “educational records “as records containing information in any medium (paper, electronic, microfilm, etc.) that directly relate to a student and are maintained by an educational institution or by a party acting for the institution. 

Anyone who handles personal information about students or other employees has the obligation to maintain strict confidentiality.  Records must be treated confidentially and professionally.  They may be discussed only with individuals authorized to have access to such records.

Just a reminder that any information you see or hear about our students is confidential. Failure to do so will result in being terminated from substitute in DYRSD. 

If you have any concerns, please bring them to the principal, assistant principal, or office staff.
Professional Ethics

Substitutes have particular responsibility for exercising the highest standards of professional ethics. Comparisons of schools, teachers, and programs should be avoided. Substitutes should discuss such concerns with the respective school principals. Also, confidential matters concerning students should not become items of gossip. If it is felt that such information would be beneficial for the safety and health of students, please relay it to the school principal. 

All employees of the School Committee are municipal employees whose conduct is regulated by MGL c268A, the Massachusetts Conflict of Interest Statute as well as following the policy of the Dennis-Yarmouth Regional School Committee.

Approaching Students or Parents for Work:  

Teachers and other public employees may not initiate private business relationships with persons under their authority pursuant to § 23(b)(2).  This means that a teacher may not approach a student, or the student’s parents, seeking private tutoring work.  A teacher may provide tutoring when the relationship is initiated by the parents or a student, but, if the student is, or in the future may be, under the teacher’s authority, the teacher will need to do a written disclosure.  The form to be used for this disclosure is form 8, which is available at:
http://www.mass.gov/ethics/disclosure-forms/municipal-employee-disclosure-forms/

Faculty Manuals, Student Handbooks, and School Committee Policies

The substitute handbook has been written to provide information and guidance to all substitutes of the Dennis-Yarmouth Regional School District. The handbook does not represent an exhaustive list of all district policies, procedures, or practices. Additionally, this handbook is designed to supplement, but not to supersede any of the Dennis-Yarmouth Regional School Committee Policies, Collective Bargaining Agreements, Local, State, or Federal Law. Where there is a conflict, one of these other documents would prevail. 

It is the substitute’s responsibility to be aware that these laws exist along with the policies, guidelines, and procedures established in the collective bargaining agreement, school procedures, and other relevant sources such as the state athletic association.

At the Onset

1. Recognize the Importance of the Job.

The role of the substitute teacher is truly professional. “Babysitter” education is wasteful and boring to the students. It is because the school assumes that a person is competent to manage a classroom that he/she is on the substitute list. A sincere desire to do a good job will go far toward establishing a truly rewarding profession. Be professional in attitude, dress, and language. Know the state laws and local school regulations especially regarding corporal punishment. When a situation is deteriorating, call the principal for help before control is lost.

2. Be Professional in Your School Relationships.

Substitute Teaching involves many different situations and often more than one school. Resolve never to compare one school to another, one principal to another, one teacher to another, and one set of students with another.

3. Be Available.

Attendance

Check the attendance, absence, or tardiness of any student at the start of every class.

A Good Beginning

1. Be in the room when the students arrive. This is not only a legal responsibility, but a necessity in establishing good discipline and effective control.

2. Greet the students with a smile and a pleasant “Good Morning.” The substitute should tell the students his/her name. Insist on children being seated at all times where movement is not necessary. 

3. Make opening exercises brief. The main goal is to get down to the task at hand. However, regular policies regarding students should be followed.

4. Check attendance carefully. Call each name distinctly. Accept graciously any corrections in pronunciation. Have children raise their hands as names are called to help in associating names and faces. If an attendance report is due in the office, send it promptly.

5. Do not argue with the children. The students will be quick to indicate if what is being done varies from the usual way. If such a situation arises, be pleasant but firm as to how it will be done today. However, adhere closely to the regular teacher’s routine. If a procedure is to be changed, tell the students ahead of time.

6. The business of the day is teaching. Get the lessons started at once or as soon as possible.

7. Have materials ready. Groups waiting for materials can be starting points for discipline problems.

8. Watch attention span. It is important to know when to change activities, when to speed up, and when to slow down.

9. Do not leave the group. Never leave the class unattended because you are responsible for the students. If assistance is needed, call the office on the phone in the classroom if available or send a reliable student or an available adult to the office.

10. Be ready for real problems. In spite of their best efforts, substitutes sometimes face a student who is a definite discipline problem. If at all possible, avoid excluding them from the group and never lay a hand on them. As a last resort, refer them to the principal or person in charge.

11. Take a clinical point of view. Seldom if ever, does a discipline problem involve personal dislike of the teacher. Do not take school problems home with you, and, likewise, leave personal problems at home. Do not inflict personal frustrations on children, tension will only be reflected in the behavior of the children in the room.

12. Give children responsibilities. Responsibilities suited to their age and understanding help create a sense of belonging. When children feel they do belong, problems are few.

13 Be positive. Praise what is good. Avoid gossiping.

14. Avoid making threats. Your control over the class can be lost through a threat that cannot be carried out.

15. Maintain a sense of humor. Every problem is not a tragedy. If a sense of humor is lacking, develop one.

Opening Exercises

Conduct morning exercises. State law requires the flag salute at this time. 

The daily salute to the flag shall be part of the opening exercises in all schools.

Public Law 829: "...that the pledge of allegiance to the flag, 

'I pledge allegiance to the flag of the United States of America and to the Republic for which it   stands, one Nation under God, indivisible with liberty and justice for all,' be   rendered by standing with the right hand over the heart.
Students are encouraged to stand but you must NOT force them. Opening exercises may also include patriotic poems and songs. 

They shall include a moment of silence: General Laws of Massachusetts,   

Chapter 71:

 "At the commencement of the first class of each day in all grades in all public schools, the teacher in charge of the room in which each such class is held shall announce that a period of silence not to exceed one minute in duration, shall be observed for personal thoughts and during any such period silence shall be maintained and no activities engaged in."

Prayers must not be recited nor religious text read.

Teaching the Lesson

1. Be Prepared: The outcome of the lesson, as well as the class control, depends largely upon the teacher’s preparedness. Teachers who substitute for more than one day are under the same obligation to plan as the regular teacher.

2. Be Ready to Start: Have materials ready before class. Be sure that the class is paying attention.

3. Motivate: Students need motivation. Remember, however, the primary purpose is to teach, not to entertain. Be brief, set the stage, arouse curiosity, and relate to the previous lesson. This can be done by a question, picture, story, or shared experience.

4. Make your Presentation Clear: What the students gain from the lesson will depend on how well you present it:

a. Keep the language on the student’s level of understanding.

b. Present one point at a time.

c. Go from the known to the unknown; the easy to the difficult.

d. Stop often and review.

e. Do not hesitate to repeat.

f. Give students opportunities to ask questions.

g. Use your voice to emphasize, maintain interest, and change and control tempo.

5. Ask Good Questions: Good teaching is a process of drawing out from within the students rather than stuffing them with knowledge. To do this depends much on perfecting the art of questioning. A good question is one that:

a. Asks something you really want to know.

b. May often require a series of intermediate answers.

c. Directs and stimulates thought, helps with analysis of complex 

    problems.

d. Causes students to formulate new or unexpressed ideas.

e. Does not call for mere repetition of book material.

6. Provide for Active Participation: In a really good lesson, students actively participate. Directions must be clear and proper supervision and help must be provided.
7. Leave Time for Summary: All facts and concepts need to be brought together before the close of the lesson. Vary ways of summarizing. It can be teacher, student or activity directed.

8. Give Clear Assignments: Assignments should be clear, concise, purposeful, and take into account individual differences. Follow homework assignments as given in the lesson plans.

Read the Lesson Plans

Lesson plans provide an indication for what is to be taught to the students. As   textbooks and workbooks are located, it is good to bookmark the pages indicated. This will help during the day. If videos are scheduled, check the   procedure. Organize materials so they are easily accessible. Students are     familiar with the established routine of the regular teacher. If substitutes appear indecisive or insecure, class control usually becomes difficult. If the lesson plans are not available, see the principal immediately.

Scan the Seating Plan

Twenty-five names cannot be learned in a minute. Pinpoint the locations of   students who will serve as anchors for name association as the day    progresses. Avoid using such phrases as “You in the blue sweater.”

Prepare Board Work and Charts Ahead of Time

Discipline problems may occur when the teacher is “getting ready” and the children are merely waiting. In summary, the substitute teacher should arrive early, review the school layout and lesson plans, check schedules, and set a plan for the day. Be sure to exchange greetings with other teachers and spend a few moments in the faculty lounge. When the children arrive, be confident.

Special Teachers

If a special teacher (music, art, physical education, etc.) is scheduled for the class, check to determine the procedure for preparing the class.

 STUDENT DISCIPLINE

Corporal punishment is forbidden.  A teacher must not strike or physically abuse a student. It is best to avoid physical contact.

1. All D-Y Schools promote “The Dolphin Way” – a positive intervention support system that builds a community of learners who are respectful, responsible and safe.  Be sure to find out what character traits the students in your class are working to develop, so that you can help reinforce positive behaviors.

2. Consider standing beside a student who seems inclined to act up.  Your presence will be enough to stop him/her in most cases.

3. Whisper quietly in a student’s ear rather than call them out in class to let him/her know that you have seen and disapprove of the actions.

4. Have a confidential chat with the student outside the classroom door or in a quiet space in the classroom.

5. During playground duty, be aware of the safety rules and be alert to support children who may need reminders of the rules.  
6. To the extent possible, teachers should handle their own discipline problems.  In the most serious cases only should students be "sent to the office".  The office should be a "place of last resort".  Never send a young student to the office without notifying them to expect the child.  
9.
Under no conditions are you allowed to physically or verbally assault a student.

The Substitute Concern for Discipline

It is an accepted fact that some students like to “test” a substitute. A good substitute meets the challenge capably, and quickly establishes the fact that they are in charge of the class. If a student continues to be disrespectful or out of order, send them to the office with a note giving details. Check to ascertain that s/he reported to the office. 

Do not resort to mass punishment of students. If the class is extremely difficult, call for assistance before control is lost; contact neighboring teachers, the Assistant Principal, or send for the Principal.

Remember:

1. Establishing favorable rapport with the students is one very important step towards good discipline. Be pleasant but firm. A positive demonstration of teaching ability will quickly earn the respect of the class.

2. Take attendance carefully in every class and study hall. Some students may be tempted to cut classes thinking that a substitute does not know basic school procedures and is unfamiliar with names and faces.

3. Be conscious of the physical climate every period of the day.  Proper lighting, heat and ventilation, plus a tidy classroom are invaluable aids for good learning and good discipline.

Class Management
Class control can be challenging for a substitute. A few simple suggestions will help in establishing good class routines, providing efficient learning situations, and providing for mutual respect of teacher and students.

1. Be Patient: It is natural for a class to resent and test a substitute. Substitutes represent a change which produces insecurity. Patience, understanding, and respect will banish distrust.

2. Expect Good Behavior: Students tend to respond to whatever we expect of them. A positive approach is worth a hundred negative rules.

3. Be Fair and Consistent: Success in class control will depend, to a great extent, on the degree of fairness and consistent treatment exhibited. Students must know what to expect and what is expected. Uncertainty makes for misbehavior.

4. Recognize the Importance of Every Student:  Treat each one impartially. Respect each one’s individual differences. In the D-Y schools, we believe that all students can learn at high levels and achieve excellence.  Most struggling students need help, understanding, and encouragement, not lectures. Frustration is prime cause of poor discipline. Make all personal corrections in private. Avoid ridicule and sarcasm.  Give individual or group praise when actions warrant it.

School Delays, Closings and Cancellations

In the event of inclement weather or mechanical breakdown, school may be closed.  The Blackboard Connect (Electronic Phone Tree) system will also be used to announce school closings. 

"No School" or “Delayed Opening” announcements are made over the following radio stations beginning at 6:00 a.m.: WXTK 95.1 FM, WQRC 99.9 FM, and WCOD 106.1 FM and on the following TV stations:  WRKO/WHDH (CH 7, CH 56), WCVB (CH5), WBZ (CH4) and Fox 25. 

School closing and/or delayed opening announcements will be posted on the district website at http://dy-regional.k12.ma.us.  
Pay Day

Payroll is processed biweekly (every two weeks). Paychecks can be picked up at the Administration Building or mailed to your home. DYRSD highly encourages you to sign up for direct deposit. Paychecks are issued on Thursdays with the exception of weeks with a Monday legal holiday then paychecks will be issued on Friday of that week only. 
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