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											Welcome to the Glades County School District.  We are a small community of educators, committed to providing our students with a quality education in a safe, nurturing environment.  We are glad that you have chosen to join our team.  We hope that you will enjoy working with our staff and students, and will join us in ensuring that our students leave us fully prepared for college or a career. Thank you for your commitment to our children, and welcome aboard!

Sincerely,


James Brickel
Director of Administrative Services
Glades County School District

The School District of Glades County does not discriminate on the basis of race, color, national origin, gender, age, disability, marital status or genetic information in its educational programs, services or activities, or in its hiring or employment practices.

















GLADES COUNTY SCHOOL BOARD
Mission
The mission of the Glades County School Board, administration, teachers, and staff is to focus all students on achievement, attendance, respect and values through positive student, parent, and community involvement.

Vision
Academic Excellence

In addition the district will provide a school environment that protects the students’ health, safety, and civil rights; that is drug and threat free; and presents a friendly, caring atmosphere conducive to learning and growing.
	Florida Statutes
1012.35 Substitute teachers.—
(1) Each district school board shall adopt rules prescribing the compensation of, and the procedure for employment of, substitute teachers.
(a) The procedure for employment must include, but is not limited to, the filing of a complete set of fingerprints as required in s. 1012.32; documentation of a minimum education level of a high school diploma or equivalent; and completion of an initial orientation and training program in district policies and procedures addressing school safety and security procedures, educational liability laws, professional responsibilities, and ethics.
(b) Candidates who have no prior teaching experience, as determined by the employing school district, must complete an additional training program that includes classroom management skills and instructional strategies.
(c) The required training programs for substitute teachers may be provided by Florida College System institutions, colleges of education, district school boards, educational consortia, or commercial vendors.
(d) It is recommended that ongoing training and access to professional development offerings be made available to substitute teachers by the employing district.
(2) The Department of Education shall develop web-based resources to enhance district substitute orientation programs.
(3) Districts shall develop performance appraisal measures for assessing the quality of instruction delivered by substitutes who provide instruction for 30 or more days in a single classroom placement.
History.—s. 710, ch. 2002-387; s. 12, ch. 2004-295; s. 183, ch. 2011-5.

	
		

	1012.39 Employment of substitute teachers, teachers of adult education, nondegreed teachers of career education, and career specialists; students performing clinical field experience.—
(1) Notwithstanding ss. 1012.32, 1012.55, 1012.56, and 1012.57, or any other provision of law or rule to the contrary, each district school board shall establish the minimal qualifications for:
(a) Substitute teachers to be employed pursuant to s. 1012.35. The qualifications shall require the filing of a complete set of fingerprints in the same manner as required by s. 1012.32; documentation of a minimum education level of a high school diploma or equivalent; and completion of an initial orientation and training program in district policies and procedures addressing school safety and security procedures, educational liability laws, professional responsibilities, and ethics.











IN AN EMERGENCY
WHEN YOU HEAR IT. DO IT.
LOCKDOWN! LOCKS, LIGHTS, OUT OF SIGHT.
STUDENTS	TEACHER
Move away from sight	Lock interior doors
Maintain silence	Turn out the lights
Do not open the door	Move away from sight
 Do not open the door
   Maintain silence
    Take attendance
LOCKOUT! SECURE THE PERIMETER. 
STUDENTS	TEACHER
Return inside				   Bring everyone indoors 
   Business as usual
         	   Lock perimeter doors
              Increase situational awareness 
             Business as usual
             Take attendance
EVACUATE! TO ANNOUNCED LOCATION.
STUDENTS	TEACHER
Bring your phone	Lead evacuation to location
Leave your stuff behind	Take attendance
Follow instructions 	Notify if missing, extra or injured students
SHELTER! HAZARD AND SAFETY STRATEGY. 
STUDENTS	     TEACHER
Hazard 	        Safety Strategy                Lead safety strategy 	
Tornado       Evacuate to shelter area     Take attendance

POLICIES RELATED TO
GLADES COUNTY SCHOOL BOARD EMPLOYMENT

Equal Employment Opportunity, prohibits discrimination against employees and applicants for employment on the basis of race, religion, color, sex, national or ethnic origin, age, marital status, and disability. A grievance procedure, Staff Applicant Complaints and Grievances, is referenced for filing complaints of discrimination. Persons are notified of the policy of nondiscrimination by postings on all campuses, in the district complex, student handbooks, and district website.

Staff Applicant Complaints and Grievances, is available to employees and applicants for employment for filing complaints of alleged discrimination or harassment on the basis of race, color, religion, sex (gender), age, national or ethnic origin, marital status and disability. Timelines are provided for the initial reporting of incidents and for each step of the process. An alternate first point of contact is provided. The procedure provides protection against retaliation and assures confidentiality to the extent possible.

Working Conditions, prohibits harassment of employees and applicants for employment on the basis of race, religion, color, sex (gender), national or ethnic origin, age, marital status and disability. A grievance procedure, Staff Applicant Complaints and Grievances, is referenced for filing complaints of harassment. Alternate first points of contact are provided. The protection clause of the policy extends to all activities conducted under the authority of the Board and includes actions taken by students, employees or any other individual or group over which the Board has control.

Non-Discrimination information is posted at each worksite.

This handbook was prepared to give you assistance in your role as a substitute teacher for the Glades County School system. The handbook will provide you with the guidance for making your experience an enthusiastic success in assisting in the educational development of our students.
Following are some general guidelines to assist you as you provide a positive classroom environment in which students learn and interact. As you review this handbook, remember:
1. Every major area of concern that you might have is not covered in this guide.
2. Suggestions offered are not guaranteed to work in every situation, and you must be prepared to make the necessary adjustments.
3. Each school has in-house procedures and expectations with which you should become 
familiar.		
4. An effective substitute teacher recognizes the importance of pre-class preparation.
5. The substitute teacher recognizes that it is the responsibility of the Board to determine final policy.
6. The substitute transacts all official business through proper channels and holds inviolate all confidential information.
7. The substitute refrains from disparagement of fellow workers, students and all others.
8. The substitute should remain impartial in all relationships with students and parents.
9. The substitute receives appraisals of their work and help with any problems from the administration or    principal’s designee.
10. The substitute teacher assumes responsibility for the welfare of the students and shows sympathetic understanding of pupil problems.
11. The substitute should work positively for the good of the school. Constructive criticism should be directed only to the classroom teacher or principal.
12. The substitute should maintain a wholesome attitude and take pride in their work.

Substitutes need a minimum of a high school diploma. There are no exemplary substitute teacher programs. From the 2005 Florida Statutes, Section 1012.37: Each school board shall adopt rules prescribing the compensation of, and the procedure for employment of, substitute teachers. Such procedure for employment shall include, but not be limited to, the filing of a complete set of fingerprints.


An applicant must:
• be of good moral character
• be physically able to perform the duties of a substitute teacher
• be accessible by telephone and available for service
• file a completed Substitute Teacher Packet that includes:
	a. completed  G.C.S.B. application 
b. completed W-4 Form
c. fingerprinting verification
d. copy of Driver’s License or school ID card
e. notification of social security number collection and usage
f. Completed I-9 Eligibility Verification and supporting documentation (examples: License, Social Security Card, Birth Certificate, Etc.)
g. copy of high school diploma, copy of GED diploma or official college transcript
h. completed BENCOR alternative plan enrollment form
i.  Three (3) letters of reference
j. successful completion of one (1) day substitute training in Hendry or Glades County

Substitute Teacher Duties and Responsibilities
· All employees are required to dress appropriately.  It is important that we be viewed and treated as professionals, so we need to appear as such.  Blue denim jeans may only be worn on Fridays when worn with a shirt promoting education, school shirt or a collared shirt.  
· Maintains a professional attitude at all times.  Refrains from criticizing teachers for whom he/she substitutes and refrains from making uncomplimentary comparisons between schools, teachers, students and staff.
· Carries out all duties that the regular teacher performs (bus duty, lunchroom duty, accompanying class to/from special classes/events, etc.)
· Remains with class until all students have been dismissed.
· Completes the same work day as that of the regular teacher for whom he/she is substituting.
· Refers unusual requests (early dismissals, excuses from class assignments, bus changing, etc.) to the office.
· Keeps information regarding school, personnel and students confidential.
· Carries out the regular teacher’s lesson plans or plans supplied by the school.
· Follows district and local school policies and procedures outlined in county and school handbooks.
· Closes windows, lock doors and return keys to the office.
· .If the substitute assignment is for an extended period of time, and the regular teacher is available for consultation, it is desirable for the substitute to communicate with the teacher and follow suggestions as closely as possible.  All discipline cases which cannot be handled in the classroom in an appropriate manner, will be referred to the assistant principal or principal.  Under no circumstances shall the substitute teacher administer corporal punishment.  The substitute teacher shall be familiar with the Glades County Code of Student Conduct and local school policies.
· All other duties as assigned by the principal.

Accident/Illness Report
Under NO Circumstances is a substitute to administer medication to a student.  This includes aspirin.  Students on prescribed medication are to be sent to the office.  When an injury or accident occurs (even if there is no blood) file an accident report.  Contact the office if the emergency help is needed.

ALL TEACHERS WILL COMPILE A SUBSTITUTE TEACHER FOLDER TO BE KEPT IN THE TOP RIGHT HAND DRAWER OF THEIR DESK.

[bookmark: _GoBack]6A-10.081 Principles of Professional Conduct for the Education Profession in Florida.
(1) Florida educators shall be guided by the following ethical principles: 
(a) The educator values the worth and dignity of every person, the pursuit of truth, devotion to excellence, acquisition of knowledge, and the nurture of democratic citizenship. Essential to the achievement of these standards are the freedom to learn and to teach and the guarantee of equal opportunity for all. 
(b) The educator’s primary professional concern will always be for the student and for the development of the student’s potential. The educator will therefore strive for professional growth and will seek to exercise the best professional judgment and integrity. 
(c) Aware of the importance of maintaining the respect and confidence of one’s colleagues, of students, of parents, and of other members of the community, the educator strives to achieve and sustain the highest degree of ethical conduct. 
(2) Florida educators shall comply with the following disciplinary principles. Violation of any of these principles shall subject the individual to revocation or suspension of the individual educator’s certificate, or the other penalties as provided by law. 
(a) Obligation to the student requires that the individual: 
1. Shall make reasonable effort to protect the student from conditions harmful to learning and/or to the student’s mental and/or physical health and/or safety. 
2. Shall not unreasonably restrain a student from independent action in pursuit of learning. 
3. Shall not unreasonably deny a student access to diverse points of view. 
4. Shall not intentionally suppress or distort subject matter relevant to a student’s academic program. 
5. Shall not intentionally expose a student to unnecessary embarrassment or disparagement. 
6. Shall not intentionally violate or deny a student’s legal rights. 
7. Shall not harass or discriminate against any student on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition, sexual orientation, or social and family background and shall make reasonable effort to assure that each student is protected from harassment or discrimination. 
8. Shall not exploit a relationship with a student for personal gain or advantage. 
9. Shall keep in confidence personally identifiable information obtained in the course of professional service, unless disclosure serves professional purposes or is required by law. 
(b) Obligation to the public requires that the individual: 
1. Shall take reasonable precautions to distinguish between personal views and those of any educational institution or organization with which the individual is affiliated. 
2. Shall not intentionally distort or misrepresent facts concerning an educational matter in direct or indirect public expression. 
3. Shall not use institutional privileges for personal gain or advantage. 
4. Shall accept no gratuity, gift, or favor that might influence professional judgment. 
5. Shall offer no gratuity, gift, or favor to obtain special advantages. 
(c) Obligation to the profession of education requires that the individual: 
1. Shall maintain honesty in all professional dealings. 
2. Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition if otherwise qualified, or social and family background deny to a colleague professional benefits or advantages or participation in any professional organization. 
3. Shall not interfere with a colleague’s exercise of political or civil rights and responsibilities. 
4. Shall not engage in harassment or discriminatory conduct which unreasonably interferes with an individual’s performance of professional or work responsibilities or with the orderly processes of education or which creates a hostile, intimidating, abusive, offensive, or oppressive environment; and, further, shall make reasonable effort to assure that each individual is protected from such harassment or discrimination. 
5. Shall not make malicious or intentionally false statements about a colleague. 
6. Shall not use coercive means or promise special treatment to influence professional judgments of colleagues. 
7. Shall not misrepresent one’s own professional qualifications. 
8. Shall not submit fraudulent information on any document in connection with professional activities. 
9. Shall not make any fraudulent statement or fail to disclose a material fact in one’s own or another’s application for a professional position. 
10. Shall not withhold information regarding a position from an applicant or misrepresent an assignment or conditions of employment. 
11. Shall provide upon the request of the certificated individual a written statement of specific reason for recommendations that lead to the denial of increments, significant changes in employment, or termination of employment. 
12. Shall not assist entry into or continuance in the profession of any person known to be unqualified in accordance with these Principles of Professional Conduct for the Education Profession in Florida and other applicable Florida Statutes and State Board of Education Rules. 
13. Shall self-report within forty-eight (48) hours to appropriate authorities (as determined by district) any arrests/charges involving the abuse of a child or the sale and/or possession of a controlled substance. Such notice shall not be considered an admission of guilt nor shall such notice be admissible for any purpose in any proceeding, civil or criminal, administrative or judicial, investigatory or adjudicatory. In addition, shall self-report any conviction, finding of guilt, withholding of adjudication, commitment to a pretrial diversion program, or entering of a plea of guilty or Nolo Contendere for any criminal offense other than a minor traffic violation within forty-eight (48) hours after the final judgment. When handling sealed and expunged records disclosed under this rule, school districts shall comply with the confidentiality provisions of Sections 943.0585(4)(c) and 943.059(4)(c), F.S. 
14. Shall report to appropriate authorities any known allegation of a violation of the Florida School Code or State Board of Education Rules as defined in Section 1012.795(1), F.S. 
15. Shall seek no reprisal against any individual who has reported any allegation of a violation of the Florida School Code or State Board of Education Rules as defined in Section 1012.795(1), F.S. 
16. Shall comply with the conditions of an order of the Education Practices Commission imposing probation, imposing a fine, or restricting the authorized scope of practice. 
17. Shall, as the supervising administrator, cooperate with the Education Practices Commission in monitoring the probation of a subordinate. 
Rulemaking Authority 1001.02, 1012.795(1)(j) FS. Law Implemented 1012.795 FS. History–New 7-6-82, Amended 12-20-83, Formerly 6B-1.06, Amended 8-10-92, 12-29-98, Formerly 6B-1.006, Amended 3-23-16. 












Payroll Procedures
Substitutes will be paid on the 15th and the last day of the month.  The check will be sent to the school where the substitute has worked the most days.

Salary
Day to Day Substitutes:
• Non-Certified 				     minimum wage (7.5-hour day)
• 2 Years College			     $8.75 per hour (7.5-hour day)
(Verified by official college transcript — minimum of 60 credit hours)
• 4 Years College			    $10.00 per hour (7.5-hour day)
(Verified by official college transcript or college diploma)

Extended Period Substitutes:
Any substitute teaching for an extended period of time, replacing teachers absent due to maternity leave, long-term illness, etc., and who is responsible for lesson plans, grading, report cards, providing tests, attending open house and extracurricular activities would be paid as follows:
• Non-Certified			              minimum wage + $10 per day
• 2 Years College			$ 8.75 per hour + $10 per day
• Critical Shortage Teaching Area	$10.00 per hour + $10 per day
• 4 Year College Degree		             Open-End Contract
(Verified by official college transcript — daily rate of pay to be determined in accordance with current teacher salary schedule — 5 year maximum)
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