Substitute Teacher
Handbook
Revised August 2019

MARION COMMUNITY SCHOOLS DOES NOT DISCRIMINATE, DENY
BENEFITS TO NOR EXCLUDE ANYONE’S PARTICIPATION ON THE
BASIS OF SEX, RACE, NATIONAL ORIGIN, RELIGION, HANDICAP,
AGE OR COLOR OF SKIN.

Mission Statement
We, the students, parents, patrons, and school community,
will provide quality education for each student.

Welcome
Welcome to the Marion Community Schools substitute teaching team. Your assistance will enable us
to continue the educational activities planned in our classrooms when regular classroom teachers
must be absent. We appreciate your willingness to support us in our endeavors to provide an
educational atmosphere in which our students can learn. This booklet contains information that
should prove helpful as you substitute for Marion Community Schools. It is likely that secretaries of
individual buildings will offer you printed information relevant to their building as you are assigned to
their classrooms.

Marion Community Schools Building Principals
School

Address

Principal

Allen Elementary
Frances Slocum Elementary
Kendall Elementary
Riverview Elementary

1115 E. Bradford St.
2909 S. Torrence St.
2009 W. Kem Rd.
513 W. Buckingham Dr.

Ms. Jo Messner
Dr. Gwen Lavert
Mrs. Olivia Wright
Mrs. Ashlee Dixon

Justice Intermediate

720 N. Miller Ave

Mrs. Federa Smith

McCulloch Junior High

3528 S. Nebraska St.

Ms. Stephanie Lockwood

Marion High School
Marion Regional Career Center

750 W. 26th St.
750 W. 26th St.

Mr. Keith Burke
Mr. Keith Burke

MCS Early Childhood

720 N. Miller Ave

Mrs. Kerri Wortinger

MCS Administration Offices

750 W. 26th St.

Important Telephone Numbers
District Main Office

765-662-2546

Mrs. Shelley Preston,
Director of Human Resources

765-662-2546

Please Note: All substitute teachers are scheduled through Region 8, not by individual school
staff. Please use the individual building numbers ONLY in the event you are unable to fulfill your
assignment at the last moment.

Allen Elementary
Frances Slocum Elementary
Kendall Elementary
Riverview Elementary
Justice Intermediate
McCulloch Junior High
Marion High School
Marion Regional Career Center
MCS Early Childhood Ed. Center

765-664-7355
765-664-0589
765-662-7364
765-664-2427
765-664-0507
765-674-6917
765-664-9051
765-664-9051
765-651-2080

Substitute Teacher
Job Description

MARION COMMUNITY SCHOOLS
Marion, IN
Job Description
Position Title: Substitute Teacher

FLSA Status: Non Exempt

Responsible to: Building principal and/or other authorized administrators
Supervises: Students
Principal

Evaluated by: Classroom Teacher & Building

Terms of Employment: Substitute teachers for MCS are scheduled through the Region 8 Sub Service
Purpose of the Position: In the absence of the classroom teacher, the substitute teacher provides
instruction, encourages student progress, and manages the learning environment.
Classified as Confidential Employee: Functional responsibilities or knowledge in connections with the
issues involved in dealings between the school corporation and its employees require strict adherence to
confidentiality.
Minimum Requirements: The following are the qualifications and minimum requirements necessary for a
person to perform this job effectively.
 Must have High School Diploma
 Must have a current Indiana Substitute Teacher Permit or a valid Indiana Teacher License
Essential Functions of the Position: The following functions have been determined by Marion Community
Schools to be essential to the successful performance of this position.
 Follow professional practices consistent with school and system policies in working with students,
students’ records, parents, and colleagues.
 Interact in a professional manner with students and parents.
 Maintain student confidentiality.
 Work cooperatively with all school personnel and parents.
 Comply with Marion Community Schools Board of Education policies and the administrative regulations
for the State of Indiana.
 Conduct assigned classes at the times scheduled.
 Enforce regulations concerning student conduct and discipline.
 Be punctual.
 Dress in a manner consistent with school policies.
 Maintain accurate, complete, and appropriate records and files.
 Demonstrate professional practices in teaching.
 Model correct use of oral and written language.
 Follow teacher lesson plans as required by school policy.
 Assign reasonable tasks and homework to students.
 Take precautions to protect records, equipment, materials, and facilities.
 Assume responsibility for supervising students in out-of-class settings.
 Perform all other tasks and duties as assigned.
Secondary Functions of the Position: The following functions, while important and necessary to the
position, have been determined by Marion Community Schools to be marginal to the successful performance
of this position.
 Encourage Student Progress.
o Promote student engagement.
o Monitor student progress.
o Respond to student performance.





o Support students.
o Manage the Learning Environment
Uses time wisely.
o Handle non-instructional tasks efficiently.
o Use instructional time appropriately.
Maintain effective physical setting for instruction.
Maintain appropriate student behavior in the classroom
o Monitor behavior
o Intervene when necessary.

Knowledge of:
 Policies, procedures and functions of the Substitute Teacher Handbook and the Non-Certified
Employee Handbook
 Applicable software and applications
 Skill in oral and written communication
Ability to:
 Plan, organize, and schedule priorities.
 Use independent judgment and initiative in making sound decisions and in developing solutions to
problems.
 Discreetly handle confidential and politically sensitive matters.
 Make independent decisions in accordance with established policies and procedures.
 Tactfully and courteously respond to requests and inquiries/complaints from the general public and
staff.
 Communicate clearly and concisely, both orally and in writing.
 Establish and maintain effective working relationships with students, staff and the community.
Equipment Used:
 General Office Equipment (computer, telephone, copier, fax machine, laminating machine, etc.)
 Instructional Equipment (projector, other technology devices)
Place Where Work is Performed:
 Throughout the school building and in the designated classroom.
Physical Demands:

Must be able to sit and /or stand for long periods of time.

Must be able to stoop, kneel or crouch.

Must be able to reach.

Must be able to hear and speak clearly.

Must be able to lift items up to 25 lbs.
How this Job Description was developed:
This job description was developed by the HR Department in conjunction with the Substitute Teaching
Coordinator.

Marion Community Schools assures Equal Employment Opportunities for job candidates and employees.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
tasks. This job description is intended to accurately reflect the position activities and requirements. However,
management and administration reserves the right to modify, add, or remove duties and assign other duties as
necessary. It is not intended to be and should not be construed as an all-inclusive list of all the responsibilities,
skills, or working conditions associated with the position.

Bullying

Maintaining a safe and supportive learning environment is vital to the successful education and
emotional well-being of our students. Please read the following MCS policy concerning bullying. If a
student reports bullying to you or you witness bullying, it must be reported to the office immediately
and then followed up with a written report to the principal by the end of the day.

Series 5000 – Students
Bullying
Policy #5517.1
The Board is committed to providing a safe, positive, productive, and nurturing educational
environment for all its students. The Board encourages the promotion of positive interpersonal
relations between members of the school community. Marion Community Schools will not tolerate
bullying in any form. Bullying behavior toward a student whether by other students, staff, or third
parties is strictly prohibited and will not be tolerated. This prohibition includes physical, verbal, and
psychological abuse as provided herein.
Marion Community Schools defines bullying as aggressive behaviors that involve unwanted negative
actions that are repeated over time and involves an imbalance of power or strength. Bullying as
defined by IC 20-33-8-0.2 means overt, unwanted, repeated acts or gestures, including verbal or
written communications or images transmitted in any manner (including digitally or electronically),
physical acts committed, aggression, or any other behaviors that are committed by a student or group
of students against another student with the intent to harass, ridicule, humiliate, intimidate, or harm
the targeted student and create for the targeted student an objectively hostile student environment
that:
places the targeted student in reasonable fear of harm to the targeted student’s person or property;
1. has a substantially detrimental effect on the targeted student’s physical or mental health;
2. has the effect of substantially interfering with the targeted student’s academic performance; or
3. has the effect of substantially interfering with the target student’s ability to participate in or
benefit from the services, activities, and privileges provided by the school.
This type of behavior is a form of harassment, although it need not be based on any of the legally
protected characteristics such as sex, race, color, national origin, marital status, or disability. It would
include, but not be limited to, such behaviors as stalking, intimidating, menacing, coercion, namecalling, taunting, making threats, and hazing.
This policy may be applied regardless of the physical location in which the bullying behavior occurred,
whenever:
1. the individual committing the bullying behavior and any of the intended targets of the bullying
behavior are students attending a school within a school corporation; and
2. disciplinary action is reasonably necessary to avoid substantial interference with school
discipline or prevent an unreasonable threat to the rights of others to a safe and peaceful
learning environment.
Marion Community Schools, in accordance with state law, has:
1. developed and implemented bullying prevention programs for all students;
2. established investigation and reporting procedures related to bullying; and
3. adopted discipline rules that comply with Indiana Code guidelines.

In addition, Marion Community Schools shall provide training to the school corporation’s employees
and volunteers who have direct, ongoing contact with students concerning this policy.
The Superintendent or his designee will be responsible for administrative guidelines to enforce this
policy.

Policy References:
I.C. 20-33-8-0.2 and 20-33-8-13.5
References:
I.C. 20-33-8-0.2 and 20-33-8-13.5
Adoption Date: Apr 11, 2012 Revision Date: Aug 28, 2013

Discrimination

Marion Community Schools
Discrimination Procedures
All principals and supervisors should review and complete the requirements outlined in the Annual
Checklist found in the Discrimination Procedures Manual. In addition, the following statement should
appear in all Marion Community School publications, including handbooks, course description guides,
course guides, and parent newsletters.
The Marion Community Schools provides employment and educational opportunities without regard
to sex, race, national origin, religion, handicapping condition or limited English proficiency.
Discrimination compliance officers’ names and phone numbers are provided below for your
information.

For Staff
504 and ADA Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546
Title IX Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546
Title VI Compliance Officer
Mrs. Shelley Preston, Human Resources
7665-662-2546

For Students
504 and ADA Compliance Officer
Mrs. Melissa Pogue, Special Services
765-662-2546
Title IX Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546
Title VI Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546

Marion Community Schools Complaint Procedures for Harassment
Based Upon Sex, Race, or Disability

Complaint Procedures
Any person who alleges sexual or racial harassment or harassment on the basis of a disability by any
employee or student in the school corporation may use the complaint procedure under “Reporting
Harassment” below or may complain directly to his or her immediate supervisor, building principal, or
the Director of Human Resources (MCS Title VI & IX Compliance Officer). Filing of a complaint or
otherwise reporting harassment will not reflect upon the individual’s status nor will it affect future
employment, grades, or work assignments.
The right of confidentiality, both of the complainant and of the accused, will be respected consistent
with the school corporation’s legal obligations and the necessity to investigate allegations of
misconduct and to take corrective action when such conduct has occurred.
Reporting Harassment
 Take the complaint seriously. Calmly discuss the concern with the student, parent, or
employee.
 Reports must be in writing on forms supplied by Marion Community Schools (if a verbal
complaint is made, the school official should file a written report);
 Reports must name the person(s) charged with harassment and state the facts;
 Reports must be presented to one of the persons identified in paragraph 1 above.
Investigation
 The recipient of the report will notify the Human Resources Director, who shall cause an
investigation to be conducted and the results of the investigation will be reported back to those
with a need to know. If, as a result of the investigation, discipline is recommended, it shall take
place through appropriate channels, including, where required, a recommendation of the
Superintendent and action by the Board.
 Keep a record of all informal complaints, which notes name, date, type of concern,
investigation notes (if applicable) and action taken.
Sanctions for Misconduct
A substantiated charge against an employee in the school corporation shall subject such employee to
disciplinary action including but not limited to reassignment, suspension, or discharge.
False Reporting
Any person who knowingly files false charges against an employee in an attempt to demean, harass,
abuse, or embarrass that individual shall be subject to disciplinary action consistent with school
policy.
Notification of the Policy
Notice of this policy will be circulated to all schools/units of the Marion Community Schools and
incorporated in each employee handbook.

Grievance Procedures for
Title VI, IX, Section 504, and A.D.A
SECTION I
If any person believes that the Marion Community Schools Corporation or any of the Corporation’s
staff has inadequately applied the principles and/or regulations of (1) Title VI of the Civil Rights Act of
1964, (2) Title IX of the Education Amendment Act of 1972, (3) Section 504 of the Rehabilitation Act
of 1973, or (4) The Americans with Disabilities Act of 1990, (P.L. 101-336, enacted July 26, 1990),
s/he may bring forward a complaint which shall be informally handled by the building principal or
program supervisor. If the complaint is not resolved by the building principal/supervisor, s/he may file
a formal grievance with the appropriate coordinator.
Title IX
Title IX insures an equal education, non-discriminatory school/work environment, and nondiscriminatory employment practices regardless of your sex. This includes freedom from sexual
harassment.
Title VI
Title VI prohibits discrimination based on race, color, and national origin, including limited English
proficiency.
Americans with Disabilities Act
Section 504
If you have a physical or mental impairment which substantially limits your opportunity to benefit from
your education, you may be entitled to accommodations under Section 504 of the Rehabilitation Act
of 1973 or the Americans with Disabilities Act.
The Americans with Disabilities Act protects qualified individuals with disabilities from employment
discrimination. If you have a physical or mental impairment that substantially limits your ability to
perform your job, you may be entitled to accommodations under the ADA or Section 504 of the
Rehabilitation Act of 1973.

For Staff
504 and ADA Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546
Title IX Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546
Title VI Compliance Officer
Mrs. Shelley Preston, Human Resources
7665-662-2546

For Students
504 and ADA Compliance Officer
Mrs. Melissa Pogue, Special Services
765-662-2546
Title IX Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546
Title VI Compliance Officer
Mrs. Shelley Preston, Human Resources
765-662-2546
Section II
The person who believes s/he has a valid basis for grievance shall file the grievance with the
appropriate coordinator, who shall in turn investigate the complaint and reply with an answer to the
complainant. S/He may initiate formal procedures according to the following steps:
Step 1
A written statement of the grievance signed by the complainant shall be submitted to the
appropriate coordinator. The coordinator shall investigate the matters of the grievance and
reply in writing to the complainant within five (5) business days of receipt of the written
grievance.
Step 2
If the complainant wishes to appeal the decision of the local coordinator, s/he may submit a
signed statement of appeal to the Superintendent of Schools within five (5) business days
after receipt of the coordinator’s response. The Superintendent shall meet with all parties
involved, formulate a conclusion, and respond in writing to the complainant within ten (10)
business days of the conference.
Step 3
If the complainant remains unsatisfied, s/he may appeal through a signed written statement
to the Board of Schools Trustees within five (5) business days of his/her receipt of the
Superintendent’s response in step two. In an attempt to resolve the grievance, the Board of
Schools Trustees shall meet with the concerned parties and their representative within forty
(40) days of the receipt of such an appeal. A copy of the Board’s disposition of the appeal
shall be sent to each concerned party within ten (10) business days of this meeting.
Step 4
If at this point the grievance has not been satisfactorily settled, further appeal may be made to
the agency listed below:

Region V (Illinois, Indiana, Michigan, Minnesota, Ohio, Wisconsin)
Office for Civil Rights
U.S. Department of Education
Citigroup Center
500 W. Madison Street, Suite 1475
Chicago, IL 60661
Voice Phone (312) 730-1560
FAX (312) 730-1576
TDD (877) 521-2172
Email: OCR.Chicago@ed.gov
The corporation’s grievance procedure is available at www.marion.k12.in.us
A copy of each of the Acts and the regulations on which this notice is based may be found in the
office of each building principal.

Marion Community Schools
Complaint Form
Marion Community Schools:
A. Insures an equal education and non-discriminatory school/work environment regardless of
your sex, which includes freedom from sexual harassment.
B. Insures an equal education and non-discriminatory school/work environment regardless of
your race, national origin, religion or language.
C. Offers special accommodations if you have a physical or mental impairment which
substantially limits your opportunity to benefit from your education or perform your job.
If you believe that discrimination has occurred please complete, sign, and submit this form to your
school’s principal.
Date: ______________________________________________
Complaint made on behalf of: _________________________________________
Complainant is:

________ Student
________ Student’s Parent(s)
________ Employee
________ Other

Name of Complainant: ___________________________________________________
Address: ______________________________________________________________
City, State, Zip: _________________________________________________________
Telephone: ____________________________________________________________

Describe the alleged violation in specific terms. Include: 1) the specific incident or activity that is
viewed as discrimination; 2) the individuals involved; 3) dates, times, and locations involved; and 4)
the disability that forms the basis of the complaint (attach additional pages if needed).
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

Describe any communication that has already occurred with respect to the incident. Please specify
the type of communication, dates of communication, and names of individuals involved (attach
additional pages if needed).
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Describe how you propose to resolve this issue (attach additional pages if needed).
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

Please return this form to your school’s principal.

Marion Community Schools
Non-Discrimination Policy
It is the policy of the Marion Community School Corporation not to discriminate on basis of race,
color, religion, sex, national origin, age, or disability in its educational programs or employment
policies as required by the Indiana Civil Rights Act (I.C. 22-9-1), I.C. 20-8.1-2, Titles VI and VII of the
Civil Rights Act of 1964, the Equal Pay Act of 1973, Title IX (1972 Education Amendments), Section
504 of the Rehabilitation Act of 1973.
Inquiries regarding compliance with Title IX, Section 504 or the Americans with Disabilities Act should
be directed to the Director of Human Resources of the Marion Community School Corporation, 1240
S. Adams St., Marion, IN or to the Office of Civil Rights, U.S. Department of Education, Washington,
D.C.

Emergency Preparedness

SCHOOL/STUDENT SAFETY


All Marion Community Schools school buildings have access restricted by buzz-in from
the office. Some buildings have security badge access. All have security cameras.



All visitors to schools must enter through a secure entrance and check in with the school
office. For the safety of all children and staff, we adhere to a strict sign-in and badge
policy for visitors. Visitors who refuse to sign in or wear a visitor badge will not be
allowed on school property. School staff will involve security officers or law enforcement
if necessary for uncooperative or confrontational visitors.



MCS has a Director of School Safety who coordinates security and safety
planning. Each school building also has a certified school safety specialist on staff.



All school employees are given a copy of MCS’s safety/emergency guidelines, which
address plans for various hazards and emergencies. We practice drills periodically with
students and staff in each building, including evacuation, lockdown/intruder, tornado,
and earthquake.



Marion Community Schools has off-duty police officers who are available during all school
hours. Marion Community Schools works closely with local emergency responders, some of
whom serve on our District Safety Team. Emergency personnel also observe safety drills and
collaborate on our safety and security plans.



Each building is equipped with an automated external defibrillator.



MCS’s School/Student Safety Hotline is available 24 hours a day, 7 days a week. If you
know of anything that threatens the safety of our students or schools please call or text
message 765-997-8585, or email hotline@marion.k12.in.us. MCS doesn’t tolerate
threats, violence, harassment, bullying, vandalism, weapons, theft or abuse. YOU have
the power to make a difference in our schools.

If you have questions or concerns about emergency plans or any other school/student safety
information, contact Marion Community Schools Safety Director at 662-2546.

DISASTER PROCEDURES
In case of a disaster, such as a sighted tornado, all students, staff, and any visitors present in the
building should follow disaster procedures that are posted in each room. All school employees are
given a copy of MCS’s safety/emergency guidelines, which address plans for various hazards and
emergencies. We practice drills periodically with students and staff in each building, including
evacuation, lockdown/intruder, tornado, and earthquake.

Students will NOT be released to parents during an emergency school lockdown. Marion Community
Schools works closely with local emergency responders, some of whom serve on our District Safety
Team. Emergency personnel also observe safety drills and collaborate on our safety and security
plans.
Marion Community Schools in collaboration with the Marion Police Department, has adopted an
emergency response to a dangerous intruder policy that is aligned with recommendations from the
US Department of Education and the US Department of Homeland Security among other federal and
state agencies.
Emergency Response to Dangerous Intruder/Police Activity
Lockdown Options During Active Violent Intruder
ALERT (emergency ONLY)





Get on the Intercom
Say "This is not a drill"
State Reason: "WHO, WHAT, WHERE"
Call 911

LOCKDOWN
Based on ALERT information CHOOSE lockdown or evacuation
LOCKDOWN OPTION





Ensure door is locked
Make room dark and cover windows (if threat is outside )
Barricade door with large heavy items
Prepared for possible counter strategies

INFORM



Provide and listen to real time information
Base decisions on information received

COUNTER (To be used as an absolute LAST RESORT ONLY)




Cause distractions - create noise and movement
Keep distance: evacuate if possible
You have the right to survive a violent situation – how you choose to respond if directly
confronted by an active shooter is up to you

EVACUATE




Exit building away from danger (avoid long hallways)
Report to outdoor safety zone/designated rally point
Keep hands up and follow law enforcement instructions

For police activity in the area or a chemical spill, etc. the following Shelter-in-Place should be
followed:
Shelter-in-place
A safety threat has been identified. (Give information as to what that is: police activity, gas leak, etc.)
Lock all doors and no outdoor activities. Keep students in classroom under adult supervision. No
students or staff in hallways. Continue classroom instruction.

Employee Accident/
Incident Reports

Marion Community Schools
Work-related Injury
If you are injured on the job, please follow the procedures below:
1. Report the injury to your school nurse, secretary, principal, or direct supervisor the day you are
injured.
2. Provide the required documentation to the school nurse, secretary, principal, or direct
supervisor within 24 hours of the incident. Please be as specific as possible.
3. If you need medical treatment beyond what can be provided by school building employees, the
school nurse, secretary, principal, or supervisor will provide you with an authorization form for
treatment at Marion General Express, 1130 N. Baldwin Ave.
4. You must seek medical treatment at Marion General Express. Our worker compensation
insurance company, will not pay for treatment by any other doctor, unless you are referred by
Marion General Express, and it is approved by our worker compensation insurance company.
5. If your injury occurs during the hours that Marion General Express is not available, you must
go to the Emergency Room at Marion General Hospital. Please inform ER admitting that you
are there for a worker compensation (or work-related) injury.

Evaluation

Substitute Teacher Evaluation
and
Performance Improvement Process
1. Teachers are required to fill out a Substitute Evaluation every time they have a substitute (if
substitute is in the same classroom three days in a row, one evaluation is required at the end
of the assignment). (Building secretaries should make sure an evaluation form is in the
teacher’s mailbox at the time of the regular teacher’s return to the classroom.)
2. Principals must review each evaluation and sign off on them before sending them to Human
Resources. Depending on the teacher’s evaluation, the principal may need to communicate
directly with the substitute concerning problem areas. The principal should then add his/her
own notes to the evaluation.
3. Send the completed evaluation to Human Resources (Glenda) at the Education Service
Center.
4. HR may need to communicate with the substitute again:
A. The first offense may be handled with a phone call (based on
the notes of the principal).
B. Subsequent offenses may require the substitute to review the Substitute
Teacher Handbook and sign indicating his/her intentions to improve or removal from
the Marion Community Schools substitute teacher calling pool.

Marion Community Schools
SUBSTITUTE TEACHER EVALUATION FORM
Substitute Teacher _____________________________________ Date(s) in classroom
________________________
Grade/Subject ________________________________________ School
__________________________________
Evaluation by School Administrator/Secretary:

YES

NO

N/A

1.
2.
3.
4.
5.
6.
7.
8.
9.































YES

NO

N/A






















Demonstrates punctuality, and reports to assignment on time
Is neat, professional, and appropriate in appearance and demeanor
Controlled the classroom satisfactorily
Activities support school rules/district procedures
Takes appropriate actions regarding student behavior
Takes appropriate steps to ensure student safety and security
Students comfortable with substitute
Relates well to other staff members
Recommend that this substitute be retained on the substitute list

Feedback from absent Teacher:
1.
2.
3.
4.
5.
6.

Teacher’s plans followed satisfactorily
Papers corrected and documentation completed
Student work left for teacher’s review in organized manner
Adequate written feedback from substitute
Room left in order
Would you want this substitute’s services again?

Administrator’s Name ______________________________________________________
Signature: ________________________________________ Date: _______________
Teacher’s Name _________________________________________________________
Signature: ________________________________________ Date: _______________

General Information

Building Schedules

Elementary (K-4)


Monday-Friday: 7:25 a.m. student bus drop-off time; 7:45 a.m. starting bell time; 2:15 p.m.
dismissal bell time

Intermediate (5-6)



Monday - Thursday: 8:35 a.m. student bus drop-off time; 8:55 a.m. starting bell time; 3:40
p.m. dismissal bell time
Friday: 8:50 a.m. student bus drop-off time; 9:10 a.m. starting bell time; 3:40 p.m. dismissal
bell time

Junior High (7-8)



Monday - Thursday: 8:35 a.m. student bus drop-off time; 8:55 a.m. starting bell time; 3:40
p.m. dismissal bell time
Friday: 8:50 a.m. student bus drop-off time; 9:10 a.m. starting bell time; 3:40 p.m. dismissal
bell time

High School (9-12)



Monday - Thursday: 8:15 a.m. student bus drop-off time; 8:45 a.m. starting bell time; 3:55
p.m. dismissal bell time
Friday: 8:30 a.m. student bus drop-off time; 9 a.m. starting bell time; 3:55 p.m. dismissal bell
time

Marion Community Schools
2019-2020
Holidays

Labor Day

September 2, 2019

Fall Break

October 21-25, 2019

Thanksgiving

November 27-29, 2019

Winter Break

Dec 23 – Jan 3, 2020

Martin Luther King Day

January 20, 2020

President’s Day

February 17, 2020

Spring Break

March 23-27, 2020

Substitute Teacher Instructions/Information

1. When you arrive at your assigned building, report to the main office and check in with the
secretary. It is recommended that you arrive to your assigned building 20 minutes before the
starting bell.
2. It may be necessary to make assignment changes based on need. Region 8 may contact you
at any time to make a change. School principals and secretaries may change your assignment
when you arrive in a building. Please be cooperative. One of the most important qualities of a
substitute is flexibility!
3. You will obtain a copy of your teacher’s schedule (or information as to where to find the
schedule) from the secretary.
4. Ask the secretary if you may access the teacher’s mailbox, or if she has pertinent daily
information, i.e., absence lists, daily announcements, lesson plans, handouts, etc. Please
make sure the teacher’s mail is available for the teacher when s/he returns. Please do not
send students to the mailroom to get the teacher’s mail. Students are not allowed in the
teacher mailroom/workroom.
5. Locate and read the multi-colored Crisis Procedures Guidelines that are posted on the
classroom wall near the classroom door. A copy of the Crisis Guidelines Response
Procedures is can be found at www.marion.k12.in.us.
6. Make it your goal to complete the day’s lesson plans as specified by the teacher. If you cannot
locate them, notify the main office (department chairperson at the high school) immediately.
DO NOT give the students the “day off.” Avoid improvising unless absolutely necessary.
7. Do not write passes for students unless it is for emergency reasons.
8. Classes scheduled for the library must be accompanied by the classroom teacher (substitute)
for supervision. Individual students are NOT to be sent to the library or computer labs.
9. If AV materials or equipment are included in the lesson plans and are not in the classroom,
contact the building media center or the main office.
10. Teachers’ computers are off limits to substitute teachers, unless specifically authorized by the
building principal or the teacher’s lesson plans. (One such authorization may be to record
attendance and the lunch count through PowerSchool.)
11. Do not leave early or arrive late unless given permission to do so by the building principal
and/or the principal’s designee.
12. Do not park in areas marked for visitors or loading.
13. All Marion Community School buildings and property are Smoke Free environments.

14. Information concerning the location of faculty lounges and restrooms and teacher dining rooms
will be available in the main office of each building.
15. As a substitute teacher, you are an important and visible member of the MCS support staff.
Accordingly, please adhere to the following dress standard (MCS Policy 4216):
The Board believes that support staff members are an important and integral part of the
Corporation. Also, since the support staff is highly visible staff to the students, the professional
staff, and the public, the Board believes the support staff should at all times be well dressed
and groomed. A support staff member who understands this precept and adheres to it
enlarges the importance of their task, presents an image of dignity, and encourages respect.
The Board retains the authority to specify the following dress and grooming guidelines for
Support staff. All support staff members shall, when assigned to Corporation duty:
A. Be physically clean, neat, and well groomed;
B. Dress in a manner consistent with their support responsibilities;
C. Dress in a manner that communicates to others a pride in appearance;
D. Dress in a manner that does not cause damage to Corporation property;
E. Be groomed in such a way that their dress or hair style does not disrupt the educational
process or cause a health or safety hazard.
IN ADDITION:





Blue jeans, sweat pants, sweatshirts, and shorts should not be worn except on “field
day” or for some other special activity.
Blouses, shirts, or tops that reveal the midriff or chest may not be worn.
Hats and caps are not appropriate wear for inside the buildings.
Clothing of any sort that contains a message that promotes alcohol, drugs, tobacco, or
any other type of message that may cause a disruption or disturbance in school may
not be worn.

16. We do our best to avoid overbooking substitutes. In the rare event this does happen,
however, you will most likely be sent home and you will not be paid for the day.

Weather Alert Notification
In case of inclement weather (delays and closings) or other school emergencies, the closing of school
will be announced over radio stations WBAT (1400 AM), WCJC (99.3 FM), WGOM (860 AM) and
WMRI (106.9 FM) and Indianapolis television stations WTHR, WISH, and RTV-6. In addition,
weather delays and closings will be posted on all MCS websites and Facebook pages.

Visitors
Marion Community Schools’ policy is to accept only those visitors who have legitimate business to
attend to at the school. Visitors and guests must register in the main office immediately upon
entering the building. We do recommend that parents call ahead for an appointment with the
administrator, counselor, or teacher with whom they want to meet.

Student Conduct and Dress
Students are expected to maintain self-control and act in a courteous manner at all times. They must
recognize their individual responsibilities to adhere to school regulations regarding the use of
language, their dress, their manners and actions toward other students and school personnel.
A display of affection, such as kissing or inappropriate touching, is not acceptable.
Students must wear clothing that is in compliance with the Marion Community Schools dress code
and manage their appearance in a manner which does not disrupt instruction.

Student Discipline
METHODS TO USE TO KEEP DISCIPLINE PROBLEMS FROM DEVELOPING
Discipline is based on “mutual understanding” between the teacher and the student. The teacher
understands the student’s problems and the student understands what the teacher expects of him/her
and to what lengths the teacher will go to see that the student responds properly.
If the teacher is “easy going” the students will realize this and take the liberties the teacher will permit;
if the teacher is firm in his/her discipline, the students will act accordingly. If students are kept busy
with worthwhile materials, discipline problems will not usually develop. The substitute should be
pleasant yet firm. If the substitute knows what s/he is teaching and presents it in an interesting
manner, h/she will be able to keep the student’s attention.
The substitute’s first objective is to gain the respect of the students. This can be done by: being
prompt, being neat, being patient, being honest, having a sense of humor, being enthusiastic, and
having a definite objective.
WHEN DISCIPLINE PROBLEMS ARISE
If discipline problems arise and the substitute finds h/she is unable to solve them, the student should
be referred to the building principal. Use the emergency call button located in every classroom to
contact the office and request an administrator to come to the classroom. Never send the student to
the office alone and never leave your students unsupervised. Substitutes must not use physical
discipline of any sort.

Finishing Your Day
INFORMATION LEFT FOR THE REGULAR TEACHER
A brief note to the teacher explaining what was accomplished is expected. Any comments are also
welcome, especially of any problems that may have occurred regarding student behavior or length of
assignment – too short, too long.
PUTTING THE ROOM IN ORDER
Substitutes should not leave the building until the students have been dismissed for the day and the
room has been put in order. The papers should be arranged neatly, books returned to the shelves,
keys returned to required places, desks straightened, etc. Please sign out of the building at the main
office.

Forms and Policies

All Marion Community Schools Board
Policies can be found at
www. marion.k12.in.us
under the School Board tab

Series 2000 - Program
Copying Copyright Materials
Policy #2531
The Board encourages teachers to make judicious use of appropriate printed materials, sound
recordings, and electronic programs in the curriculum. It recognizes, however, that Federal
law, applicable to Corporations, protects authors and composers from the unauthorized use of
their copyright work.
In order to define the fair and reasonable use the professional staff members may make of
copyrighted works for educational purposes, without the permission of the copyright owner and
to reduce the risk of copyright infringement, guidelines regarding the copying and distribution
of copyrighted materials for instructional purposes should be distributed at least once a year to
all professional staff in accordance with the terms of the master contract.

Policy References:
17 U.S.C. 101 et seq.
Master Contract 1989-94; Section 6.400
Adoption Date: 6/15/2002
2000 – PROGRAM

Series 2000 & 3000
Administrative Guidelines on Appropriate Behavior and Boundaries
with Children
Policy #3212 and Policy #4213


Avoid being completely alone with a single child, particularly in a place that is not commonly
viewed as a normal meeting area. This includes trips in vehicles. Such trips must include either
more than one adult, or more than one child. This does not mean that you can't take a child
aside for a brief confidential discussion about their behavior or some matter that they have
asked to discuss with you. It does mean that such a meeting should ideally take place in full
view of other people, if even from a distance or in the presence of a second adult.



If you are tutoring a child, providing a private lesson or providing academic guidance, the door
should remain open.



Use good judgment about physical closeness. Avoid contact that may be misinterpreted. This
does not mean that you can't give a child a pat on the back or touch their arm to get their
attention. However, you should not touch a child against his or her will or engage in highly
physical contact, such as picking them up, giving them back rubs, tickling, roughhousing, or
using physical means to move a child.



Use good judgment about bathroom trips. Do not go into the stall with a child. It is best to bring
more than one child at a time to the bathroom, but if that is not possible, maintain an
appropriate distance from the stall.



Written, verbal and electronic information concerning a student is to be held in strict confidence
by all employees, and is considered confidential in nature. The obligation of confidentiality must
be carefully fulfilled not only regarding the information on the student’s records but also regarding
confidential matters learned in the exercise of daily operation and job duties. Under no
circumstances should this information be discussed with anyone unless authorization is
obtained. Moreover, the records must be duly safeguarded against inspection by those who have
no right to see them. Do not discuss such information with other employees unless it is necessary
for the educational benefit and/or safety of the student. When such exchange of information is
necessary, conversations should be held in privacy. Any requests for information from the media
should be referred to administration or other authorized district spokesperson. Do not disclose
or respond to questions involving relationships or sexual orientation. Use discretion and consider
the age of the child when discussing personal issues.



Use words with care. Never berate, intimidate, harass, or belittle a child. Giving praise is
appropriate but use discretion when complimenting children. Do not get too personal. Be
constantly aware of your responsibilities and position as a role model.



Do not take pictures of children for personal use. If you have or are provided with pictures of
children in your charge, do not distribute them on social networking sites.



Do not "friend" children or approach them on social networks.



If you are ever unsure about what is appropriate, seek advice from a supervisor or director.



"Child Abuse" is defined as inflicting or allowing to be inflicted upon such child physical injury
by other than accidental means that causes or creates a substantial risk of death, serious or
protracted disfigurement, protracted impairment of physical or emotional health, or protracted
loss or impairment of the function of any bodily organ (This includes abuse that can be
characterized as sexual in nature). "Child Neglect" is defined as a child whose physical, mental
or emotional condition has been impaired or is in imminent danger of becoming impaired as a
result of the failure of his or her parent or other person legally responsible for his or her care to
exercise a minimum degree of care. If you suspect or have reason to believe that a child has
been abused or neglected, or if a child confides that they have been abused or neglected, you
must report it immediately to the School Principal.

Violations of This Policy
Individuals who violate this policy could be subject to disciplinary action up to and including
dismissal. Outside vendors that violate this policy could be subject to action up to and
including removal from the campus and termination of the contract.

I have reviewed this policy with the employee, and given an opportunity for the employee to
ask for clarification on any bulleted item.
Signature __________________________________________ Date ______________________

This policy has been reviewed and explained to me. My signature below indicates that I fully
understand and agree to abide by the policy.
Employee Signature __________________________________ Date _____________________

Printed Name ______________________________________
pc: Personnel File

Series 4000 – Support Staff
Sexual and Other Forms of Harassment
Policy # 4362
The Board recognizes that a support staff member has the right to work in an environment untainted
by sexual or other forms of harassment or discrimination.
Sexual harassment includes all unwelcome sexual advances, requests for sexual favors, and verbal
or physical contacts of a sexual nature Other forms of prohibited conduct includes discrimination
based on gender, religion, race, color, ethnicity, age, disability, and/or limited English proficiency. A
support staff member who feels that s/he has been harassed should consult and follow the
procedures in the Discrimination Procedures Manual.
The harassment of a staff member or student of this Corporation is strictly forbidden. If, after
following the procedures in the Discrimination Procedures Manual, any support staff member or agent
of this Board is found to have harassed a professional staff member, student, or other employee of
this Corporation, s/he will be subject to discipline in accordance with law and/or terms of any
applicable collective bargaining agreement.
The Superintendent shall ensure that the policy, names or compliance officers, and Discrimination
Procedures Manual are available to all support staff members in appropriate places throughout the
Corporation.
Policy References:
29 CFR 1604.11
42 USC 2000d et seq.
42 USC 2000e et. Seq.
29 USC 621 et seq.
29 USC Section 794
42 USC Section 12101 et seq.
20 USC 1681 et seq.
Adoption Date: 12/27/1993, Revised: 8/28/1996
4000 – SUPPORT STAFF

Series 4000 – Support Staff
Affirmative Action
Policy # 4122.01
Consistent with the established policy, goals, and objectives of the Corporation and with the directives
provided by the Federal and State Government; affirmative action procedures will be established to
ensure employment opportunities for all racial minorities and women.
The Corporation wishes to reaffirm its moral and legal commitment to full support and affirmative
action toward equal opportunities in employment. The Corporation further reaffirms its policy not to
discriminate against any employee or applicant for employment or promotion because of race, color,
creed, national origin, physical disability, age or sex.
The Board’s policy not to discriminate in employment includes, but is not limited to the following:
A. The Board will recruit, hire, and promote for all job classifications, without regard to race,
creed, color, national origin, physical disability, age, or sex.
B. The Corporation will provide equal opportunities for in-service training of employees for the
purpose of consideration for promotion during their employment.
C. The Corporation will ensure that all other personnel actions such as compensation,
benefits, lay-off, promotions, and other personnel action not mentioned be administered on
a non-discriminatory basis.
D. The administration will hire staff consistent with Board policies.
E. The recruitment team will make special efforts to search for and screen minority candidates
and shall receive in-service training to prepare themselves for this responsibility.
F. Administrators and all employees shall be informed in writing of this policy.
G. As minority staff members are employed they shall be assigned throughout the
Corporation.
H. Consistent with positive employer-employee relationships, a member of the central staff will
make follow-up contact with each new minority staff member at least one (1) time during
the first year of employment to offer assistance if desired.
I. The administration shall work cooperatively with teacher training institutions to seek
minority student teachers for the Corporation.
J. The director of Human Resources shall, under the supervision of the Superintendent, be
responsible for the implementation of this policy and shall compile data as is required to
evaluate and maintain its effectiveness. On an annual basis or as directed by the Board,
the Superintendent will furnish the Board with a progress report detailing the action taken to
implement this policy.

K. All management personnel shall take the following steps to ensure compliance with the
Affirmative Action Program:
1. Disseminate a copy of this policy to all employees under this supervision.
2. Ensure that all employees under their supervision know that the director of Human
Resources is responsible for the local program.
3. Ensure unbiased administration of all personnel policies.
4. Understand the performance of supervisory personnel in the EEO area will be a
factor considered in performance evaluation.
L. In line with the above statements, this Corporation will periodically conduct analysis of all
personnel actions, develop goals and timetables, and implement plans to ensure that Equal
Opportunity is supported through an affirmative action program.
M. An Affirmative Action Committee shall be appointed by the Superintendent to monitor the
affirmative action activities.

Adoption Date: 12/27/1993
4000 – SUPPORT STAFF

Series 4000 – Support Staff
Drug-Free Workplace
Policy #4122.02
The Board believes that quality education is not possible in an environment affected by drugs. It will
seek, therefore, to establish and maintain an educational setting which is not tainted by the use or
evidence of use of any controlled substance.
The Board shall not permit the manufacture, possession, use, distribution, or dispensing of any
controlled substance, including alcohol by any member of the Corporation’s support staff at any time
while on Corporation property or while involved in any Corporation-related activity or event involving
students. Any staff member who violates this policy shall be subject to disciplinary action in
accordance with Corporation guidelines and the terms of employee agreements.
The Superintendent shall establish administrative guidelines that will best ensure compliance with the
intent of this policy and that will provide for appropriate disciplinary actions if and when needed.

Policy Reference
41 USC 701 et seq.
Adoption Date: 12/27/1993, Revised: 4/28/2004
4000 – SUPPORT STAFF

Series 4000 – Support Staff
Student Well-Being
Policy #4213
Support staff members may be confronted with situations, which if handled incorrectly, could result in
liability to the Corporation and personal liability to the staff member.
It is the responsibility of the Superintendent to prepare administrative guidelines to ensure the
maintenance of the following standards:
A. Each support staff member shall report immediately to the principal any accident or safety
hazard s/he detects.
B. A support staff member shall not send students on any personal errands.
C. A support staff member shall not associate with students at any time in a manner which
gives the appearance of impropriety, including, but not limited to, the creation or
participation in any situation or activity which could be considered abusive or sexually
suggestive or involve illegal substances as tobacco, alcohol, or drugs.
This provision should not be construed as precluding a support staff member from
associating with students in private for legitimate or proper reasons.
D. A support staff member shall not transport students in a private care without the approval of
the principal.
E. A student shall not be required to perform work or services that may be detrimental to
his/her health.
Adoption Date: 12/27/1993
4000 – SUPPORT STAFF

Series 5000 – Students
Student Conduct
Policy #5500
The Board holds all students responsible for appropriate conduct as defined in all Board
policies and regulations, school handbooks and this document. Board policies and regulations
are available at each school and at the Education Service Center, 1240 S. Adams Street,
Marion, Indiana.
Respect for law and for those persons in authority shall be expected of all students. This
includes conformity to school rules as well as general provisions of law regarding minors.
Respect for the rights of others, consideration of their privileges, and cooperative citizenship
shall also be expected of all members of the school community.
Respect for real and personal property; pride in one’s work; achievement within the range of
one’s ability; and exemplary personal standards of courtesy, decency, and honesty shall be
maintained in the schools of this Corporation.
The Superintendent shall establish procedures to carry out Board policy and philosophy, and
shall hold school personnel, students, and parents responsible for the conduct of students in
schools, in school vehicles, at bus stops, to and from school, and at school-related activities
and events.

Adoption Date: 8/13/1997
5000 – STUDENTS

Series 5000 – Students
Student Cellular Phone/Electronic Device
Policy #5501
Marion Community Schools policies state that a student will not use during school hours any object
that may distract from teaching and learning. Specifically, use of or possession of a
pager/radio/listening or recording device (audio or video) or similar items during school hours is
prohibited. In keeping with educational and behavioral guidelines, MCS policy herein prohibits the
use of the electronic devices during school hours. Students who do not follow this policy may have
items confiscated and could also be subjected to additional disciplinary consequences. Students may
possess, but not use, a cellular device during school hours unless directed to do so by a teacher.

First Offense:
Second Offense:
Third Offense:
Fourth Offense:
Fifth Offense:

Parental notification and parental pick up.
Parental notification and parental pick up. (Level 2 Offense)
Parental notification and parental pick up. (Level 3 Offense)
Parental notification and parental pick up. (Level 3 Offense)
Parental notification and parental pick up; and, further disciplinary action.

Additionally, any student who refuses to surrender an electronic device to a staff member when
directed or those who continue to violate this policy will receive (Level 3) disciplinary action.
Your signature does not imply agreement on your part, but that you have been informed of this policy
and the consequences.
Student Signature: _________________________ Date: _____________________

Parent/Guardian Signature: _____________________________ Date: _________________

Step or number of offenses in the Procedure: _____________

Adoption Date: 6/24/2009, Revised: 5/9/2012
5000 – STUDENTS

Series 5000 – Students
Sexual and Other Forms of Harassment
Policy #5517
The Board recognizes that a student has the right to work in an environment untainted by
sexual or other forms of harassment or discrimination.
Sexual harassment includes all unwelcome sexual advances, requests for sexual favors, and
verbal or physical contacts of a sexual nature. Other forms of prohibited conduct include
discrimination based on gender, religion, race, color, ethnicity, age, disability, and/or limited
English proficiency. A student who feels that s/he has been harassed should notify an
administrator.
The harassment of a staff member or student of this Corporation by a student is strictly
forbidden. If after following the procedures in the Discrimination Procedures Manual any
student is found to have harassed a professional staff member, student, or other employee of
this Corporation, s/he will be subject to discipline in accordance with law, Corporation
Discipline Policy, and the school student handbook.
The Superintendent shall ensure that the policy, names of compliance officers, and
Discrimination Procedures Manual are available to all students in appropriate places
throughout the Corporation.

Policy References:
Title IX, 20 U.S.C. 1681
42 USC 1983, Civil Rights Act
42 USC 2000d et seq.
42 USC 2000e et seq.
29 USC Section 794
42 USC Section 12101 et seq.
20 USC 1681 et seq.
Adoption Date: 12/27/1993, Revised: 8/28/1996
5000 – STUDENTS

Series 5000 – Students
Corporal Punishment
Policy #5630
While recognizing that students may require disciplinary action in various forms, the Board
cannot condone the use of unreasonable force and fear as an appropriate procedure in
student discipline. Therefore, corporal punishment is not allowed under any circumstances.
Professional staff should not find it necessary to resort to physical force or violence to compel
obedience. If all other means fail, staff members may always resort to removal of the student
from the classroom or school through suspension (in or out-of-school) or expulsion
procedures.
Professional staff as well as support staff, within the scope of their employment may use and
apply reasonable force and restraint to quell a disturbance threatening physical injury to
others, to obtain possession of weapons or other dangerous objects upon or within the control
of the student, in self-defense or for the protection of persons or property.
Adoption Date: 10/13/1993, Revised: 5/26/2010
5000 – STUDENTS

Series 7000 – Property
Computer, Network, and Internet Acceptable Use and Safety Agreement

Policy #7540
MCS Network and Internet Access – Marion Community Schools (MCS) network access is
provided to MCS students, employees, volunteers, and university placed students, subject to the
terms and conditions found in this document. The purpose of the access is to facilitate
communications in support of research and education. Students utilizing MCS networks and Internet
access must first have the permission of and be supervised by MCS’s professional staff. MCS does
filter Internet access to limit access to material that would violate the terms of this policy, but these
technical means are not a foolproof means of enforcing these provisions. Parents and guardians
have the option of requesting for their children alternative activities not requiring Internet use. Such a
request is to be submitted to the building principal in writing.
Filtering Software – All district computers shall have Internet filtering software in place either on the
computer itself, or on the server through which the computer accesses the Internet. District staff shall
not allow students to use any computer, or other device, in the district with Internet capability that
does not have Internet filtering software. This includes, but is not limited to, any computer, PDA, or
cell phone, in the district’s libraries or media centers, classrooms, laboratories, or offices where
students are, for any reason, allowed to use a computer, or any other such device with Internet
access.
Privileges – The use of the Network/Internet is a privilege, not a right, and inappropriate use may
result in cancellation of those privileges. The Superintendent or designee reserves the right to
monitor all activity on the system and to inspect any files, including email, stored on the system.
Users of the Network provided by the Marion Community School Corporation shall have no
expectation of privacy in the material generated or received as a result of system access through this
policy. Use of the MCS Network and provided Internet must be in support of education and research
that is consistent with the educational objectives of Marion Community School Corporation. Marion
Community School Corporation acknowledges that district provided internet will occasionally be used
for personal business (such as to check personal email).
Unacceptable Uses – Unacceptable use includes, but is not limited to:
1. Access, upload, download, or distribute defamatory, abusive, obscene, profane, sexually
oriented, threatening, harassing, racially offensive, illegally discriminatory, or other illegal
materials.
2. Violation of any local, state, or federal statute, rule, regulation, code, ordinance, or other
authority.
3. Vandalizing, damage, or tampering with technical equipment.
4. Access another person’s materials, information, or files without permission of that person
which includes logging in as another person.
5. Violate copyright, or otherwise using another person’s intellectual property without his or her
prior written approval.
6. Violate any district code of conduct.

7. Installation of or connection to any software or hardware.
8. Use of the Network in such a way that would disrupt the use of the Network by other users; this
includes sending “chain” messages.
9. Use of the Network for commercial activities, product advertisement, or political lobbying.
10. Commit the School Corporation to any unauthorized financial obligation.
11. The download of any form of executable files, shareware/freeware programs. This includes,
but is not limited to: weather programs, IE toolbars, iTunes (and other such programs), stock
tickers, and desktop search programs (ie. Google desktop search).
12. Modifying computer systems in any way – including moving computers, without written
approval from the building principal and technology systems supervisor.
13. Any use not in support of education and/or research consistent with the educational objectives
of MCS.
14. Excessive personal Internet usage.
Installations - All installations of software and hardware are subject to these requirements. Software
or hardware found on MCS computers or networks in violation of this policy will be removed
immediately, reported to the building principal and technology systems supervisor.
Software – License requirements regarding the method and number of installations for all
software programs will be strictly followed, including the registration of shareware programs. Software
may only be installed by MCS computer technicians, network administrator, and building level
technology coordinators; and only under the following conditions:
1. License requirements are met.
2. Software update is approved by a building principal, Instructional Services Department, and
the technology systems supervisor.
3. Original program media and licensing information are kept in the possession of technology
department personnel.
Hardware – Non-MCS hardware and peripherals may not be connected to MCS computers
or network unless approved by the building principal and the technology systems
supervisor. This includes, but is not limited to, computers, printers, scanners, cameras,
PDA’s, hubs, and wireless access points.

Vandalism - Vandalism includes, but is not limited to, defacing, disassembling, or destroying any part
of the computer hardware, software, or software settings, attempting to destroy or harm data. This
includes, but is not limited to, the uploading or creating of viruses. Payment for the repair or
replacement of damaged hardware or for services needed to undo software changes may be required
of the offender.
Privacy – Users should not expect that any files or messages stored on any school-based computer
or network server will be private. The technology systems supervisor, network administrator, and
building principals may review files and messages to maintain system integrity and to ensure that
users are acting responsibly.
Network Etiquette - Users are expected to abide by the generally accepted rules of Network
Etiquette. These include, but are not limited to, the following:
1. Do not be abusive in your messages to others.
2. Do not swear, use vulgarities, or any other inappropriate language.
3. Do not reveal your personal home address or phone number, or those of students or
colleagues.
4. E-mail is not guaranteed to be private. Staff members who maintain the e-mail system
have access to all mail.
5. Do not use the Network in a way that would disrupt the use of the Network by others.
6. Do not send or transmit any message or communication of any kind which contains or
implies any threat of harm, violence, or illegal behavior, or which advocates such acts.
Disciplinary Consequences – Any violation of the aforementioned expectations will result in
appropriate disciplinary action – up to and including termination.
Disclaimer – Any violation of District policy and rules may result in loss of District-provided access to
the Internet. Additional disciplinary action may be determined at the building level in keeping with
existing procedures and practices regarding inappropriate language or behavior. When and where
applicable, law enforcement agencies may be involved.
Marion Community Schools makes no warranties of any kind, neither expressed nor implied, for the
Internet access it is providing. The District will not be responsible for the accuracy, nature, or quality
of information stored on District diskettes, hard drives, or servers; nor for the accuracy, nature, or
quality of information gathered through District-provided Internet access. The District will not be
responsible for personal property. The District will not be responsible for unauthorized financial
obligations resulting from District provided access to the Internet.
Staff access to the Internet through the Corporation’s computers/Network assume personal
responsibility and liability, both criminal and civil, for their own unauthorized or inappropriate use of
the Internet.
Policy Reference
47 U.S.C. Section 254(h)

Student Accident/
Incident Reports

Reporting an Accident
Student Injury
It is imperative that all student injuries are documented. The Standard School Incident Report should
be filled out immediately. Please notify the office if a student is injured. The office secretary will
fill out the incident report. Even if the student injury does not appear to be severe, it is sometimes
impossible to judge the extent of an injury. Every injury should be treated as a possible liability claim.
Accidents taking place on the way to or from school should also be reported.
1. Completely fill out the Standard School Incident Report. Be as specific as possible when
describing the injury and the events that led to the incident. If there are witnesses, please be
sure their names are on the form.
2. Make a copy of the Report for your files and send the original form to Business Office at the
District Main Office via interschool mail. Do not fax the report unless it is an emergency and
immediate medical treatment is needed. Please attach any medical bills, or if medical bills are
received at your building at a later date, please forward them to the Business Office
immediately.
3. The Business Office will send the Report to the insurance carrier. The insurance carrier will
file this as an incident report only. A claim will be opened if medical bills are received;
otherwise no action will be taken.
4. Do not make any admission of liability or promise any payment of medical bills. The insurance
company will make that decision.
5. Please refer any questions or concerns from a parent or guardian to the Director of Human
Resources or to the Chief Financial Officer.

Helpful Hints and Tips

How to Sub More Days Than You Can Imagine!


Accept jobs as often as possible.



Be on time in the morning and for each class period.



Always “check in” at the school office with the secretary in charge of substitutes.



Be cheerful, pleasant, and ready to assist in any way you are needed.



Follow through with all instructions left by classroom teacher. The teacher depends on you to
carry through as though s/he were present.



Follow lesson plans left by the teacher (not following lesson plans is the #1 complaint of
the classroom teacher).



Start students working promptly and let them know you are in charge.



Follow the class schedule.



Leave clear, complete notes for the teacher.



Compile information/papers submitted by students for the teacher.



Don’t try to be the students’ friend; you are the teacher for the day.



If you have a particular problem, inform the principal or secretary before you leave.

Substitute Survival: Tools You Can Use
Are you a substitute -- or potential substitute -- wondering whether you'll survive the challenges that
lie ahead? Are you an administrator or a classroom teacher wondering how to help a substitute get
through the day? If so, the Education World Online Substitute Survival Kit is for you! Included: Songs,
games, lesson activities, and templates to help a sub survive even the most difficult experience!
You've signed up to be a substitute teacher, and now you're wondering whether it was really such a
good idea? Will you be able to control the students? Will you understand fifth-grade math? Will the
teacher leave detailed plans? Will it be as bad as you've heard it can be?
The kind of substituting experience you have is pretty much up to you, say the subs we talked to. All
you have to do to survive, they say, is be prepared, be professional, and never let them see you
sweat!
BE PREPARED
"The first ten minutes set the tone for the whole day," Peg Arseneaux, a former classroom teacher
and long-time sub from Glastonbury, Connecticut, told Education World. "Have an introduction of
yourself ready. Establish the fact that you are you and not the regular teacher. Point out that things
will be a little different and that's OK. This is especially important with younger kids.
"I usually tell students that I have only two rules," Arseneaux added. "Don't talk when I'm talking, and
be respectful. I'll add more rules if they're needed, and I tell the kids that as well. If you get them
under control right away, your day should go pretty well."
Over the years, Arseneaux has developed some rules for subs that can help your day go smoothly
too:









Arrive at your assignment earlier than requested, especially if it's the first time you've been in
that particular teacher's class.
Familiarize yourself with the physical set up of the room.
Follow the plans that are left for you. Don't disregard them and do your own thing. If you have
questions, ask other grade-level teachers.
Correct all the work the students do and leave it for the teacher to see. (I usually don't correct
creative writing assignments because they're so subjective.) Try to keep track of who finished
what and leave that information for the teacher too.
Leave a full report about what you did and did not cover as far as lesson plans are concerned.
Also mention student behavior, especially positive things. If any major negative episodes
occur, write down what happened and also fill in another teacher or the aide.
Don't shut yourself up in the classroom. Go to the teacher's room and introduce yourself. The
more you're seen, the more jobs you'll get.

NEVER LET THEM SEE YOU SWEAT
"I like the flexibility subbing provides," Arseneaux told Education World. "And I like the fact that I can
actually teach without having to worry about the daily ins and outs of the regular classroom teacher's
administrative duties. What I don't like is getting those 5 a.m. computer calls telling me there's a job
for me and then having to push the right buttons on the phone, in the dark, to get the assignment.

"Another thing I don't like," Arseneaux added, "is not having clear instructions on morning routines
and having to look for such items as attendance cards and lunch slips.
"Of course, the absolute worst situation is not having sufficiently detailed plans to work from," said
Arseneaux. "It's not necessary to provide minute-by-minute instructions, but subs need more direction
than '9:00 to 9:45 -- language arts' and a couple of teacher's guides tossed on the desk.
"That doesn't happen to me very often, though," Arseneaux pointed out. "Usually, even when a
lesson goes more quickly than anticipated, the teacher has provided a folder with extra work in it. If
you use that folder, be sure you let the teacher know what you did. If you can't find anything left by
the teacher, other teachers from the same grade level can be very helpful. If all else fails, I use some
of the following tried and true techniques:










Sing! Teach primary students a song they might not already know -- such as "Biscuits in the
Oven," by Raffi or the kids' version of Shake, Rattle, and Roll. Head, Shoulders, Knees, and
Toes is also a favorite with young students. The songs all have motions and are very lively and
easy to learn. You might ask students to teach you their favorite song.
Play! Kids of all ages like games. Hangman is fun, but be sure to establish the rules before
you start to play. Twenty Questions is a game that older students can enjoy.
Read! Get a book from the classroom shelves, another teacher, the school library, or your bag
of tricks. Sometimes a simple art project, such as drawing a picture of a favorite part of a story
or a different ending, can add interest to a reading activity and stretch the time. Students might
also write a sound script for a poem by supplying different sounds for each stanza or mood.
Write! Most students today have writing journals. You may either pick a topic for them to write
about such as a hobby, sport, or other interest, or allow them to write about any topic of their
choice.
Homework! Let the students start their homework. This always goes over big and helps give
you a 'good guy' image.
Manage! Some quick classroom-management ideas can also come in handy. Write the word
RECESS on the chalkboard and erase a letter each time you have to correct the class. Each
erased letter results in five minutes of lost recess time. Another favorite is to have students
make flowers out of construction paper and tape each one to a drinking straw 'stem.'
Throughout the day, look for students who are behaving well and staying on task. Each time
you catch a student being good, write his or her name on a flower and place it in a flowerpot or
vase. At the end of the day, leave a 'bouquet' for the classroom teacher.

BE PROFESSIONAL
"Of course, there are some things you can't control, no matter how well prepared you think you are,"
Arseneaux pointed out. "There was the time, for example, when a second grader got on the wrong
bus to go home because she wanted to be with her friends, or the time I discovered from a teacher's
lesson plans that I was the only grade-level teacher going on a field trip to the museum!
"At times like those," Arseneaux said, "all you can do is do your best and hope for the best" -- and
use every trick in your Education World Substitute Teacher Survival Kit!
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General Tips for Substitute Teachers










Always dress neatly, professionally, and comfortably.
Get to know the secretary in each school where you want to sub.
If you want to do long-term subbing, make that known to the school office and to the teachers
you sub for. Provide each school with a copy of your résumé.
When the phone rings first thing in the morning, answer it yourself -- cheerfully.
Say yes as often as possible. Call school secretaries when you will be out of town or on
vacation. Make sure they know when you will return, and call them as soon as you do.
If you don't want to work on a particular day, let the answering machine pick up. If you answer
and say no too often, you'll stop getting calls.
Keep a file on each school you sub in. Include administrators' names, a map of the school, a
list of faculty, and a copy of the school's rules and procedures. Keep notes about individual
teachers and classes. Indicate class rules and routines, whether the teacher leaves a sub
folder and lesson plans, what classroom expectations are, how the class behaved, and so on.
Keep copies of all your teacher reports.
Introduce yourself to other teachers, but don't get involved in school politics or gossip.

WHEN YOU ARRIVE AT SCHOOL










Arrive as early as possible and check in with the school secretary right away.
Obtain a map of the school and a list of faculty.
Check the teacher's mailbox for announcements, attendance sheets, and so on.
Look over the substitute teacher folder and compare it to your own sub folder form. Ask the
school secretary or another teacher to help you fill in any missing information.
Locate emergency exits and alarms.
Look at the day's lesson plans and locate needed materials.
Preview the roll for any student names that are difficult to pronounce and find out how to
pronounce them.
Write assignments on the chalkboard.
Have an activity ready for students to do as soon as they enter the room.

MOVING THROUGH THE DAY







If a seating chart is not available, make one as you take attendance.
Learn the names of as many students as possible as soon as possible. Learn a few names
immediately.
Follow the teacher's lesson plans as closely as possible. Supplement with your own activities
only after the assigned work is done.
Let only one student out of class at a time, with a hall pass of some sort. Bring your own if
necessary.
Take notes throughout the day about incidents you want to share with the classroom teacher.
Whenever you're unsure of what action to take, err on the side of caution.

BEFORE YOU LEAVE





Complete a teacher report form. Include a list of students who were absent that day.
Return the room to the condition it was in when you arrived. Close and lock windows. Return
AV equipment to its proper place.
Grade homework and seat work and arrange it in alphabetical order.
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Ten Games for Classroom Fun!
Do you need ideas for occupying students during the last ten minutes of a busy day? Perhaps you
want to reward kids at the end of a particularly productive day. These ten games are great for end-ofthe-day fun. You can link many of them to classroom curricula too!
It's a rainy day, everyone has to stay indoors, and the kids are antsy. Maybe you just want to give a
well-deserved break to students who have really been trying hard in class. What do you do? Play a
game!
The kids probably like the games you usually play, but a little variety can't hurt them! Why not try
Password or Sparkle or Pass the Chicken? Simple rules for those games and seven others can be
found below!
PASSWORD
Anybody older than 20 probably remembers the TV game show Password. The game can be easily
adapted for classroom use. Choose two students to be the "contestants." You can always use the
"I'm thinking of a number ..." guessing game to determine the contestants. Those two students go to
the front of the room and face their classmates. Reveal a secret word -- write it on the chalkboard or a
chart or hold up a card -- to everyone but the two contestants. The rest of the students raise their
hands to volunteer one-word clues that might help the contestants guess the word. Contestants take
turns calling on clue volunteers until one of the contestants correctly guesses the secret password.
The contestant who guesses the password remains at the front of the class; the student who gave the
final clue replaces the other contestant.
Tip: Choose words appropriate for your students' abilities. Words for which they might know multiple
synonyms or meanings are best! You might use a thesaurus to create a list of possible words before
playing the game. Write those words in large letters on cards so students can use them as the game
is played. Save the cards from year to year.
Sample password: ferocious
Possible clues: fierce, vicious, wild, fiendish, savage, cruel, brutal
More possible passwords: understand, taste, slam, easy, recess, ancient, nasty, laugh, drink,
impatient, hot, pound, glimpse, friend, correct, motion, ruin
SPARKLE
This game serves as good practice for the week's (or previous weeks') spelling words. Arrange
students in a line. The game leader calls out the first word. The first person in line calls out the first
letter in that word. The second person calls out the second letter. The third person calls out the third
letter and so on. The person who says the last letter in the word must turn to the next person in the
sequence and say sparkle. The person who is "sparkled" must return to his or her seat. If a word is
misspelled, the person to say the first wrong letter must sit down and the spelling of that word
continues. After a student is sparkled, the leader calls out a new word. The game continues until only
one student remains standing.

SILENCE
In Silence, silence is the name of the game. Students must arrange themselves in order without
uttering a peep! For example, challenge students to silently sequence themselves according to
height. The game can be adapted with very little preparation to fit almost any curriculum theme. For
example, if the class is studying state capitals, count out enough sticky notes for each student. On
each note, write the name of a state capital. Each student wears a "capital" tag on his or her shirt.
The students must silently sequence themselves in alphabetical order. You might make the game
even more challenging by asking them to line up according to the state for each capital!
Options: Students can create their own tags. They might write their birthdays on tags and arrange
themselves in order from January 1 to December 31.
Other categories: The possibilities are endless, but students might include U.S. presidents (arrange in
order of the presidencies), fractions (arrange in order of size), clocks (arrange printed a.m. and p.m.
clock faces in order of the time shown), or largest U.S. city populations (arrange tags with the largest
cities and their populations from largest to smallest).
PIECING THE PUZZLE
This game requires a little preparation -- but it's worth it! To prepare, laminate five pictures. Calendar
pictures are great for this activity! You might laminate pictures relating to a teaching theme and then
cut each picture into four to six puzzle pieces. (Note: You want to end up with one puzzle piece for
each student in your class, so you might create a variety of four-piece, five-piece, and six-piece
puzzles.) Hand a puzzle piece to each student. Let students wander around the classroom to find
their "puzzle mates"!
Extra challenge! Laminate pictures from a themed calendar. Imagine students' trying to piece together
pictures of the 'N Sync musical group -- or the confusion spotted puzzle pieces from a calendar of
Dalmatian pictures might cause.
Tip: This activity might be fun for the first teacher meeting of the year too! Every teacher could
contribute a five-piece puzzle to a collection of puzzles that travels the school!
WHOZIT? WHATZIT?
These quick little puzzles can be great fun. When you have five minutes to fill, write a couple of the
puzzles on the chalkboard and let students try to figure them out. Each puzzle contains several
familiar words. When carefully read and sounded out, the words reveal the name of a well-known
person, place, thing, or phrase. As students figure out the hidden names, they write their responses
on a sheet of scrap paper. The teacher can wander the room checking their guesses. Have a prize
ready for the first person to guess both of the day's puzzles.
Follow-up fun: After completing the puzzles below, students might like the challenge of creating
Whozit? Whatzit? puzzles of their own.
Sample Puzzles





Tub Braid Heap Hunch (Clue: TV show) -- The Brady Bunch
Sand Tackle Laws (Clue: fictional character) -- Santa Claus
Tall Mischief Her Sun (Clue: person) -- Thomas Jefferson
Buck Spun He (Clue: cartoon character) -- Bugs Bunny










Shock Cussed Toe (Clue: person) -- Jacques Cousteau
These Hound Dove Moo Sick (Clue: movie) -- The Sound of Music
Docked Hearse Whose (Clue: person) -- Dr. Seuss
Tight a Hick (Clue: thing) -- Titanic
Aisle Oh View (Clue: phrase) -- I love you
Chick He Tub Ban An Us (Clue: things) -- Chiquita bananas
My Gulch Hoard Un (Clue: person) -- Michael Jordan
Thumb Ill Key Wake Owl Licks He (Clue: place) -- The Milky Way Galaxy

FOUR CORNERS
Four Corners is popular with teachers and students. Number the corners of the classroom from 1 to
4. Select one student to be "It." That person closes his or her eyes while the rest of the students go to
one of the four corners in the classroom. When all students are settled in a corner, it calls out a
number. All the kids who chose the corner with that number are out of the game and must sit down. It
closes his or her eyes again, calls out a number, and more students sit down. When the game gets
down to four people or fewer, each must choose a different corner. If It calls out a corner where
nobody is standing, it must choose again. The game continues until only one student is left. That
student becomes It.
DICTIONARY DECEPTION
This game is based on a popular box game. To start the game, the teacher chooses a word for which
no student will know the meaning. The teacher writes the word on the chalkboard and writes the
definition of the word on a sheet of paper from a small pad. Then the teacher hands a sheet from the
same pad to each student. The student must write on that sheet his or her name and a definition of
the word. The teacher collects all the definitions. One by one, the teacher reads the definitions.
Students consider each definition. Then, as the teacher rereads them, the students vote for the
definition that they believe is the real meaning of the word. Students earn a point if they guess the
definition correctly; they also earn a point each time another student selects their (fake) definition as
the true meaning of the word. The person with the most points at the end of the game wins.
Some Words to Try






fabulist (FA-beeyuh-list) -- a creator or writer of fables
coppice (KAH-pes) -- a thicket, grove, or growth of small trees
inquiline (IN-kweh-lign) -- an animal that lives habitually in the nest or abode of another species
miliaria (mi-lee-AR-ee-eh) -- an inflammatory disorder of the skin characterized by redness,
burning, or itching
baht (bot) -- a unit of money in Thailand

CHAIN REACTION
You can easily adapt this game to many areas of the curriculum. The teacher writes a category on the
chalkboard -- foods, for example. Each student writes the letters A to Z on a sheet of paper. The
students have five minutes to create an alphabetical list of as many foods as they can think of. Then
the game begins. The first student must tell the name of a food. The second person must give the
name of a food that begins with the last letter of the food given by the first person. The third person
must name a food that begins with the last letter of the second person's food and so on. One at a
time, students are eliminated.

Other possible categories: cities; songs; things in nature (for older students, animal names or plant
names); people's first names (for older students, famous people's last names or, more specifically,
authors' names).
SEVEN UP, STAND UP
This game is another old favorite! Choose seven students to be It. Those students go to the front of
the room. The other students put their heads on their desks so they can't see. The seven Its wander
the room. Each taps one of the seated students on the head. As a student is tapped, he or she raises
a hand. When all seven Its return to the front of the room, they say in unison, "Seven up, stand up!"
Each student who was tapped has an opportunity to guess which student tapped him or her. If a
student guesses correctly, he or she replaces the person who did the tapping. The game begins
again when all have had a chance to guess.
PASS THE CHICKEN!
In this game, nobody wants to hold the rubber chicken -- the game's only prop! To begin the game, all
students sit in a circle. Select one person to be It. That person holds the rubber chicken. The teacher
or a "caller" says to the person holding the chicken, "Name five presidents of the United States. Pass
the chicken!" As soon as the caller says, "Pass the chicken," the person holding the chicken passes it
to the right. Students quickly pass the chicken around the circle. If it returns to the original holder
before he or she can name five presidents of the United States, the holder is still It. Otherwise, the
person holding the chicken when It finishes listing five presidents is the new It. You should prepare
the topic cards for this game in advance. Topics can relate to your curriculum or be general
information topics. The student who is It must name five items in the called-out category in order to
get rid of the dreaded chicken!
Some Suggested Topics
















fast-food restaurants
authors of children's books
countries in South America
sports teams
things that grow in the desert
vegetables
cartoon characters
musical groups
cereals
rivers in the United States
candy bars made with chocolate
large bodies of water
animals found in salt marshes
cities in [your state]
cities in Florida
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The Substitute Teacher Bag of Tricks
Most substitute teachers today wouldn't think of entering a classroom without a personal bag of tricks.
Peek inside and you're liable to find:

















extra pencils, marking pens, dry erase markers, and chalk
stickers or an ink stamp and a pad
name tags and hall passes
Band-Aids
seating chart forms
sub folder forms
teacher feedback forms
daily schedule forms
a variety of personal favorite lessons, worksheets, games, and activities along with materials
needed to complete the activities
brief literature selections for a variety of grade levels
a cassette recorder and appropriate musical tapes for a variety of grade levels
educational videos that are G rated
small items to be used as rewards or motivators
a whistle
sunscreen and a sun hat or a warm hat, a scarf, and gloves
jogging or flat shoes

