
 

1 

 

JEFFERSON R-VII 

SCHOOL DISTRICT 

 

Substitute Teacher 

Handbook 

 

2018-2019 

 
 

 

MISSION STATEMENT 

 

The school’s mission is to provide all students with programs 

which promote learning required for academic/social success and 

becoming a productive member of society. 
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Introduction 

 

 

Substitute teachers are one of the most vital parts of our school system. It would be 

extremely difficult for us to operate our school on an exemplary basis without quality 

substitute teachers. Therefore, this handbook was created to be a guide to success as a 

substitute teacher in the Jefferson R-VII School District. The contents have been arranged 

to assist you in finding the answers to questions that may arise as you substitute 

throughout the year. 

 

We sincerely hope that the following information will serve to stimulate greater goals for 

the improvement of substitute teaching. All of the procedures and techniques mentioned 

in this booklet have been “classroom, teacher, and even kid tested” and we feel that if 

they are followed, substitute teachers will have a more satisfying personal experience. 

However, as you perform your work in the classroom you may find that you have 

suggestions that might contribute toward improvement of our school. We encourage all 

suggestions and ask that you include them on the evaluation report form, as new ideas 

and new ways of doing things are necessary if education is to continually progress.  

 

The Jefferson R-VII School District believes in teamwork. We are a family that supports 

one another and praises each other’s accomplishments. We are confident that you will do 

everything possible to meet the high standards required for teaching in our school and 

wish to extend our sincere and best wishes as you join us throughout the year. 

 

 
Sincerely, 

Jefferson R-VII Administrative Team 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3 

 

Jefferson R-VII School District Directory  

 

 

Central Administration Office      636-937-7940 

1250 Dooling Hollow Road, Festus, MO 63028 

 

 Mr. Clint Johnston    Superintendent of Schools 

 Wayne Donjon    Director of Technology 

 Ann Hampton     Director of Accounting 

 Lori Andrews     Superintendent’s Secretary 

Keegan Bickel     Technology Assistant 

 Darla Clenin     Payroll Manager 

 Kristi Evans     Central Office Secretary 

  

 

Jefferson High School                                                 636-933-6900 

7 Blue Jay Way, Festus, MO 63028 

 

 David Haug     Principal 

 Jason Dreyer     Athletic Director 

 Lori Holdinghausen    Building Secretary 

 

 

Danby-Rush Tower Middle School (6-8)      636-937-9188 

1250 Dooling Hollow Road, Festus, MO 63028 

 

 Cindy Holdinghausen    Principal 

 Jason Dreyer     Athletic Director  

 Jenny Marshak    Building Secretary 

 

 

Telegraph Intermediate (PreK, 3-5)     636-937-6530 

1265 Dooling Hollow Road, Festus, MO 63028 

 

 Dalania Watson    Principal 

 Holly Pope     Building Secretary 

 

 

Plattin Primary (K-2)       636-937-7170 

2400 R-7 School Road, Festus, MO 63028 

 

 Tina Basler      Principal 

 Janet Kocher     Building Secretary 
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Daily Instruction Time Schedule 

 

Morning Classes Begin:  

 7:25 am Jefferson High School 

7:30 am Danby-Rush Tower Middle School 

 7:40 am Telegraph Intermediate 

 7:50 am Plattin Primary 

 

Afternoon Classes End: 

 2:35 pm Jefferson High School 

 2:40 pm Danby-Rush Tower Middle School 

 2:50 pm Telegraph Intermediate 

3:00 pm  Plattin Primary 

 

Early Release Days End: 

 11:50 am Jefferson High School 

 11:55 am  Danby-Rush Tower Middle School 

 12:00 pm Telegraph Intermediate 

 12:05 pm  Plattin Primary 

 

District Expectations: 

 

The Jefferson R-VII School District views substitute teachers as professionals employed 

by the district in the absence of contracted educators. 

 

Substitute teachers provide a valuable service to the students of our district. Substitute 

teachers are expected to follow the regular teachers’ prepared lesson plans. The district 

expects the substitute teacher to teach the students the material to be presented in the 

lesson plans. Substitute teaching is not to be viewed as a supervision/classroom monitor 

position. Substitute teaching is a teaching position. 

 

Teacher Professionalism: 

 

Substitute teachers are to exhibit professional behavior in word and actions at all times 

while temporarily employed by the school district. 

 

Substitute teachers are to refrain from the use of foul and/or inappropriate language or 

behaviors that would be considered inappropriate in a public school setting. 

 

Professional Dress: 

 

Substitute teachers are expected to appear professional in appearance. Casual business 

dress is appropriate. Substitutes should refrain from wearing denim jeans and clothing 

that advertises products that would be considered inappropriate in a school setting.  

Fridays are considered spirit days so substitutes can wear jeans on Fridays.  
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Rate of Pay: 

 

The rate of pay for substitute teachers is $75.00 per day. After ten consecutive days, in 

the same position, substitutes receive $100.00 per day. Substitutes for classified positions 

are paid the current Step 0 amount for that position. 

 

Pay Dates: 

 

Pay dates are the 15th of each month and the 30th of each month.  Direct deposit is 

mandatory for all substitutes. 

 

Parking: 

 

Primary Building  - Teachers park in the front lot located  

  on the far right side of the building.  

 

Telegraph Intermediate   - Teachers may park anywhere in the lot 

 preferably the side facing away from the 

 building. 

 

Danby Middle School   - Teachers park in the lot by Kiepe Gym or 

      the lot closest to the track/football field. 

 

Jefferson High School  - Teachers may park in the front lot to the far 

 left facing away from the building. 

 

Reporting for Duty: 

 

All substitute teachers are required to report to the building office upon arrival and 

complete/sign the substitute form for pay reimbursement and pick up a substitute 

identification badge. 

 

Classroom Location: 

 

Substitutes are expected to report to work at least 15 minutes prior to the start of 

school in order to acclimate oneself to the building. Substitutes should familiarize 

themselves with the building surroundings and introduce themselves to the other teachers. 

This enables the professional staff to provide assistance, guidance, and suggestions to the 

substitute regarding students and building procedures. 

 

Emergency Procedures: 

 

Substitute teachers should become familiar with the emergency procedures for fire 

evacuation, tornado staging areas, earthquake procedures, and building intruder 

procedures. Emergency procedures should be posted in every classroom and an 
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Emergency Flipchart should be found on the teacher’s desk. Please report the lack of 

postings to the building office. 

 

Lesson Plans: 

 

The regular classroom teacher should have lesson plans prepared and located on their 

desk. Substitutes should adhere to the prepared plans. It is a district expectation that 

substitute teachers provide meaningful educational experiences throughout the school 

day. Please report the lack of prepared lesson plans to the building principal. 

 

Materials: 

 

Teaching materials, resources, textbooks, lesson plans, class rosters and schedules, will 

be located on the teacher’s desk. Please see the building principal for backup lesson plans 

if plans are not found in the classroom. 

 

Substitute Report Form: 

 

Substitute teachers are encouraged to communicate with the classroom teacher via a brief 

note indicating the activities completed throughout the day as well as class behaviors. 

 

Substitutes are also required to complete a substitute evaluation report form (see 

enclosed) that must be returned to the building office prior to leaving for the day. 

 

Classroom Management: 

 

An organized, prepared and focused teacher is the major component in a well-managed 

classroom. As a substitute teacher, one should introduce themselves to the class of 

students and immediately outline your learner objectives. In other words, what it is that 

you will be teaching and what it is that you expect them to know at the conclusion of the 

lesson. 

 

Immediately engaging students in a learning activity is another characteristic of a well-

managed classroom. Students should have direct, ongoing supervision at all times. 

 

Disciplinary/Office Referral: 

 

Disciplinary reports should be used when all classroom means have been utilized in order 

to correct a student’s inappropriate behavior. The office should be contacted by intercom 

and a referral form completed before sending a student to the office.  

 

Accidents/Injuries: 

 

In case of a student accident/injury, the child should be sent to the nurse along with a 

completed “Health Room Pass”. If the child should not be moved, the office should be 

contacted and the nurse will be sent to the child. 
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All substitute teacher injuries should be reported immediately to the nurse. If medical 

attention is deemed necessary by the school nurse, arrangements will be made. An 

accident report form will be completed by the school nurse even if no further medical 

attention is needed.  

 

Staff Lunches: 

 

Place your lunch order with the student order. An adult may order from the student menu 

or may order a salad. Check with the building secretary for other lunch choices and 

payment procedures. 

 

Substitutes may eat with the students or in the faculty workroom. Soda and vending 

machines are also available in the lounge. 

 

 Meal Prices:  Adult Breakfast  $1.75   

    Adult Lunch  $3.05  

 

Leaving the Building During Regular School Hours: 

 

Substitute teachers are to remain on campus during the regular school day; however, 

occasionally it becomes necessary that one must leave during the school day. In the event 

that a substitute teacher must leave the campus for a short time during the regular school 

day, the individual must speak with the building administrator prior to leaving and should 

document the time of departure and the time arriving back on campus in a log book found 

in the Main Office. 

 

Cell Phone Usage: 

 

All cell phones are to remain off while students are being supervised. Calls and texts 

should be limited to lunch breaks or preparation periods when students are not present. 

Emergency calls should be directed through the Main Office. 

 

Computer Usage: 

 

Substitute teachers should only use district technology/computers as/if specified within 

the lesson plans. 

 

Visitors: 

 

To ensure the safety of all students and staff everyone should cooperate to make the 

school a safe place. All visitors are required to report to the Main Office upon entering 

the building. All faculty and staff members should look for a visitor’s badge to be worn 

by all who are in the building. If a visitor is seen without a badge, contact the office 

immediately. 
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Confidentiality: 

 

Student and personnel information, whether written or oral, shall be handled in a 

confidential manner and be discussed only with the appropriate school personnel. 

Substitutes should abide by student confidentiality rights as provided by federal law. 

 

Inclement Weather Procedures: 

 

At times inclement weather may necessitate the cancellation of classes. Please monitor 

the following TV and radio stations for closure information. Radio stations include; KJFF 

1400 AM and KTJJ 98.5 FM. TV stations include; KSDK (channel 5), KTVI (channel 2), 

KMOX (channel 11) and KMOV (channel 4). 

 

Please be prepared to assist with student release if it becomes necessary to dismiss classes 

early. It is imperative that students be sent to the appropriate after school locations. If you 

are not sure where to send a student, please contact the office. 

 

End of Day: 

 

After the dismissal of the students, the substitute teacher should return to the classroom 

and tidy the room prior to going to the office to turn in the evaluation form and 

identification badge. 
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SUBSTITUTE EVALUATION FORM 

(Substitute Form) 

 

Substitute’s Name:  ______________________________________ 

 

Substituted For:  ______________________________________ 

 

Date:   ______________________________________ 

 

          YES NO 

 

1. Were lesson plans prepared?      ____ ____ 

 

2.  Were lesson plans easy to understand and implement?  ____ ____ 

 

3.  Were lesson plans, materials, teacher’s textbook and   

 attendance book placed in a readily accessible location?   ____ ____ 

 

4.  Emergency procedures were posted on the classroom wall in   

plain view and the Emergency Flipchart was on the desk.  ____ ____ 

 

5.  Was a class roster available for each period or class?  ____ ____ 

 

6.  Were you able to complete the activities prepared in  

 the lesson plans?       ____ ____ 

 

7.  Did building employees offer their assistance while you  

 were in the building?       ____ ____ 

 

8.  Would you volunteer to substitute teach in this building again? ____ ____ 

 

 

Comments/Suggestion: ___________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

 

Concerns: ______________________________________________________________  

 

______________________________________________________________________ 

 

______________________________________________________________________ 


