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SUBSTITUTE HANDBOOK RECEIPT ACKNOWLEDGMENT 

 

I hereby acknowledge that I have received a copy of the Bartholomew Consolidated School 
Corporation Substitute Handbook. I have been informed that the handbook is also available on 
the BCSC website at www.bcsc.k2.in.us under Employment > How to Apply as a Substitute 
Teacher. I understand it is my responsibility to access and read the handbook and any updates to 
the handbook made during the year and to abide by the standards, policies and procedures as 
defined or referenced in this document.  
 
I acknowledge that if I do not have access to a computer, I am aware that I may use the 
computer in the lobby of the Administration building during business hours, Monday through 
Friday between the hours of 8:00 am and 4:00 pm.  
 
The information in this handbook is subject to change. I understand that as the school 
corporation provides updated policy information, I accept responsibility for reading and abiding 
by the changes. I understand that no modifications or alterations of at-will employment 
relationships are intended by this handbook.  
 
I understand that I have an obligation to contact Judi Fall, Sub Coordinator of any updates to my 
contact information or if I wish to be removed from the active substitute list. She may be 
reached at fallj@bcsc.k12.in.us or 812.375.6747.  

 
 
 
 
Substitute Printed Name: ______________________________________________ 
 
Substitute Signature: _________________________________________________ 
 
Date: _____________________________ 
 
 
 
 
 
 
 

 

http://www.bcsc.k2.in.us/
mailto:fallj@bcsc.k12.in.us
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Welcome to the Bartholomew Consolidated School Corporation!  

It is a pleasure to welcome you as a Substitute teacher. The enthusiasm and dedication you bring 

to your job as a substitute will determine the quality of the educational service you provide to 

our students.  

This handbook is designed to provide a general orientation to our school corporation and serve 

as a helpful guide to substitutes.  

Being a substitute teacher is a wonderful opportunity to work with children and help them grow. 

As a substitute teacher, you are a valuable member of the educational community. As an 

educational professional, there are many responsibilities that are often times not known until a 

difficult situation arises. It is the intention of this handbook to provide you with some basics of 

working in the school setting. While there is a lot of information contained in this handbook, 

there are definitely areas that may not be covered. 

This handbook provides general information on the procedures, regulations, assignments and 

responsibilities that substitute teachers need to understand and follow in order to have a 

successful experience in the classroom. While the handbook serves as a source of information, 

the goal is to promote consistency among our schools, maintain continuity in the education 

process and establish clear communication.  

As a substitute teacher, you have a key role in the daily education of our students.  The school 

corporation appreciates the energy and enthusiasm you display to ensure the smooth 

continuation of instruction in the absence of the regular teacher.  

 The assignment and placement of substitutes are done through the school corporation’s 

automated substitute placement system called Absence Management (formerly AESOP). 

Substitutes are registered with the system and become eligible to receive assignments via the 

telephone or the internet.  

It is our hope that your experience as a Bartholomew Consolidated School Corporation 

substitute teacher will be successful and rewarding.  

 

Judi Fall 

Substitute Coordinator 

fallj@ bcsc.k12.in.us 

812.375.6747 (office) 

812.344.7188 (cell) 
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Substitute Teacher Assignment 

Substitute Assignments are made through Absence Management (formerly AESOP), a web-based 

software program. All substitutes will be provided with guidelines on how to use Absence 

Management. Available jobs can be retrieved via the internet or by phone. If an assignment is 

not picked up prior to 6:00 am on the day of the assignment, the automated system will begin to 

call available substitutes who have identified the site and subject/grade as preferred. These calls 

start at 6:00 am and will continue to call available substitutes until the position is half completed 

(meaning the system stops calling after half of the day has passed). If a substitute wants to avoid 

getting calls through the automated system, he/she should access Absence Management to 

accept assignments in advance or activate their “Do Not Disturb” status. 

When contacted by phone for an assignment, follow the prompts to accept or decline the 

assignment. It is the substitute’s responsibility to show up for assignments that s/he accepts 

and also to cancel in a timely manner if the substitute becomes unavailable to fill the 

assignment. Not showing up for an assignment, without any notification, may be grounds for 

removal from the active substitute list.  

We ask that all subs accept and fulfill a minimum of 5 days per semester in order to remain 

active. After 2 semesters of not meeting the requirement, unless previous arrangements have 

been made with the sub coordinator, you will be moved to the inactive list.  

CANCELLING JOB ASSIGNMENT 

If you need to cancel an assignment, as soon as you know, please contact Judi Fall, Sub 

Coordinator, with the necessary information. She can be reached by completing the Sub 

Assignment Cancellation form found on the BCSC website (do not this use this form if cancelling 

during the 24 hour window prior to the assignment).  

You can also reach her by email at fallj@bcsc.k12.in.us or by calling the office at 812.375.6747. 

She can also be reached via cell phone (call or text) at 812.344.7188.  

Please provide the following information.  

Your full name 

Your phone # 

Your email address (not BCSC email address) 

Date of assignment (f multiple dates, be sure to specify what date exactly you need to cancel) 

Name of teacher you are covering  

Confirmation number of assignment as provided by AESOP 

Reason you are canceling (illness, over scheduled yourself, accepted job in error, received job 

outside of BCSC – please remove from active sub list, other {Please provide reason}) 

While we understand that emergencies arise and sometimes you need to cancel a job, please 

remember that if you have accepted an assignment, the teacher is counting on you to be present 

in the classroom to carry on their plans as if they were in the classroom that day. It is 

mailto:fallj@bcsc.k12.in.us
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unacceptable to have a job left open that a substitute has previously picked up. It is even more 

unacceptable to cancel a job by just not showing up and not calling. If a substitute has three (3) 

last minute cancellations or three (3) no call/no shows, they will be removed from the active 

substitute list.  

Responsibilities of Substitute Teachers 

A substitute teacher, like a full-time teacher, has the responsibility to provide a stimulating 

learning environment for students. The standards of performance are the same. Your success as 

a substitute depends upon your ability to function successfully within the school corporation’s 

philosophies and goals and to teach students of varying ethnic/racial, socio-economic and 

educational backgrounds. The substitute teacher must accept the obligation to function in the 

role of a regular teacher. The same professional standards apply and include, but are not 

limited to:  

  Satisfaction in seeing students learn 

 Ability and willingness to work in different classroom structures 

 Resourcefulness and flexibility 

 High expectations for achievement and behavior 

 
During the course of your employment with BCSC, each substitute teacher is required to report 
the: 
A. arrest or the filing of criminal charges against the substitute; and 
B. conviction of the employee for a crime; and  
C. substantiated report of child abuse or neglect of which the substitute is the subject to the 
Substitute Coordinator within (2) business days of the occurrence. This report will be provided 
to the Superintendent who shall review each reported conviction or substantiated report of 
child abuse or neglect and shall recommend appropriate action to the Board considering the 
risk to members of the school community presented by the continued employment of the 
employee who was convicted or the subject of a substantiated report of child abuse or neglect. 
(BCSC Board Policy 3121) 
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A Day in the Life of a Substitute Teacher 

Before You Enter the Classroom 

 Arrive early. 

 Give yourself plenty of time to find a parking space. 

 Report to the school office to let them know you are there. 

 Review schools maps, pick up keys, etc. You will receive your substitute folder (if it was left in the 

office and not the classroom).  

 Print your name clearly and sign the substitute time sheet (this is how you will be paid for your 

time). 

 Become acquainted with the rules of the school and work within the scope of these regulations. 

Make every effort to gain the confidence and respect of the students. Being prompt, having an 

appropriate sense of humor, being enthusiastic and following a well-planned program will aid 

greatly toward this end.  

Before Students Arrive  

 Print your name clearly on the board 

 Review classroom behavior standards 

 Locate and read the lessons plans thoroughly. Located student seating charts.  

 Greet students as they enter 

 Have student work prepared for them to begin immediately when they enter the room. This 

includes passing out any needed materials.  

During the Day 

 At the beginning of class, introduce yourself briefly.  

 Use the seating chart (if there is one) to call students’ names or make a seating chart 

 Get students working right away 

 Explain you will be following the classroom rules and any management strategies you will be 

using.  

 Follow the lesson plans.  

 Ask questions or other teachers and of responsible students. Don’t hesitate to ask for help when 

needed.  

 Never criticize a teacher or the lesson plans left by a teacher, either to as class or to anyone else. 

You are expected to maintain the same high ethical standards as a regular teacher i.e. stories or 

gossip should not be carried from school to school, building to building or to the public.  

 Consider hall duty, study hall, playground duty, bus duty, etc. as a normal part of a substitute’s 

day. If you are on an extended assignment, you will be expected to attend building meetings 

unless excused by the principal.  
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At the end of the Day 

 Review the major learning concepts learned that day with the students.  

 Remind students of homework assignments 

 Have students collect papers and help straighten the room.  

 Be sure students leave the room in an orderly fashion.  

 Leave notes for the classroom teacher detailing the work accomplished and any significant events 

or occurrences during the day. Include names of students who were helpers or were problems.  

 Organize the completed work with notes regarding missing papers.  

 When you are ready to leave for the day, be sure the room is left in better order than when you 

entered.  Be sure doors and windows are closed and locked.  

 Never dismiss students before the bell.  

 If assigned keys, turn them in to the office.  
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Professionalism in the School 

Have a change of Clothing in Your Car: The original substitute teaching assignment 

sometimes changes after the substitute teacher has arrived at the school. Field trips, student 

activities, and other unanticipated educational activities may also occur. Substitute teachers 

should carry tennis shoes, casual clothing, and clothing suitable for physical educational activities 

in their cars in preparation for these unanticipated events.  

Look and Act Like a Teacher: Substitute teachers are expected to dress appropriately and to 

serve as role models. It is important to take into consideration what is appropriate. T-shirts with 

questionable slogans or logos (alcohol, smoking, etc) are inappropriate. Business casual attire is 

appropriate.  

Cell Phone Use: Substitutes should not be on their phones during school hours communicating 

with friends or students, interacting in games, browsing the web and/or social media or any other 

use that is of a personal nature. 

Negativity: Substitute teachers should avoid speaking negatively about students, other teachers, 

or about the class or school. Negativity is almost never appreciated.  

Confidentiality: Confidentiality is not only a legal responsibility, it is essential for the protection 

of students and families. Discussing school matters outside of school should be avoided. If there 

is a serious concern, school administrators need to be notified immediately.  

Profanity: Substitute teachers need to be aware that there are children in all areas of a school 

most of the time. Be careful of language use not only in the classroom, but in all areas of the school 

– including the teachers’ lounge.  

Emergency Plans & Exits: Substitute teachers should identify emergency exits, routes, and 

procedures for student emergency, evacuation and drills. There should be a detailed map for the 

school in the school substitute teacher’s folder. If there isn’t one, ask someone in the office. Also, 

it is a good idea to check to see if there are any scheduled drills for the day.  

Bullying: Substitutes are mandated by law and BCSC to report any incidences of bullying. Be sure 

to promptly or immediately report any observed or alleged incident in writing, before leaving 

campus for the day, in order for an investigation to occur.  

Child Abuse: Substitutes are mandated by law and BCSC to report any incidences of child abuse. 

Contact the principal at the site for reporting procedures.  
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Professionalism in the Classroom 

Taking Attendance: it is the professional and legal responsibility of teachers to ensure accurate 

student attendance accounting each class period. Missing students should be reported to the 

school office immediately. Power Schools is used in BCSC and directions are located in the 

substitute handbook. 

Following Classroom Lesson Plans: Most regular classroom teachers leave detailed substitute 

teacher lesson plans. Classroom teachers expect substitute teachers to follow their lessons plans 

closely. If there are no lesson plans, check with the office staff.  

Instructional Aides: Often substitute teachers will not be familiar with classroom or school 

procedures. If you are fortunate, you will have an instructional aide to assist you. Most often, this 

will not be the case. If there is an instructional aide, discuss your role with the para-professional 

before class begins.  

Co-Teachers: Substitute Teachers may be asked to teach in a classroom where there is a co-

teacher. Should this situation occur, discuss your role with the co-teacher prior to the students 

arriving. Sometimes, the regular teacher may have instructed the co-teacher to lead the class. In 

such a case, the substitute teacher can assume the role of co-teacher.  

Grading Student Papers: Substitute teachers should follow the direction of the classroom 

teacher when it comes to grading student papers. If there are no specific grading instructions from 

the regular classroom teacher, and the substitute teacher sufficiently understands the work to be 

graded, then the substitute teacher should grade the student papers prior to leaving for the day if 

possible. At a minimum, student papers should be organized, so the classroom teacher can more 

readily grade them upon their return. 

Use of Controversial Materials: Substitute teachers should obtain prior approval from school 

administration before showing private or commercial videos to students. Usually, only “G” rate or 

“PG” rated videos will be allowed. Videos need to serve a legitimate educational purpose and 

should be closely related to the school curriculum. Infringement of copyright is a serious issue. If 

there is any questions regarding the use of particular materials, administrative approval should be 

obtained prior to substitute teachers using the materials in the classroom.  

Leaving a Comprehensive Report: Regular classroom teachers want to know how the day 

went. The names of particular students who were helpful, the names of students who may have 

been a particular challenge, information about the tasks completed and any other relevant 

information needs to be shared with the regular classroom teacher.  

 Leaving The Room Neat and Clean: Leave the room neater and cleaner than you found it at 

the end of the day. Be sure doors and windows are closed and locked. 
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Professionalism in Working with Students 

Touching Students:  It is against Indiana law to use any type of physical punishment with public 

school students. Substitute teachers should exercise extreme caution in touching students. 

Hugging, putting your arms around students, patting, or touching students in any way can be easily 

misunderstood, and can place a substitute at legal and professional risk.  

Being Alone with Students: Unfortunately, in today’s society, substitute teachers are placing 

themselves and the school corporation in “harm’s way” if they allow themselves to be alone and 

outside the view of others with individual students. Substitutes should avoid situations where they 

are left alone with an individual student.  

Language Barriers: When a student and a teacher cannot readily communicate due to a 

language barrier, when possible, a substitute teacher should identify an instructional aid or a 

student who can serve as an interpreter. 
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Interaction with Students 

1. Maintain a professional barrier between you and students. You are the adult, 

 the teacher, and the professional; act like the expert – not like another one of 

 the “kids”.  

2.  Keep the classroom door open when talking with students.  

3.  Avoid any behavior that could be misinterpreted when interacting with 

 students.  

4.  Never leave your students unsupervised.  

5.  Use verbal praise and reinforcement. 

6. Avoid losing your temper and never use corporal punishment.  

7.  Chaperone only school-sponsored functions. Do NOT socialize with students.  

8.  Do NOT take students home with you or transport them in your car alone or 

 without prior administrative approval.   

9. Do NOT make telephone calls or write notes of a personal nature to students.  

10. Do not text students personal messages.  

11.  Your social media accounts should never include students as friends. 

10.  Respect students and their cultural backgrounds.  

11.  Use only proper humor (avoid sexual and racial jokes or humor) 

12. Be confidential (what you hear at school stays at school).  

13.  Avoid criticizing others.  

14.  You are expected to observe the same daily hours or duty as regular teachers. 

 It is essential that you remain as long as there are children in your charge.  

 

Copyright @1998 – San Diego County Office of Education  

(with modifications) 
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Rate of Pay for Substitute Teachers 

Substitute teachers are paid to assume the work schedule of a regular 

teacher. Therefore, a substitute’s workday hours are the same as the 

regular teacher’s workday. Typically, a half day assignment begins in the 

morning and ends no later than 11:30 or starts at 11:30 and ends when the 

school day is complete.  

Please note:  There are a few occurrences (such as McDowell, East or North) 

when the job is only for 3.5 hours, starting at an odd time. These jobs are only 

½ day – no matter what time they end. You are paid a full day rate for a full 

day assignment. If the assignment is a half day, you are paid half of your 

daily rate.  

 

The rates of pay for substitute teachers is as follows:  

Tier 1  $65.00 per full day    

  High school graduate, 21 years old, and preferably experience working 

 with children 

Tier 2 $70.00 per full day 

 College degree or 60 hours of college credit 

Tier 3 $80.00 per full day  

 Licensed teacher with any valid state teaching license 

Tier 4 $120.00 per full day  

 Retired teacher from any school district/school corporation 

Long Term Assignments: If accepting a long term assignment and you are at least a tier 3 (a 

substitute with a valid teacher’s license), you will receive a higher rate of pay after the 15th 

consecutive day you are in the assignment. When the assignment is complete, your pay will 

return to the lower rate until you accept another long term assignment and meet the 15 day 

requirement again.  

Payroll Information:  Your first check is a live check that you cash. After that it is 

automatically direct deposited into your bank account. We pay a full 2 weeks behind. Please 

refer to the Payroll Schedule at the back of the handbook for pay dates. 

Miscellaneous Information: Please go to any school nurse’s office to obtain information on 

the Universal Precautions for Bloodborne Pathogens.  
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An email is sent to you once all your paperwork is processed. This email will give you information 

on accessing Aesop and your login information. Keep this information in a safe place. Please 

review your account. You will find there are lots of articles and videos in the help tab.  

 

Compliance Training: We require all employees to participate in safety training courses. 

These courses are online for your convenience. Once you receive your email letting you know 

that you are set up in the system and ready to start accepting jobs, on the following Monday, 

you will receive an email from SafeSchools with your log in information. Once you log in, you will 

see the videos that are required for you to complete. You do not have to do them all in one 

sitting, but can start and stop anytime within the 35 days. There is a brief quiz at the end of each 

video you will take online.  

 You will continue to receive emails each Monday until you have completed all of the mandatory 

video trainings. If you are subbing in a class and have time when the students are not in the 

room, you can log on and watch the videos. 

Please note, these videos are required by the State of Indiana and must be renewed every year. 

There is no cost to you to watch these videos. They can be watched on a desktop, tablet or 

smartphone.  

Completion of these videos is required within 35 days of receiving your SafeHiring 

email or by September 1 for returning subs.  

Substitute Teacher Assignment 

As a general rule, substitute teachers will be called by 7:00 am. However, there may be times 

when it will not be possible to do this. Substitutes should make every effort to arrive at the school 

as soon as possible after accepting an assignment but no more than one hour after the 

acceptance time. Make every effort to report by 7:45 am at the Elementary level and 7:30 for 

middle and high school levels. Substitute Assignments are made through Absence Management 

(formerly AESOP), a web-based software program. All substitutes will be provided with guidelines 

on how to use Absence Management. Available jobs can be retrieved via the internet or by 

phone. If an assignment is not picked up prior to 6:00 am on the day of the assignment, the 

automated system will begin to call available substitutes who have identified the site and 

subject/grade as preferred. These calls start at 6:00 am and will continue to call available 

substitutes until the position is half completed (meaning the system stops calling after half of the 

day has passed). If a substitute wants to avoid getting calls through the automated system, 

he/she should access Absence Management to accept assignments in advance or activate their 

“Do Not Disturb” status.  Please note: if you opt out of the automated phone calls by AESOP, you 

may still receive calls from the substitute coordinator. You are only opting out of receiving 

automated calls from AESOP. 

When contacted by phone for an assignment, follow the prompts to accept or decline the 

assignment.  
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BARTHOLOMEW CONSOLIDATED SCHOOL CORPORATION 
OPENING – DISMISSAL TIME BY BUILDING 

 

Pre-School (Busy Bees Academy)     Opening Time      Dismissal Time 

Johnson Early Education Center   8:15 am  2:45 pm 

ELEMENTARY (Grade K - 6) 

Clifty Creek      8:15 am  2:45 pm 

Fodrea (CSA)       8:05 am  2:35 pm 

Lincoln (CSA)       7:45 am  3:15 pm 

Mt. Healthy      8:00 am  2:50 pm 

Parkside      8:10 am  2:45 pm 

Richards      8:10 am  2:40 pm 

Rockcreek      8:15 am  2:40 pm 

Schmitt      8:10 am  2:30 pm 

Smith       8:15 am  2:40 pm 

Southside      8:15 am  2:40 pm 

Taylorsville      8:15 am  2:35 pm 

 

MIDDLE SCHOOLS (Grade 7 - 8) 

Central (CSA)      7:50 am  3:05 pm 

Northside      7:50 am  3:05 pm 

 

HIGH SCHOOLS (Grade 9 - 12) 

East       7:45 am  3:15 pm 

McDowell       7:45 am  3:15 pm 

New Tech H.S. (CSA)      7:45 am  3:15 pm 

North        7:45 am  3:15 pm 
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Care for Emergency Sickness or Injury 

Giving Immediate Care ~ Teachers and other school personnel are expected to limit themselves 

to the usual practice of first aid in managing emergencies due to sickness or accident. They 

should not diagnose illness or administer medication or any sort unless directed to do so by a 

physician. First aid materials are not to be used for subsequent treatment of injury and illness 

as a substitute for physician’s care.  

Please be aware of the “Training in Universal Precautions” for the clean-up of infection 

materials.  

Informing Parents ~ When a pupil becomes suddenly ill at school or is injured seriously, the 

school nurse will notify the parent and be asked to come for the child. IF the parents do not 

have transportation, the principal or assistant principal will see that the child is taken home.  

The name and phone number of the child’s personal physician and dentist should be on the 

child’s cumulative health record. These persons may be summoned in an emergency if the 

school is unable to reach the parent.  

 

Universal Precaution Procedures for Handling Blood and Other Potentially Infectious 

Materials 

1. Put on disposable or utility gloves.  

2. Use paper towels to absorb spill; the place used towels in appropriate leak 

resistant bag.  

3. Flood spill area with a freshly prepared bleach solution (less than 24-hours 

old), or with a hospital grade EPA Approved tuberculocidal disinfectant.  

4. Clean flooded area with paper towels or put on drying agent and sweep.  

5. Place used paper towels and other debris in appropriate leak resistant bag.  

6. Remove soiled disposable gloves by turning inside out. If wearing utility 

gloves, remove and then disinfect appropriately.  

7. Place closed bag in appropriate waste container.  

8. Immediately wash hands with soap and running water for 10 seconds or 

more.  
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Substitute Teacher Emergency Information 

 
Check with the main office (via visit, phone, or intercom) if you have questions about the 

following information (i.e. securing entrances, fire drills instructions.). 

The particular crisis may determine which of the following options are best for student and staff 

safety and for parent receiving: 

 Fire, tornado or evacuation drills. -  KNOW THE DRILLS AND LOCATIONS ASSIGNED TO 
YOUR ROOM.   

 The closing of school,  

 The use of the “shelter in place” (staying inside the facility), 

 The use of the school grounds outside the building,  

 The use of an evacuation site, 

 The use of the Run-Hide-Fight,  or 

 The use of the 911 emergency call 
 

DEFINITIONS 

Lockdown is used as the lockdown signal.  Students are asked to remain in the classroom or to 

report to the nearest classroom. The signal could be used because of intruders but it could also 

be used to get students and staff to a controlled environment so that safety instructions can be 

given.  

Shelter in Place is the room or facility within school grounds that can provide the best safety for 

students and staff.  

Parent Receiving (for information) is a site where families can meet with officials and receive 

information without interfering with the handling of the crisis. 

Rally Points are locations where students and staff should gather if they choose to evacuate the 

building during an armed-intruder event. 

Run, Hide, and Fight are the response options for an armed-intruder situation. In the midst of a 

crisis, individuals are empowered to consider the best available option. 
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GENERAL GUIDELINES IN A CRISIS SITUATION 

1. Be calm.  Keep breathing. 
2. Follow the crisis procedures and/or directions.  Be aware of the "Response Options for an 

Armed-Intruder Situation" and the Run-Hide-Fight procedure.  
3. Dispel rumors while you wait for notification of the facts.  Tell your students the facts you 

have in age-appropriate terms. 
4. Keep your students calm.  Most will model your behavior. 
5. Be ready to evacuate if directed or if your area is unsafe. 
6. Remain with your class.  Try to keep your group together.  If evacuating, this may not always 

be possible, but having or finding a place to rally afterwards might be. 
7. If LOCKDOWN has been announced, look for students in the hallway and bathrooms and 

direct them to a classroom.  Close windows and secure all entrances if possible.  Record the 
names, teacher, and class period of additional students. 

8. Keep your seating chart/class list(s), available emergency response materials and keys/cell 
phones close at hand.  Know who is absent. 

9. If gunfire is heard or is there is a perceived attack, individuals are empowered make the 
following decisions: Run, Hide, Fight.  

10. Electronic communications may be sent and received by students.  If students are texting, ask 
them to communicate only what they know, their location, and their well-being. Rumors are 
harmful. 

11. Document any unusual events.  This information may be used to reconstruct what happened. 
12. Note the names of students and staff who seem particularly upset by the situation so they 

can be monitored, checked on, or referred for assistance later. 
13. Follow instructions given by emergency personnel.  Trust the emergency personnel to have 

reasons for their decisions and to know what they are doing.  
 

Lockout Procdures:  
A lockout procedure indicates that school will continue as usual inside the building. However, 

outside the building activities (e.g. recess, lunch) would probably be restricted until the lockout is 

canceled. Entry into the building by guests would be monitored at an even higher level than 

usual. 

Lockdown Procedures 

Examples: 

A. A community situation prompts outside doors be locked and inside movement limited. 
B. An emergency need to locate an individual(s) requires restricted movement in the 

building or school grounds. 
C. An armed person in classroom or hallway   
D. Hostage Situation 
E. Death/Serious Injury on Campus 
F. Possibly a contamination of water or air supplies 
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LOCKDOWN RESPONSE 

1. Faculty, staff, students should go directly to nearest room where safety and space are 
available.   

2. Check hallway for passing students.  Direct them into a classroom. 
3. As long as you are safe, do not dismiss class unless officially directed to do so. If imminent 

danger seems present, be aware of the “Response Options for an Armed-Intruder Situation,” 
the Run-Hide-Fight procedure.  

4. Secure and/or barricade entrances if possible. 
5. Close blinds.  Stay away from windows. 
6. Wait for further directions (i.e. evacuation, shelter-in-place information, etc.) or an all-clear 

signal. 
7. Electronic communications may be sent or received if necessary.  Only communicate/text 

known facts. 
8. Report if medical assistance is needed.   
9. If you observe a suspicious person or a perceived danger contact administrators. Recognize 

that an electronic communication (e.g. email, text) may not be read at that point in time.   
Report  the: 

a. Location 
b.  Description and number of individuals’ 
c.  Direction headed 
d.  Possession of a weapon 

10. DO NOT tie up the communication systems unnecessarily. Use them when you need medical 
assistance or have information. 

11. These conditions remain in effect until an all-clear signal is announced. 

 

ARMED INTRUDER RESPONSE (RUN, HIDE, FIGHT) 

In the event of an armed intruder in your area, you must quickly determine the most reasonable 
way to protect your own life. If you are in the midst of the crisis, empower yourself to consider 
best available options.   Use available real-time information to make a decision.  No one else can 
make the decision for you.  If possible, alert the office and/or 911 center if you believe they be 
unaware of the situation.  
 Run – If you feel you can exit the building, do so quickly.  Once outside, proceed to the closest 
rally point or safety zone.   At that site, determine who is with you and assess any emergency 
needs.  Remain there until given instructions to do otherwise or until the site becomes unsafe. 
Hide - Go to the nearest room.  Lock and/or barricade entrances.  Keep quiet and out of sight.  
Be prepared use objects in that area to defend yourself. Remain in that place unless it becomes 
unsafe or until you are directed to exit by law enforcement or school administration. 
Fight (Take Dramatic Action) - Fight as the last resort when your life is in imminent danger. – If 
directly confronted, you have the right to protect yourself and others.  Commit to your actions 
and throw objects or strike in any way that might incapacitate or distract the intruder long 
enough to allow an escape.   
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AESOP FREQUENTLY ASKED QUESTIONS (SUBSTITUTE) 

 
What if I need to change my personal information on my Aesop/Frontline account? 

- Review your Aesop profile to make sure all information is current 
- Name, phone, address or availability changes must be reported to Judi Fall (sub-coord.) 
- Your email can be changed by you under preferences.  Also, you can add non-work days 

as required 
 
What if I do not want to receive calls from AESOP? 

- Change your call times under preferences or by using the prompts when Aesop calls you 
- Press 2 for no more calls today or press 9 to always prevent automated calls 
- Please note, this is only for automated calls from AESOP. You may still receive calls from 

the Sub Coordinator or from a school site. 
 
I can’t remember my pin or I want to change it? 

- Click on the forgot pin link when you sign in to Aesop or call Judi Fall 
- Change your pin by clicking on preferences, change pin 

 
Am I able to pick up an am and pm job on the same day? 

- We have an 11:30 cutoff time between am and pm 
- Therefore, you are able to pick up 2 jobs (just make sure they are in close enough 

proximity that you can arrive asap) 
- If an assignment is scheduled beyond 11:30 for am or starts before 11:30 for pm it is 

automatically considered full day 
- Jobs that are 3.5 hours, no matter what time frame they span, are still considered half 

day jobs.  
 
When reviewing jobs what do I do? 

- If Aesop calls make sure to clearly say hello 
- Press 1 to review available jobs and follow prompts to accept or reject job 
- Online click the accept button if interested or the reject button to remove it from your 

list of available jobs 
 
What is an itinerant schedule? 

- Itinerant is a traveling teacher.  Sometimes a sub job goes to several schools in one day. 
- Make sure you sign the sub-timesheet at each location in order to be paid for the day 

 
Where do I find my scheduled jobs and how do I cancel a job? 

- Review your scheduled jobs and past jobs in your Aesop profile to make sure they are 
correct 

- Always check the start and end days of an assignment 
- In order to cancel or change an assignment, you must contact Judi Fall 
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What if I miss a call from Aesop? 
- Call back to get a list of available jobs or log in to your Aesop account 

 
Does Aesop work with all browsers? 

- It is not compatible with Internet Explorer 
 
What is the sub pay scale? 

- 65.00 with high school and experience working w/children 
- 70.00 with 60 college credit hours and a sub permit 
- 80.00 with any valid state teaching license 
- 120.00 retired teacher from any corporation  
- Note if you have a sub permit and then receive your teacher’s license, give me a copy of 

your license so I can raise your pay to 80.00 per day. Pay increase will go into effect the 
day I receive your license.  

- If you have a teacher’s license and cover a long term assignment, after 15 consecutive 
days in the job you go to higher teacher rate 

 
I want to make sure I stay on the sub list, what do I have to do? 

- As long as you sub 5 times per semester, you automatically stay on the sub list 
- If you skip a semester, a background check is required to be put back on the sub list 

 
If I want to know what grade or subject an assignment is, how can I find out? 

- We have asked teachers to show the grade level or subject as their title on the absence 
- If they have not done so, you can call the school office or look on the school website 

under faculty to find out 
 
What can I do via phone? 

- Press 1 to review a list of available jobs 
- Press 2 to review upcoming jobs 
- Press 3 to review a specific job 
- Press 4 to review or change personal information 

 
Is there a mobile app for Aesop? 

- There is no mobile app compatible with our Aesop program at this time 
- A subscription service called Jobulator is available which is not part of BCSC 
-  

Where do I go for help if I have questions? 
- Click on the Frontline Support tab to search for answers in regard to Aesop and 

informative articles 
- Or call Judi Fall at 812-375-6747 with Aesop related questions 
- Contact the school office if you have trouble with PowerSchool or other issues when 

subbing 
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Getting the Job Accomplished  

Your success as a substitute teacher will be enhanced if you follow these useful guidelines:  

 Report to the school site at least 15 minutes prior to the start of school and check in at 

the school office to receive instructions, room assignment, Keys (if available) and laptop 

(if required). Check teacher’s mailbox. Look for daily bulletin lesson plans and materials.  

 Discuss any problems with the principal or designated administrator.  

 Check the teacher’s schedule, emergency procedures and program for the day.  

 Discuss daily program with the instructional aide, if one is assigned. Work cooperatively 

with other adults in the class.  

 Remember, you set the tone for the day. Classroom management is critical. Students will 

follow your lead. The first 10 minutes in the classroom can set the tone for the entire 

day. You need to be firm, fair and consistent.  

 Maintain respect for the absent teacher. Do not criticize or change lesson plans. 

 Follow the lesson plans of the regular teacher. If lesson plans are insufficient or 

unavailable, seek assistance from site personnel and use your own resources for learning 

experiences. Develop an “emergency kit” of ideas for use when needed.  

 Maintain effective control of the students under your supervision in the classroom, on 

the school grounds and at events that may be a part of assigned duties. Substitute 

teachers also share the responsibility of fostering desirable attitudes and standards of 

conduct in the schools and are expected to cooperate with the principals in the 

implementation of School Corporation and site policies and procedures relating to 

student conduct.  

 Refer serious behavior problems beyond a teacher’s control to the appropriate 

administrator in the school. Call and get immediate assistance from the school office if a 

situation arises in the classroom.  

 Report immediately to the principal any cases of attack or threat of harm by or to a 

student as well as cases of property damage or loss of personal belongings.  

 Is you suspect a case of child abuse, notify the appropriate agencies.  

 Summarize the day’s activities in written form: include reports of any unusual events (e.g. 

medical or behavior).  

 At the end of the day, leave the classroom in the same (or better) order and condition as 

you found it upon your arrival in the morning.  
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Substitute Teacher Performance Objectives 

I. Planning  

A. Substitute teacher follows lesson plans provided by the regular teacher 

1. Substitute teacher completes and grades assignments when appropriate 

2. Substitute teacher maintains security of test materials 

II. Instruction 

A. Substitute teacher maintains student involvement in appropriate learning 

 activities.  

1. Substitute teacher ensures involvement of all students in the instructional 

  program.  
a. Substitute teacher begins classroom activities promptly 

b. Substitute teacher models new learning activities which students must 

perform.  

c. Substitute teacher checks to make sure students understand a learning task 

before practice begins.  

d. Substitute teacher monitors the practice of learning activities and adjusts 

when appropriate.  

2. Students follow directions and respond to the substitute teacher’s 

 requests.  
a. Students are attentive with substitute teacher is addressing the class. 

b. Students’ understanding of directions or instructions is made evident by 

students’ behavior.  

c. Substitute teacher addresses uninvolved students.  

3. Substitute teacher uses appropriate questions techniques and discussion 

 skills.   

4. Students are engaged in teacher assigned tasks throughout the period.  
 

III. Management 

A. Substitute teacher maintains student discipline and classroom control 

 consistent with school and school corporation standards.  

1. Students show evidence of self-discipline 
a. Students behave in a respectful and courteous manner.  

b. Student behavior is consistent with school/corporation standards. 

c. Students respond to the substitute teacher’s directions.  

d. Students follow school emergency procedures quickly and effectively. 
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e. Students are able to move from one activity to another with minimum 

confusion or loss of time.  

2. Substitute teacher demonstrates enforcement of school rules in the 

 classroom and on campus 
a. Substitute teacher demonstrates evidence of being aware of what students 

are doing in the classroom.  

b. Substitute teacher responds appropriately to disruptive behavior.  

c. Substitute teacher promptly gains and maintains student attention. 

d. Substitute teacher provides student safety and welfare.  

e. Substitute teacher circulates about the room as appropriate.  

f. Substitute teacher responds quickly and appropriately to students exhibiting 

unsafe behavior.  

g. Substitute teacher instructs and encourages proper care and use of 

equipment and materials.  

h. Substitute teacher reports damage, vandalism, or unsafe conditions. 

 

IV. Communication 

A. Substitute teacher communication with students, parents and staff in a 

 professional and effective manner.  

1. Substitute teacher uses communications which are professional and 

 appropriate.  
a. Substitute teacher is factual in all communications.  

b. Substitute teacher uses confidential information appropriately. 

2. Substitute teacher’s written and oral communication is clear.  
a. Students demonstrate understanding of oral and written direction.  

b. Substitute teacher clarifies direction.  

c. Substitute teacher’s written communication and instructional materials are 

legible and neat. 

d. Substitute teacher uses the seating chart to address students by name.  

3. Substitute teacher speaks clearly and is understood by the students.  
a. Substitute teacher uses vocabulary that is understood by the group. 

b. Substitute teacher varies pace and enunciation as appropriate for the group.  

c. Substitute teacher’s oral communication is varied enough to maintain 

student interest.  

4. Substitute teacher’s written and verbal communication serve as a model 

 for Standard English.  

5. Substitute teacher’s communications are free of racial, ethnic, gender or 

 social class stereotyping.  
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V. Professional 

A. Substitute teacher assumes his/her responsibilities in accordance with 

 school and school corporation policies.  

1. Substitute teacher is punctual. 

2. Substitute teacher is aware of school and school corporation expectations. 

3. Substitute teacher follows procedures established by the school 

 corporation.  

4. Substitute teacher does not leave students unsupervised.  

5. Substitute teacher enforces school and district rules on campus and at 

 school-related off-campus activities.  

6. Substitute teacher performs responsibly when emergencies arise.  

7. Substitute teacher completes all supervisory and other non-classroom 

 assigned duties.  
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Appendix 
Absence and Substitute Management Quick Start Guide 

Schools List  

Map of School Locations 

Power Teacher  

Bullying Pamphlet 

BCSC E-Alert Notification Registration 

2020-2021 Payroll Schedule 

2020-2021 School Corporation Calendar 

 


