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FPS Mission Statement:

Every student will leave the Fayetteville School District with a full understanding of his or her potential and the skills necessary to be successful in an ever-changing, global society.

Welcome to FPS:

We at Fayetteville Public Schools (FPS) extend a hearty welcome to you as you begin your substituting career.  We are happy to offer this information designed especially to help you in your substitute experience.  
YOU MATTER!

Substitute teachers are responsible for teaching 

OVER ONE FULL YEAR of every child’s K-12 education.

“The task of the substitute teacher is not easy.  It requires a special kind of ingenuity and self-confidence.  But the good substitute is a vital link in the chain of a child’s learning experience.”

National Education Association, How to be a Good Substitute Teacher.

I. General Information:
a. Placement on the Substitute Roster for new subs

i. TB test (within the past 90 days)

ii. $22 check made payable to FPS for background check

iii. $10 check made payable to FPS for the child maltreatment central registry check

iv. Copy of driver’s license and social security cards

v. Completed substitute packet at orientation

vi. Copy of college transcript/degree or Arkansas teaching license (optional)

b. Placement on the Substitute Roster for returning subs

i. TB test (within the past 3 years)

ii. Completed change form at orientation

c. Procedure for assignment

i. Call AESOP 1(800)942-3767

ii. Log on to www.aesoponline.com
iii. Accept AESOP phone calls

d. Pay information for Substitute teachers

i. Daily compensation        

	Substitute Teachers: 

	High School Diploma 
	$60 per day

	College Degree, Not Certified Teacher 
	$70 per day

	Certified Teacher (Arkansas Certification)
	$80 per day

	31 or more consecutive days in the same position (retroactive to the first day) and the substitute is fully certified to teach in the position (Arkansas Certification) 
	$130 per day

	Half Day Substitute will be paid at half of the daily rate 
	½ Daily Rate

	Substitute Support Staff: 

	Pay rate is paid at an hourly rate 
	$8.00 per hour 


ii. Checks are cut the last day of each month.  If the end of the month falls on a weekend, then payday will be the Friday before.

iii. Direct deposit is available.  If a substitute has direct deposit, he/she will receive payment on the day before regular paychecks are issued.  Direct deposit takes one payment cycle before becoming activated.  

iv. Substitutes are paid according to the time that is turned in.  All “time” turned in from the 15th to the 15th will be paid on the last day of the month. For example, if a substitute works on the 15th of August and on the 15th of September they will be paid September 30th for those days. 
v. Substitutes are members of Arkansas Teacher Retirement System (ATRS).

vi. Substitutes are eligible to participate in Tax Sheltered Annuity (TSA) companies approved by the district.
e. Employment Status

i. Substitute teachers are not considered full-time or part-time employees.  

ii. You are not eligible for health benefits, fitness center membership, etc.
iii. If a substitute is no longer interested in providing services to the FPS, he/she should inform Human Resources at (479)444-3000.

iv. A substitute may be removed from the approved list or facility by the Director of Human Resources without notification or justification to the substitute.

v. All substitutes for FPS must work at least 5 times per month to remain an active substitute.

II. Administrative Policies:
a. Time schedules for school sessions

Elementary: 8:00-3:00

Owl Creek Elementary/Middle School:  7:50-2:50

Holt Middle School:  7:40-2:45

McNair Middle School:  7:40-2:50
Junior High: 8:25-3:30

Senior High: 8:20-3:45
Note:  In all elementary schools, planning time is provided while students attend specialty classes i.e. PE, music, or library.

In all secondary schools (Middle through High School), one planning period is provided during which substitutes shall remain available. 

b. Student safety

i. No student shall be dismissed from class before regular dismissal time without authority from the school office.

ii. No student shall be allowed to leave school with another person during the school day without authority from the school office.

c. Confidentiality Agreement

i. Substitutes shall not furnish any list of pupils, parents, or teachers to any outside organization or individual without the approval of the facility supervisor.

III. Your Day at a Glance:
a. Preparing for the day

i. Check in at the front office to receive instructions regarding your assignment.

ii. Familiarize yourself with the building/neighbors.

iii. Familiarize yourself with the classroom.

iv. Review any lesson plans left by the teacher and secure all handouts, books, or other materials necessary.

b. Substitute survival 101

i. The nature of the substitute teacher’s service may vary according to the day’s assignment and the administration of the individual facility.

ii. The specific duties include the following:

1. Teach to the best of your ability.  It is important that lesson plans be followed to ensure that the students’ learning environment is disrupted as little as possible.

2. Additional duties may be required.  It is important to inquire with the facility supervisor as to any extra duties that may be expected of you.

3. Maintain neat and accurate records of the day’s activities.

4. Maintain control of the classroom at all times.  If you need assistance, ask for it.

5. Discipline is accordance with the FPS discipline policy:  www.fayar.net; Human Resources; District Policies; Policy 5.17.

6. Comply with state policies:  time of arrival; remaining after school; preparing required records; and reporting accidents to the office.

7. Practice professional ethics in all relationships with student, parents, teachers, and community.

8. Report to the teacher any pertinent information concerning procedures used or assignments made.  (Notes can be left to the teacher through AESOP.)

IV. Do’s and Don’ts of Classroom Management:
a. Do’s:

i. Do ask about extra duties.

ii. Do be well-groomed.

iii. Do be interested and enthusiastic.

iv. Do introduce yourself to the class and write your name on the board.

v. Do be self-confident as you go into the classroom.

vi. Do learn as many of the student’s names as possible, if the assignment is for an extended period of time.

vii. Do be professional and ethical at all times in attitude and relationships with students, staff members, and parents.

viii. Do remember that all student and personnel records are confidential.

ix. Do read and follow instructions in school bulletins.

x. Do see that the room equipment and paperwork are left in order.

b. Don’ts:

i. Don’t discuss or present information regarding your personal life or personal beliefs to students.

ii. Don’t discuss individuals of one school with others or discuss information regarding schools with other schools.

iii. Don’t discuss teachers or students with anyone other than the principal.

iv. Don’t start too much new work that may not relate to the regular teacher’s plans unless the substitute’s services will be required for an extended period of time.

v. Don’t hesitate to seek information as needed from the other teachers and the principal, rather than depending too much on the students for information.

vi. Don’t forget to return filmstrips, science equipment, library books, or other borrowed materials to their appropriate places.

vii. Don’t leave the school premises with the student or make any changes in the regular school program without notifying the principal.

viii. Don’t leave school early, even if there is a free period at the close of the school day. 

V. Dr. Ginott’s (child psychologist) Methods on Discipline:
a. Examples of teachers using inappropriate discipline
i. Lose their tempers. Example: Resort to shouting, slamming books, and using verbal abuse. 
ii. Resort to name calling. Example: “You are like pigs!” “Clean that up!” 
iii. Insult students’ character. Example: “Johnny, you are nothing but lazy!” 
iv. Demonstrate rude behavior. Example: “Sit down and shut up!” 
v. Overreact. Example: Mary accidentally drops a stack of papers that she is handing out. Teacher: “Oh for heaven’s sake ~ can’t you do anything right?” 
vi. Display cruelty. Example: “Watch carefully on your way home from school, Jack. You’re a little bit short on brains.” 
vii. Punish all for the sins of one. Example: “Since certain people can not listen, we will all miss the next recess.” 
viii. Threaten. Example: “If I hear one more voice, we will all stay in at recess.” 
ix. Back students in a corner. Example: “What are you doing? Why are you doing that? Don’t you know any better? Apologize at once!” 

b. Examples of teachers using appropriate discipline
i. Recognize feelings. Example: “I can see that you are angry because you have to stay after school.” 
ii. Describe the situation. Example: “I see coats all over the closet floor. They need to be hung up.” 
iii. Invite cooperation. Example: “Let’s all help to be quiet so we can go to the puppet show.” 
iv. Be brief. Example: “We do not throw paper.” 
v. Don’t argue. Stick to a decision, but remain flexible enough to change it if you are wrong. Arguing is always a losing proposition. 
vi. Model appropriate behavior. Always show through example how you want your students to act. 
vii. Discourage physical violence. Example: “In our class, we talk about our problems. We do not hit, kick or pull hair.” 
viii. Do not criticize, call names, or insult. Example: A child interrupts the teacher’s conversation. Teacher: “Excuse me. I will be with you as soon as I am finished with this conversation.” 
ix. Focus on solutions. Example: “I am seeing unsportsmanlike conduct on the playground. What can we do about that?” 
x. Give choices. Example: “You may remain at your desk and quietly do spelling, or you may sit by yourself in the back of the room.” 
