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Welcome   On behalf of Mitchell County Schools, I would like to welcome you and thank you for your willingness to substitute. Quality substitute teachers provided continued valuable instruction for our students in the absence of regular classroom teachers. This substitute handbook has been designed to include general information as well as policies and procedures. References to numerous board policies and procedures are included throughout this handbook. Our intent is to keep it as brief and concise as possible. Each individual school’s daily schedule varies as well specific duties that may be assigned. If you have any questions or issues that arise, please contact the principals at the individual schools. Again, we appreciate your dedication to the students of Mitchell County Schools and extend best wishes for a great year.



Sincerely,



Morgen Houchard, Ed. D. Assistant Superintendent
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Directory  of  Schools   Bowman  Middle  School   P.O.  Box  46   Bakersville,  NC    28705   (828)  766-‐3370  FAX:    (828)  688-‐6002   Mrs.  Stacie  Burleson,  Principal   Mrs.  Becky  Pate,  Secretary     Deyton  Elementary  School   308  Harris  Street   Spruce  Pine,  NC  28777  



(828)766-‐2070  FAX:    (828)  765-‐0052   Mr.  Gary  Moore,  Principal   Lisa  Calhoun,  Secretary     Gouge  Elementary  School   P.O.  Box  25   Bakersville,  NC    28705   (828)  766-‐2260  FAX:  (828)  766-‐2260  



Mr.  Colby  Calhoun,  Principal   Mrs.  Angel  Sparks,  Secretary     Greenlee  Primary  School   2206  Carter’s  Ridge  Road   Spruce  Pine,  NC    28777   (828)  766-‐2577  FAX:    (828)  766-‐9566   Mr.  Alan  English,  Principal   Mrs.  Sandy  Hall,  Secretary     Harris  Middle  School   121  Harris  Street   Spruce  Pine,  NC    28777   (828)  766-‐3340  FAX:    (828)  766-‐3340   Mr.  Brandon  Birchfield,  Principal   Mrs.  Sandy  Vaughn,  Secretary     Mayland  Early  College  High  School   P.O.  Box    547   264  Mayland  Drive   Spruce  Pine,  NC    28777   (828)766-‐3794    FAX:    (828)  765-‐0728   Mrs.  Martha  Dayton,  Principal   Mrs.  Vivian  Arrowood,  Secretary     Mitchell  High  School   416  Ledger  School  Road   Bakersville,  NC    28705   (828)766-‐3400  FAX:    (828)  688-‐4847   Mr.  Mark  Woody,  Principal   Mrs.  Tressa  Dayton,  Secretary   4    



 



General  Information  



 



  Contacts  from  each  of  the  schools  will  make  every  reasonable  effort  to  schedule  substitutes  as  far  in  advance   of  planned  teacher  absences  as  possible.    Because  some  teacher  absences  are  necessarily  unexpected,  you   may  be  contacted  by  school  officials  to  see  if  you  are  available  to  fill  in  on  short  notice.     Substitute  teaching  is  a  day-‐to-‐day  temporary  employment  assignment  in  Mitchell  County  Schools.    Substitute   teachers,  upon  accepting  assignments,  agree  that  they  are  hired  for  the  day  only  and  in  effect  resign  at  the   end  of  each  school  day.  Days  worked  are  not  cumulative  for  any  purpose  including,  but  not  limited  to,   seniority,  future  assignment,  retirement,  and  other  benefits  afforded  to  regular  employees.    Substitute   teaching  provides  no  expectation  of  regular,  routine,  predictable,  or  continued  employment  with  Mitchell   County  Schools.     Due  to  mandatory  training,  effective  the  2013-‐2014  school  year,  substitute  teachers  will  be  approved  one  time   each  semester.        



Rate  of  Pay    



Substitute  teachers  who  hold  a  current  NC  teaching  license  are  paid  at  a  rate  of  $91  per  day.    Substitute   teachers  who  do  not  hold  a  current  teaching  license  are  paid  at  a  rate  of  $70  per  day.  There  is  no  difference  in   the  rate  of  pay  for  long  term  substitutes  unless  they  are  under  an  interim  contract.    On  rare  occasions,   substitutes  are  employed  for  teacher  assistants.    Substitute  teacher  assistants  are  paid  at  a  rate  $7.25  per   hour.     Mitchell  County  Schools  requires  Direct  Deposit.    Deposits  are  made  into  your  account  on  the  last  business  day   of  each  calendar  month  unless  otherwise  specified.    For  the  first  payroll  period  you  will  receive  a  regular  paper   payroll  check  that  you  will  have  to  take  to  your  bank  to  deposit.        Future  checks  will  be  direct  deposited.   Please  note,  if  the  days  worked  by  substitutes  are  after  the  cutoff  date  for  payroll,  you  may  not  be   compensated  until  the  following  month’s  payroll.    A  copy  of  the  2013-‐2014  payroll  calendar  is  provided.    Due   to  possible  early  pay  dates  at  Thanksgiving  and/or  Christmas  these  dates  could  change.           5    



   



Duties  



                                                   



 



Make  sure  you  report  first  to  the  main  office  before  going  to  the  classroom  so  that  the  front  office  staff  knows   that  you  have  arrived.    You  will  be  given  a  “Substitute”  badge.    This  badge  should  be  worn  at  all  times  and   then  returned  to  the  office  at  the  end  of  the  day.  This  is  to  ensure  the  safety  of  our  students,  faculty,  and  staff.     Make  sure  you  understand  the  procedure  for  getting  in  contact  with  the  office  in  the  event  of  an  emergency.     At  the  end  of  the  day,  stop  by  the  office  on  your  way  out  of  the  building.   As  a  substitute,  you  are  expected  to  follow  lesson  plans  and  the  daily  schedule  as  outlined  by  the  teacher.        All   teachers  should  have  a  substitute  folder.    If  you  arrive  in  a  classroom  and  you  are  unable  to  find  lesson  plans,   please  contact  the  office  immediately.   You  are  expected  to  do  all  duties  assigned  to  the  teacher  for  whom  you  are  substituting.  Typically  teachers   complete  a  number  of  extra  non-‐instructional  duties  as  part  of  their  regular  workday.    Examples  of  duties   include  but  are  not  limited  to:  morning  and  afternoon  bus  duty,  cafeteria  duty  during  lunch,  hall  duty,  or   parking  lot  duty.     Substitutes  are  expected  to  maintain  a  neat,  orderly  and  safe  classroom.    Attendance  must  be  taken  in   accordance  with  school  procedures.           POLICY  AND  PROCEEDURES       Substitutes  are  to  conduct  themselves  in  a  professional  manner.  Dress  in  a  manner  that  sets  you  apart  from   students  and  is  businesslike.    As  a  substitute  you  are  often  making  a  first  impression  daily.    The  way  you  dress   will  make  a  difference  in  how  you  are  treated  by  students  and  staff.    You  may  see  teachers  that  dress  very   casually  but  you  must  remember  that  they  have  established  a  working  relationship  with  their  students  and  are   in  control  of  their  classroom.    If  you  have  concerns  about  another  teacher  or  administrator  then  you  should  address  them  appropriately.     Public  criticism  of  fellow  workers  is  unprofessional  and  harmful  to  the  interests  of  Mitchell  County  Schools  and   should  not  take  place.   All  student  information,  records,  events  are  confidential.    As  a  substitute  teacher,  you  will  have  access  to   information  about  students  and  families  that  is  both  legally  and  ethically  protected  and  confidential.     Educators  must  protect  the  privacy  and  confidentiality  of  their  students’  information.    Under  no  circumstances   6    



should  that  information  ever  be  disclosed  to  anyone  except  school  officials  who  have  a  legitimate  professional   need  to  access  it.         All  schools  are  tobacco  free.    School  policy  prohibits  the  use  of  tobacco  products  anywhere  on  campus.   Your  personal  cell  phones  may  be  used  during  times  that  you  are  not  supervising  students.    When  you  are  with   students  you  are  asked  to  refrain  from  using  cell  phones.     Discipline  Procedures:  If  there  is  a  need,  do  not  hesitate  to  ask  a  regular  classroom  teacher  for  help  with   minor  discipline  matters.    If  an  infraction  of  a  student  is  severe  in  nature  or  a  particular  student  is  repeatedly   disruptive,  this  may  warrant  a  visit  to  the  office.    In  this  case,  please  call  someone  in  the  office  and  ask  for   assistance  or  obtain  help  from  a  neighboring  teacher.    For  safety  purposes,  please  do  not  leave  a  class   unattended  unless  the  situation  is  deemed  an  emergency.     Emergency  Procedures:   •



Emergency  Evacuation  plans  are  located  in  each  classroom  beside  the  door.  



  Periodic  safety  drills  are  executed.    It  is  necessary  that  you  be  aware  of  these  events  and  your  responsibility  in  their   implementation.     •



FIRE  DRILLS  are  performed  monthly.    During  a  fire  drill,  you  are  responsible  for  escorting  your  students  to  the   nearest  available  exit  (refer  to  the  emergency  evacuation  plan  in  each  classroom)  and  to  the  school’s  designated   safety  zone.      Make  sure  all  students  have  exited  and  that  you  have  a  copy  of  their  teachers  class  list.    Shut  the   classroom  door  behind  you.    When  you  reach  the  designated  area,  you  should  check  to  see  that  all  students  are   present.    Any  missing  student(s)  should  be  reported  to  the  office  immediately.    After  the  drill  is  completed,   students  should  calmly  re-‐enter  the  building.  



•



EMERGENCY  EVACUATION:    Follow  the  same  procedure  as  with  a  fire  drill.    Students  will  quickly  be  loaded  onto   the  buses.    You  are  required  to  board  a  bus  and  vacate  the  school  premises  along  with  your  students.    Students   will  remain  on  the  bus  at  this  location  until  the  proper  action  has  been  taken.    NO  ONE  is  allowed  to  re-‐enter  the   building  until  the  situation  is  safely  resolved.  



•



LOCK-‐DOWN     Drills  are  performed  periodically.    In  the  event  of  a  lock-‐down,  the  following  will  take  place:       o



A  member  of  administration  will  announce  that  we  have  a  “Code  Red”  or  “Lock  Down”.   7  



 



o



Shut  the  classroom  door  immediately  (which  should  already  be  locked),  turn  off  the  lights,  gather  the   students  in  the  corner  on  the  same  side  of  the  room  as  the  door.    The  idea  is  to  position  the  students  at   an  angle  that  is  not  easily  visible  from  the  door  window.  



o



Located  beside  the  door  you  will  find  a  folder  labeled  with  the  classroom  number,    Inside  the  folder  are   two  green  cards  and  two  red  cards.    If  there  is  no  need  for  immediate  assistance  within  your  classroom,   slide  one  of  the  green  cards  under  the  door  into  the  hallway  and  post  the  other  one  in  the  window  to   the  outside  of  the  building.    These  actions  inform  authorities  that  everything  is  all  right  within  your   classroom.    If  assistance  is  required,  and  only  if  it  is  safe  to  do  so,  display  a  red  card  by  either  sliding  it   under  the  door  or  posting  it  in  the  window.  



o



Remain  quiet  and  still  once  you  and  your  students  are  in  position  .    DO  NOT  ATTEMPT  TO  LEAVE  THE   ROOM  OR  OPEN  THE  DOOR  UNTIL  AN  ANNOUNCEMENT  IS  MADE  BY  ADMINISTRATION  THAT  THE   DRILL  /EMERGENCY  IS  OVER.  



  •



Various  Other  Drills:    (such  as  Tornado/Severe  Weather)  Refer  to  the  Emergency  Procedures  Flip  Chart  located   in  each  room.      



                            8    



       



Calendars    



2013-‐2014  Payroll  Cutoff  Calendar  for  Mitchell  County  Schools    



PAYROLL CHECK DATE



ABSENCE CUT OFF



JULY    31st  



July  13th    



AUGUST  30th   SEPTEMBER  30th  



 



SEPTEMBER  14th  



OCTOBER  31st  



 



OCTOBER  12th  



NOVEMBER  29th  



 



NOVEMBER  9th  



DECEMBER  31st  



 



DECEMBER  7th  



JANUARY  31st  



 



JANUARY  11th  



FEBRUARY  28th  



 



FEBRUARY  8th  



MARCH  31st  



 



MARCH  15th  



APRIL  30th  



 



APRIL  12th  



MAY  30th  



 



MAY  17th  



 



JUNE  30th  



 



AUGUST  17th  



JUNE  14th  



 



   



2013-‐2014  School  Calendar  for  Mitchell  County  Schools     o Please  visit  the  Mitchell  County  Schools’  website  at  www.mcsnc.org  for  the  2013-‐2014  School   Calendar.  Updates  will  be  posted  to  reflect  date  changes  that  occur  as  a  result  of  school   closures  .   9    
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Confirmation  of  Receipt  Form    



   



   



 



  _______________________________________                                                          ____________________________________   NAME    



 



 



 



 



 



 



SOCIAL  SECURITY  NUMBER  



  _________________________________________________________________________________________   Address     _______________________________________   Phone       I  certify  that  I  have  received  the  required  substitute  training  and  have  been  given  a  copy  of  the  Mitchell  County  Schools’   Substitute  Handbook.    This  handbook  explains  the  expectations  of  the  job  for  me.     _________________________________________________                __________________________________   SIGNATURE  



 



 



 



 



 



 



DATE  



 



  11    



























[image: Substitute Teacher Packet.pdf]
Substitute Teacher Packet.pdf












[image: Substitute Teacher Application.pdf]
Substitute Teacher Application.pdf












[image: Substitute Teacher memo.pdf]
Substitute Teacher memo.pdf












[image: substitute teacher handbook 20152016  Accounts]
substitute teacher handbook 20152016 Accounts












[image: New Substitute Teacher Orientation Tips]
New Substitute Teacher Orientation Tips












[image: Substitute Teacher Orientation Dean Information ...]
Substitute Teacher Orientation Dean Information ...












[image: Vaughn Substitute Teacher Survey Questionnaire.pdf]
Vaughn Substitute Teacher Survey Questionnaire.pdf












[image: Substitute teacher 17-18.pdf]
Substitute teacher 17-18.pdf












[image: 225 Substitute Teacher 3-19-12.pdf]
225 Substitute Teacher 3-19-12.pdf












[image: Substitute Teacher Orientation Dean Information September 28, 2015 ...]
Substitute Teacher Orientation Dean Information September 28, 2015 ...












[image: Limited Short-call Substitute Teacher Workshop Flyer.pdf  ...]
Limited Short-call Substitute Teacher Workshop Flyer.pdf ...












[image: Download Basic Lesson Plans for the High School Substitute Teacher ...]
Download Basic Lesson Plans for the High School Substitute Teacher ...












[image: 405.1 Substitute Teacher Compensation (GCB) 1.26.pdf  ...]
405.1 Substitute Teacher Compensation (GCB) 1.26.pdf ...












[image: KN Substitute Teacher Handbook 2014-2015.pdf]
KN Substitute Teacher Handbook 2014-2015.pdf












[image: Substitute Teacher Application Process (1).pdf]
Substitute Teacher Application Process (1).pdf












[image: I mcs-041 I]
I mcs-041 I












[image: mcs steel - Settrade]
mcs steel - Settrade












[image: Substitute App.pdf]
Substitute App.pdf












[image: Substitute Unsatisfactory Evaluation Form]
Substitute Unsatisfactory Evaluation Form












[image: Substitute Application.pdf]
Substitute Application.pdf












[image: 2) MCS-042]
2) MCS-042












[image: I mcs-041 I]
I mcs-041 I












[image: Substitute Application.pdf]
Substitute Application.pdf















MCS Substitute Teacher Handbook.pdf






Page 3 of 11. 3. Welcome. On behalf of Mitchell County Schools, I would like to welcome you and thank you for. your willingness to substitute. Quality substitute teachers provided continued valuable. instruction for our students in the absence of regular classroom teachers. This substitute handbook has been designed to ... 






 Download PDF 



















 273KB Sizes
 1 Downloads
 236 Views








 Report























Recommend Documents







[image: alt]





Substitute Teacher Packet.pdf 

Page 1 of 40. Page 1/2 One Promise: The best education for all for life. 2015-2016 jb. WESTBROOK SCHOOL DEPARTMENT. 117 Stroudwater Street ...














[image: alt]





Substitute Teacher Application.pdf 

**Baxter Academy does not discriminate in the operation of its education and employment policies, and will. honor all appropriate laws related to discrimination ...














[image: alt]





Substitute Teacher memo.pdf 

There was a problem previewing this document. Retrying... Download. Connect more apps... Try one of the apps below to open or edit this item. Substitute ...














[image: alt]





substitute teacher handbook 20152016 Accounts 

If you have any questions, please contact our Human Resources Hotline at ... resource center, or you may check it out at the A.V. department located in the.














[image: alt]





New Substitute Teacher Orientation Tips 

during the free periods of your work day. Remember to pick up your schedule and to cover all classes assigned. Do call security to escort students to the Dean's ...














[image: alt]





Substitute Teacher Orientation Dean Information ... 

Page 1. Substitute Teacher Orientation. Dean Information. September 28, 2015. IMPORTANT PHONE NUMBERS. Contact. West. North. Front Desk. 2842. 2306.














[image: alt]





Vaughn Substitute Teacher Survey Questionnaire.pdf 

Office phone numbers: Clerk: 24202 Health Clinic: 24204 Secretary: 24201. 1. Were you greeted and treated in a friendly manner? 2. Was the sub folder and ...














[image: alt]





Substitute teacher 17-18.pdf 

Page 1 of 1. METHOW VALLEY SCHOOL DISTRICT. SUBSTITUTE TEACHER JOB POSTING. Open until filled. SUBSTITUTE TEACHER. DESCRIPTION. Substitute teachers perform the tasks of managing the classroom and instructing. students when the regular classroom teach














[image: alt]





225 Substitute Teacher 3-19-12.pdf 

Sign in. Page. 1. /. 1. Loadingâ€¦ Page 1 of 1. CODE: 225. SUBSTITUTE TEACHER. It is the policy of the member districts of the Chittenden East Supervisory Union #12 to employ. substitute educators who meet the qualifications outlined by State Board o














[image: alt]





Substitute Teacher Orientation Dean Information September 28, 2015 ... 

Sep 28, 2015 - Cell Phones/Audio Devices/Laptops. â—‹ Students may not use ... Students are all issued Chromebooks for school use. If this is not part of the ...














[image: alt]





Limited Short-call Substitute Teacher Workshop Flyer.pdf ... 

Page 1 of 1. Limited, Short-Call Substitute Teacher Workshop. This 2-day workshop is for people with a non-education 4-year Bachelor degree, from an.














[image: alt]





Download Basic Lesson Plans for the High School Substitute Teacher ... 

Book Synopsis. This is the perfect language arts book for the substitute high school teacher, or the full-time teacher who needs sub plans on hand for administrators. The plans are clear, simple, fun, and self-contained. There is no need for addition














[image: alt]





405.1 Substitute Teacher Compensation (GCB) 1.26.pdf ... 

405.1 Substitute Teacher Compensation (GCB) 1.26.pdf. 405.1 Substitute Teacher Compensation (GCB) 1.26.pdf. Open. Extract. Open with. Sign In. Main menu.














[image: alt]





KN Substitute Teacher Handbook 2014-2015.pdf 

Address/Phone/Direct Deposit .... School Addresses and Phone Numbers/Office Hours/Inclement Weather. ... KN Substitute Teacher Handbook 2014-2015.pdf.














[image: alt]





Substitute Teacher Application Process (1).pdf 

There was a problem previewing this document. Retrying... Download. Connect more apps... Try one of the apps below to open or edit this item. Substitute Teacher Application Process (1).pdf. Substitute Teacher Application Process (1).pdf. Open. Extrac














[image: alt]





I mcs-041 I 

MCS-041 : OPERATING SYSTEMS. Time : 3 hours ... (a) Discuss the linked and index file allocation schemes. Which allocation scheme is used in UNIX OS? 10.














[image: alt]





mcs steel - Settrade 

Sep 28, 2017 - CEO à¸„à¸™à¹ƒà¸«à¸¡à¹ˆ à¸„à¸·à¸à¸„à¸™à¹€à¸�à¹ˆà¸²à¸—à¸µà¹ˆà¹€à¸‚à¹‰à¸²à¹ƒà¸ˆà¸˜à¸¸à¸£à¸�à¸´à¸ˆ. à¹€à¸£à¸²à¹„à¸”à¹‰à¸¡à¸µà¹‚à¸à¸�à¸²à¸ªà¹€à¸‚à¹‰à¸²à¸žà¸š à¸”à¸£. à¸ªà¸¡à¸žà¸‡à¸©à¹Œ à¹€à¸¡à¸˜à¸²à¸ªà¸–à¸´à¸•à¸¢à¹Œà¸ªà¸¸à¸‚ à¸›à¸£à¸°à¸˜à














[image: alt]





Substitute App.pdf 

Page. 1. /. 1. Loadingâ€¦ Page 1 of 1. Page 1 of 1. Substitute App.pdf. Substitute App.pdf. Open. Extract. Open with. Sign In. Main menu. Displaying Substitute App.pdf. Page 1 of 1.














[image: alt]





Substitute Unsatisfactory Evaluation Form 

Exhibit - Unsatisfactory Performance Report for Substitute Teachers. The following areas are a concern for. School for the substitute named below. Substitute's ...














[image: alt]





Substitute Application.pdf 

Sign in. Page. 1. /. 1. Loadingâ€¦ Page 1 of 1. Page 1 of 1. Substitute Application.pdf. Substitute Application.pdf. Open. Extract. Open with. Sign In. Details. Comments. General Info. Type. Dimensions. Size. Duration. Location. Modified. Created. Op














[image: alt]





2) MCS-042 

COMPUTER NETWORKS. Time : 3 hours ... (a) Consider the following network with the indicated link cost. ... Explain with the help of a diagram. 10. (b) Discuss ...














[image: alt]





I mcs-041 I 

MCS-041 : OPERATING SYSTEMS. Time : 3 hours ... following types of operating systems : (i). Batch. (ii) ... ordering in a distributed system with an example. 6.














[image: alt]





Substitute Application.pdf 

race, color, religion, national origin, age, sex, gender identity, sexual orientation,. housing status, or disability in admission to, access to, employment in, or.


























×
Report MCS Substitute Teacher Handbook.pdf





Your name




Email




Reason
-Select Reason-
Pornographic
Defamatory
Illegal/Unlawful
Spam
Other Terms Of Service Violation
File a copyright complaint





Description















Close
Save changes















×
Sign In






Email




Password







 Remember Password 
Forgot Password?




Sign In



















Information

	About Us
	Privacy Policy
	Terms and Service
	Copyright
	Contact Us





Follow us

	

 Facebook


	

 Twitter


	

 Google Plus







Newsletter























Copyright © 2024 P.PDFKUL.COM. All rights reserved.
















