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EQUAL OPPORTUNITY IN FLOWING WELLS SCHOOL DISTRICT

SCHOOLS

Title VI of the Civil Rights Act of 1964, Title IX of the Educational Amendments of
1972, and Section 504 of the Rehabilitation Act of 1973 carry the notice require-
ment requiring the Flowing Wells School District (FWSD) policy of nondiscrimina-
tion.

FWSD is committed to a policy of nondiscrimination in relation to race, color, re-
ligion, sex, sexual orientation, gender identity, gender expression, age, national
origin, and disability. This policy will prevail in all matters concerning staff mem-
bers, students, the public, educational programs and services, and individuals
with whom the Board does business.

Questions, complaints, or requests for additional information regarding the
Americans with Disabilities Act (ADA) and Section 504 may be forwarded to the
designated ADA and Section 504 compliance coordinator.

Dr. Kim Parkinson
1556 W. Prince Road
Tucson, Arizona 85705

(520) 696 -8825
Monday through Friday
8:00 a.m. to 5:00 p.m.

This notice is available from the ADA and Section 504 compliance coordinator in larger print
and on audio tape.
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Welcome to Flowing Wells!

Thank you for choosing to be a Guest Teacher with the Flowing
Wells School District. This manual is provided to assist you in
being a successful Guest Teacher. Please read and understand
the contents. The contents are arranged to help you find answers
to situations which you may encounter as you guest teach in the
schools of this district.

It is also intended that the manual will serve to encourage an
overall improvement of guest teaching with the district. The pro-
cedures and techniques mentioned should assist you in doing a
better job and make your work more satisfying for you and the
students you teach.

As a guest teacher you are a role model! Your services are valued
and your job is to ensure the continuity of quality education. You
are the leader in the classroom. You are the adult who has been
hired to care for and help every student in your classroom. What
you do, what you say, what you wear, and your tone of voice, will
all be analyzed and reported upon. Most importantly your inter-
action with our students shapes how they view adults in the

world.
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Thank you for being a part of our
team!




Flowing Wells Schools

Centennial Elementary

2200 W. Wetmore Rdfi 696-8201
Kristy Dale, Principal

Judy Lopez, Admin Asst.

Homer Davis Elementary
4250 N. Romero Rdfi 696-8251
Lyle Dunbar, Principal

Robin Mirlocca -Carson, Admin Asst

Walter Douglas Elementary
3302 N. Flowing Wells Road -696-8301
Tamara McAllister, Principal
Elyse Adams, Asst Principal

Barbara Elston, Admin Asst.

Flowing Wells Junior High

4545 N. La Cholla Blvd-696-8552
Chad Miller, Principal

Chris Nogami, Asst to the Principal
Erin Kearney, Asst Principal

Deb Stiltner, Admin Asst

Flowing Wells High School

3725 N. Flowing Wells Road -696-8001
Jim Brunenkant, Principal

Rebecca Hurst, Asst Principal

Josef Torres, Asst Principal

Alberto Ranijel, Asst Principal

Amy Taylor, Admin Asst

J. Robert Hendricks, Elementary
3400 W. Orange Grove Road -696-8401
Allan Schmidt, Principal

Darlene Jones, Admin Asst

Laguna Elementary
5001 N. Shannon Road696-8451
Jacqueline Camacho, Principal

Lisa Stewart, Admin Asst

Richardson Elementary
6901 N. Camino de la Tierra -696-8501
Henry Linker, Principal

Kathy Hupp, Admin Asst

Sentinel Peak High School
4125 W. Regency Plaza St.-696-8900
Dax Valles-Wallace, Principal

Shannon Hejl, Admin Asst

Emily Meschter Early Learning Center
4605 N. La Cholla Blvdfi 696-8909
Dr. Susan Shinn, Director

Leticia Granados, Admin Asst




Requirements to Guest Teach

:q Valid Arizona teaching certificate or a substitute certificate (registered with the
Office of the Pima County Superintendent of Schools)

1 Valid fingerprint clearance card.

- 1 Immunization verification of two MMR (measles, mumps and rubella) immuniza-

tions.

3 Reference letters.

2 Forms of identification.

Complete an on -line application.

Interview for the position.

Complete orientation and guest teacher documentation.

Complete the Safe School Training.
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: The Arizona teaching certificate allows you to guest teach an unlimited number of
- days each school year. A person holding a substitute certificate shall be lim-
- ited to teaching 120 days in the same school each school year.

: For more information on requirements for teaching and substitute certificates,
: please contact:

Az Dept of Education, Tucson Teacher Certification Unit :
P.O. Box 6490, Phoenix, AZ 85005 6490 A Telephond367 (6 O§2 ) 542
Website: ADE.AZ.GOV/CERTIFICATION .

: Flowing Wells will do their best to notify you before your expiration dates, however
‘it is the sole responsibility of the guest teacher to keep track of their expirations

- dates on their Certificate and Fingerprint card. Once your documents expire, you

- will no longer be able to guest teach in a classroom until documents have been re-
- newed.

: Employment of any individual as a guest teacher is solely at the discretion of the Dis-
trict. Placement of an individual on the guest teacher list does not assure employ-
ment.

Itis the responsibility of the Guest Teacher to keep the district informed as to
: his/her availability. If you accept a permanent position, are moving out of town,
: etc, please notify the Substitute Coordinator at 696 -8824.



Salary Rates
Effective Janary 1, 2017

Certified Substitute Teacher Compensation

$ 85.00 per day, half day $ 42.50
$100.00 per day after 40 assignments. (per school year)
$130.00 per day for long term assignments. (20 days or more)
$100.00 per day for FWSD retired teachers.

3.5 hours or less is considered a half day.

**As of January 1, 2017, the District will no longer count days subbing in a suf
port staff position towards the 40th day increase**

Support Substitute Compensation

$ 12.00 per hour
Special Education TA | & Il, Special Education Early Childhood TA, Instruc-
tional Assistants, Health Office Assistants, Library Technicians and Front Offig

Tuition Based Preschool Compensation

$100.00 per day
$130.00 per day after 40 assignments (per school year)
$160.00 per day for long term assignments. (20 days or more)

$130.00 per day for FWSD retired teachers.




Responsibilities of a Guest Teacher

Arriving at the school site: Arrive at the school site 30 minutes prior to the first
class. Absence Management has added the 30 minutes to the start time of assignments.

Absence Management may have notes and or lesson plans attached to the assignment on
the web page. These notes give important information regarding the assignment. Please
be sure to check if notes are attached.

Upon arrival at the school, you are to report to the front office to obtain details about the

teaching assignment. This information is given by the Administrative Assistant. The nec-

essary information will be given to you concerning lesson plans, general procedures, play-
ground duties, lunchroom duties, studentsd re
dures to be followed in case of an emergency.

You will obtain the necessary keys, student absence folder, a schedule of classes, a guest
teacher feedback form and a map of the campus. In addition, you will be notified about
any departures from the usual daily schedule.

Clock in using the TimeClock Plus system that is located in the lounge.

Read all notices on the office bulletin board
up messages or announcements. Mail addressed to the teacher should be left in the
box.

Introduce yourself to the neighboring teacher who can help you during the day. If you
have any questions, the principal, administrative assistant or neighboring teacher will be
happy to help you. We want your Guest Teaching experience to be a good one.

NOW YOUGOGRE I N THE !ICLASSROOM

When the students arrive, introduce yourself, write your name on the board and smile!
Your day with the students has begun. Make it a good one.

Students must be under your supervision at all times.
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The information you need is usually kept in one place by the regular teacher. This infor- .
mati on should be in a 0Substitute Folder 6. Ch

trooms,

eck wit

neighboring teacher for the following i f not E)resent

seating charts, schedule for specials such as library, computer lab, music, P.E., a list of .
reading lab students, student helpers, recess schedule, discipline procedures, special
seating for assembilies, fire drill instructions, etc.

At no time are you expectedto 0 wi n g Teachers work very hard putting lesson plans
together. Please execute them to the best of your ability. There will be times when it is

not possible to follow the lesson plans to the letter or you have completed all the work with
time to spare. At times like this it is a good idea for you to be prepared with activities that
will keep the students engaged.

If there is no seating chart, make one! This way you can familiarize yourself with the stu-
dents by name and will help to prevent discipline problems from developing.

Rapport with the students should be established quickly. A pleasing genuine, but firm

approach and adherence to the established routine of the classroom will help ensure a re-

lationship of shared respect with the students. Begin each class as soon as the bell rings.

A prompt, organized beginning wil!/l project an

oin cha



Attendance: Attendance is done on the computer. Please do not take attendance on pa-
. per and turn it in. Attendance must be done on the computer.

* When you first meet the administrative assistant at the beginning of the day, he/she will

- give you instructions on taking attendance. The instructions are self explanatory and the

. program is user friendly. Please keep the usernames and passwords hidden from stu-
- dents. If you have trouble, please call the front office or ask your neighboring teacher for
. help.

- The best time to take attendance is when the students are doing their bell work. If you click
: on the second chair, pictures of all the students will appear make taking attendance much
- easier.

- Please see the handout in your folder for instruction.

Supervision :  Students should be under your supervision atalltimes . Aclassis
: never left unattended. If any emergency arises which necessitates you leaving the room,

step to the nearest classroom and ask for assistance from your neighboring teacher, or call

the front office. There are phones in each classroom.

: Discipline _: Corporal punishment will not_be used at the Flowing Wells School Dis-

. trict.

- Discipline problems are less likely to surface if the students are kept busy and if you are
- well prepared. The principal or neighboring teacher is available as a resource to you if
: needed in cases of serious discipline problems. Never use any physical force.

- At the High School and Junior High level, you will call security to have a student removed
: and escorted to the front office. Never send a student to the front office because they likely
- wont make it there.

At the Elementary School level, you will give them three warnings and then call the front
. office to have someone escort the student to the principals office.

: Classroom Activities: Classroom materials and supplies should be used with discre-
- tion due to the fact that they are budgeted items. All teaching materials, library materials,
. audio -visual aids, etc., should be properly cared for and left in an orderly fashion.

Money : All money that is collected for any purpose should be turned over to the adminis-
: trative assistant at the end of the day, along with an accurate report of who paid what...for
: what.

: Computers : Computers in the classrooms  must be used only to conduct official school
:business and to further the districtds educational

: Profane Language: Profane language is never tolerated. This includes addressing the
: students as being idiots, morons, stupid or telling them to shut up.
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Student Teachers:

: If you are assigned to a classroom in which a student teacher is scheduled to teach, you are
- to remain on duty in the classroom and assist the student teacher.

: Dress Code: Keep in mind that students will react to the model you present. This will
establish a mood of respect and discipline among the students.

Shorts, tank tops, yoga pants and mini -skirts are not approved.

If you are working at the preschool, please dress comfortable and bring a hat and water.
: There is a lot of outside play.

* If you are working in a special education classroom, please dress comfortable because you
- will be on the floor working with children.

- If you are working in a P.E. class, please dress comfortable and bring a hat and water for
: outside activities.

- Cell Phones : Do not use your cell phone during instruction time. Use your cell phone
: during passing periods and at lunch. Using cell phones during class time could result in
- being removed from the guest teaching list.

- Check with the neighboring teacher or administration on students use of cell phones. At
: no time should you take a cell phone from a students because you are then responsible for
: that phone. If discipline problems arise, call security or the front office.

Emergency Procedures: Be prepared to handle emergencies at any time with mini-
: mum confusion. Procedures differ through out the district, depending on whether you are

- at an elementary, junior high or high school. To safeguard students and staff regard all

: body fluids as potentially infectious. Avoid direct contact if possible, wear gloves, wash
hands thoroughly and report injuries to the nurse immediately.

At various times throughout the year, fire and other emergency drills may
: conducted. Such drills are preceded by a siren or announcement over the
- school intercom. When such a drill is announced you should:

1 Remain Calm

1 Inform the students of the drill, while demanding their silence and cooperation.
1 Conduct your class to the evacuation point in an orderly manner.
1

Permit students to re  -enter only upon administrative clearance.



: Releasing a Student: UNDER NO CIRCUMSTANCES SHOULD A CHILD BE RE-
: LEASED WITHOUT PERMISSION OF THE OFFICE (PRINCIPAL/ADMINISTRATIVE ASSIS-
: TANT)

- At the Junior High and High School level, when the bell rings, the students are dismissed.

: At the Elementary level is where confusion could escalate! At the beginning of the day, clar-
. ify with the front office how dismissal at the end of the school day is handled. All schools
- dismiss differently.

- Dismissal instructions should be included in the guest teacher folder, but changes can hap-
- pen before and at the end of the day. Do not deviate from the dismissal instructions unless
: you get notified by the front office.

* If a person not connected with the school seeks information about a child, or permission to
take the child from the room, refer that person to the school office. You will be notified of
. the decision.

Before leaving for the day: The arrival and departure times for teachers vary from
: school to school and you will be expected to observe the rules of the district and the school
- at which you are Guest Teaching regarding the length of your day.

Before leaving school, take the time to complete your feedback to the regular teacher. The
: information that you leave is just as import as the lesson plans they leave for you. You may
want to let the teacher know that you enjoyed subbing for them and if they need a sub
again, you would like to be called.

: You should return the keys (after closing and locking the doors and windows.) Turn in any

+ school materials which have been given to you during your assignment and ask if you are

: needed to return the next school day. The classroom and the students desks should be left
. in good order. Some teachers report that their classrooms were left better than when they

- left.

DONGT FORGET TO CLOCK OUT AT THE F'_;ND OF

Don’t
FORGET!

—
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+ Injuries on the job: While in the normal course of duties you become injured, re-
: port it immediately to the nurse and principal. If medical treatment is necessary, an

. injury report must be completed by the nurse and you will be directed where to seek

: treatment. Without this report, injury claims may not be processed.

: Lunch:  You can purchase your lunch in the school cafeteria. The costis $ 3.50 or

. you can bring your lunch from home and join the rest of the faculty in the staff dining

: room. Thisis a great time for you to introduce yourself and pick -up future guest teach-
- ing assignment

oz
23
@ﬁ Retirement: A Guest Teacher does not qualify for membership in the Arizona State
;. Retirement System, so no funds are withheld from your paycheck.

Exception: A Guest Teacher who works 20 hours a week for 20 weeks in a fiscal year
qualifies for membership in the Arizona State Retirement System. Funds will be with-
. held from your paycheck.

Retired Teachers Returning to Work:

: Please Note: Beginning July 1, 2012, the Alternate Contribution Rate (ACR) is 9.49% for

. all retirees returning to work. By Arizona state law, the ACR will be applied to the com-

pensation or gross salary of an ASRS retiree who returns to work for Flowing Wells

School District in any capacity and for any number of hours. The 9.49% ACR will be
. split between the employee and Flowing Wells School District. The ACR applies to all
: ASRS retirees regardless of when they retire, when they return to work, or how long they

. wait before returning to work. The ACR rate is determined by ASRS on an annual ba-

: sis. The Flowing Wells School district will cover this contribution.

Sick Leave: To be determined.

Flowing Wells Unified School District is a tobacco free environment
and it is prohibited on any district property.



Professional Ethics:

Confidentiality . Many records are of a confidential nature. They are maintained in or-

der to provide information on child growth and development for the professional staff. It is

i mportant that you keep al/l information confidenjfgi al €
names to anyone not employed or retained by the i stri
rights.

Understanding: Guest teaching provides a unique opportunity to experience, from the
inside, the day -to-day operation of schools, and as a result, gain confidential information
about teachers/staff. Therefore, it is important that you are cautious about:

9 Criticizing teachers for whom you substitute

1 Finding fault with schools in which you work.

1 Making uncomplimentary comparisons between schools.
1

Discussing the grades or class work of students you teach, except when it may be
complimentary or when asking for professional assistance.

Responsibility: Guest Teachers are expected to maintain the same ethical standards as
regular members of the Flowing Wells Teaching Faculty. For example, as members of the
educational profession, teachers are expected to be honest and to use their specialized
knowledge, gained through years of higher learning, to help students to become working
and effective citizens.

Mandatory Reporting: Follow your training guidelines and procedures to make a
mandatory report. You are required by law to follow this procedure A.R.S. § 13 -3620.
The purpose of this Arizona State law is to ensure the safety of children.

Penalties for failing to report:

T Class 6 felony to fail to
which are sex offences

1 Misdemeanor to fail to report physical injury, child
abuse and neglect

A person who furnishes a report is immune from any civil or criminal liability unless the
person acted with malice.

All necessary phone numbers and paperwork are available in the front office of each
school site.




Guest Teacher Feedback  : Very Important! At the end of your assignment, be sure to
fill out the guest teacher feedback form for the regular teacher. This report should indicate

work that you covered, the homework that was assigned, discipline problems, outstanding
students, etc. A Guest Teacher Feedback form is provided each time you accept an assign-

ment. This form is to be completed at the end of the day. The communication you leave for
the regular teacher is as important to them as the guidelines they leave for you.

You can leave the feedback on Absence Management or complete the form.

Absence Management
For

A | Available Jobs History F Preferences Frontline Support
June 2017 July 2017 August 2017
SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
1 2 3 1 1 2 3 4 5
4 4 5 6 7 9 10 2 3 4 5 6 7 8 6 7 8 9 10 11 12 »
11 12 13 14 15 16 17 9 10 11 12 13 14 15 13 14 15 16 17 18 19
18 19 20 21 22 23 24 16 17 18 19 20 21 22 20 21 22 23 24 25 26
25 26 27 28 29 30 23 24 25 26 27 28 29 27 28 29 30 31
30 A

Absence Management

Former! p

#&  Available Jobs History Feedback Preferences Frontline Support

Leave Feedback Feedback that | left

Feedback may be left for jobs that have ended in the past 14 days.

Date Time Duration Location

No data to display




TimeClock Plus: Time clocks are used at all schools. You must clock in at the be-
ginning of the day and out at the end of the day.

Certified positions - You will not clock in and out for lunch because you are paid on a
daily rate.

Classified positions - You will need to clock in and out for lunch because you are paid
an hourly rate.

WHEN CLOCKING IN PLEASE CHOOSE THE SCHOOL THAT YOU
ARE SUBBING AT AND IF YOU ARE SUBBING IN A CERTIFIED
OR CLASSIFIED POSITION. This is important information for pay-
roll.

If you forget to clock in or out, you will need to complete a Time Clock Adjustment
form and turn it in to the Administrative Assistant in the front office. They will ad-
just the time for you.

Please see the handout in your substitute folder for directions on how to use the time
clock.

Payroll:  Paychecks are issued bi -weekly. Direct deposit is mandatory.

NO PAYROLL CHECKS WILL BE ISSUED.
You have two options:
1. Direct deposit at your financial institution.

Complete a Employee Authorization for Direct Deposit form. A voided check or pre -
printed direct deposit authorization form from you bank is required.

2. Bank of America card.

Check the appropriate box for the card. A card will be issued to you through the payroll
department. If the card is lost or stolen, there is a $ 5.00 charge to replace the card.
This charge is subject to change.

If you do not complete a Employee Authorization for Direct Deposit form, a card will auto-
matically be issued to you.

Please see the Pay Schedule for Guest Teachers for pay dates.



Payroll Notification

A week before payday, you will receive a Direct Deposit Notification from the payroll depart-

ment. Click on the attachment.

Actions Help
On =] *~ 3 = KIMBERLY, here is your Dirgct Deposit Notification - Message (Plain Text) — M X
=0y _
e’ Message Developer @)
3 F 3 . = o &4 Find
;| i :k( & ey, © &%3 . B>
& = B = ps B [ Selle (5 E
2y Related -
Reply Reply Forward | Delete Move to Create Other Block Mot Ju Categorize Mark as
to All Folder -~ Rule Actions Sender = Unread kg Select -
Respond Actions Junk E-mail I Options El Find
From: payroll@fwusd.org Sent:  Mon 1/4/2016 10:03 AM
To: Trueblood, Kimberly
Cc:
Subject: KIMBERLY, here is your Direct Deposit

1 Message | “7 158548_2016-01-07.pdf (27 KE) ¥

Dear

funds will be available at your financial
following 2016-01-07.

This message contains a Portable Document
If you do not already have it installed, ¥y
http://www.adobe.com/products/acrobat/read

Attached, you will find your Direct Deposit Notification for the pay date of 2816-©1-07.

[y €1

The
institution when they open for business on the day

Format (PDF) that requires Adobe Acrobat Reader.
ou may download a copy free from
step2.html

CONFIDENTIAL INFORMATION: This electronic
intended solely for the use of the person
copying, accessing, or disclosure of this

message and any attachments are confidential and
to whom it was addressed. Any other interception,
message without the express authorization of the

no responsibility for any unauthorized reliance on

addressee is prohibited. The sender takes

In the pop up box, enter the last four numbers of your social security number

X|

Password

'185916_2017-06-08.pdf" is protected. Please enter a Document Open Password.

I.“'

Enter Password: || Last four of your social security number

OK Cancel

You will now be able to view your pay check. If you have any questions regarding your

pay, please refer to your payroll schedule to be sure your assignments fall within the

pay dates. If there is a discrepancy, please call Kim Trueblood at 696 -8824 and it will
be researched.

Please keep your email address current so you will continue to re-
ceive your direct deposit information.



School Locations

It is a good idea to familiarize yourself with the district before taking your first assignment.
You can print a map from Absence Management. Click on the icon by the telephone, it will

pull up a map to the school.
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Should you become unable to report to work unexpectedly, or just running late,
please call the substitute coordinator as soon as possible at 696 -8824. The adminis-
trative assistant at the school will be notified so they can find class coverage or an-

other guest teacher can be arranged.




School Report Classes Classes
Time Begin End

Emily Meschter Early

Learning Center 8:00 AM 8:30 AM 3:30 PM
Elementary Schools 7:30 AM 8:00 AM 2:10 PM
Flowing Wells Junior High 7:45 AM 8:15 AM 3:03 PM
Flowing Wells High School 8:15 AM 8:45 AM 3:30 PM
Sentinel Peak High School 8:00 AM 8:30 AM 2:45 PM

Note: If subbing in a teaching assistant or instructional assistant posi-
tion, the start time may be 10 minutes before the report time due to
playground duties. Please bring a hat and water.



