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DECEMBER 2018 

WHAT’S NEW!  
Just a reminder that mid-December and January will be a slower time for 
assignments. Things will pick up again toward the end of January and then 
spring time will be very busy indeed! You all have done a great job this year 
with assignments – we have so many on our team who want to be in the 
classroom with students and enjoy working every day. I want you to remember 
how grateful and thankful our district is that you want to share your time and 
talents with students - we seriously have an amazing team of Substitute 
Teachers! 

 
DID YOU REMEMBER?   
Please check regularly school/site calendars to know and understand when schools/sites are in and out of 
session. You can click here or go to the DCSD website > A-Z (on the right side) > Calendars (Academic 
Year). Please note, for the 2018-2019 school year, all DCSD schools/sites will follow the conventional 
calendar, with the following exceptions: Charter Schools, DC Oakes, Eagle Academy and Renaissance 
Primary Magnet School. Please contact these schools/sites individually for their calendars. 

 
KEEP IN MIND… 
With the excitement of a long break, the holiday’s and the stress of mid-terms/finals increasing over the 
next few weeks, I wanted to reinforce our expectations of professionalism. Remain focused on our 
mission: to provide learning for our students in their Teacher’s absence. When presented with a situation 
where you have tried every strategy you can think of to professionally control a situation, and it is not 
working, please remember to call the school office for assistance. Everyone involved would much rather 
have you request support, than to see you say or do something regretful. (If support is not offered when 
requested, please contact the Substitute Office as soon as possible.) 
 

 
 
 

 

https://www.dcsdk12.org/cms/one.aspx?pageId=5758270
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DID YOU KNOW? 
DCSD offers 4 levels of pay depending on your licensure, total assignments worked in the previous school year and your 

CDE authorization status. Your count of assignments starts over each new school year on, July 1st. When you reach 31 or 

61 assignments in any school year, you are moved to a higher pay range for the remainder of that school year, regardless 

of your licensure. 

We also offer a separate scale for long-term assignments where we compare your regular rate and the long-term rate and 
always assign the highest possible amount for your additional responsibilities in a long-term assignment (rates are not 
negotiable). You can see the current daily/long term Substitute rates by clicking here or going to the DCSD website > 
Employees > Human Resources > Licensed Substitute Program > 2018-2019 Substitute Pay Rates. 

 
TIMELY TOPIC 
Classroom and playground accidents should be handled with common sense. As a Substitute Teacher you should become 

familiar with the specific policies and procedures in the schools/sites where you work. Basic guidelines include: 

 Students with minor injuries should be sent to the school nurse or front office for first aid.  

 NEVER give students any kind of medication including cough drops or over-the-counter pain relievers. Only the 

school nurse or other designated personnel should administer first aid or dispense medication, and these 

employees will know if there are other agreements in place such as the student being able to carry these 

medications.  

 Carry protective gloves with you in case of contact with blood/bodily fluids, including materials used to clean up. 

Allow the injured student to clean the injury or manage a nosebleed when possible. Do not allow students who are 

bleeding to participate in class until the bleeding has stopped and/or the wound has been cleaned and completely 

covered.  

 Do not move a severely injured student, or leave your class unattended to get help. Send a student or another 

Teacher to get help when needed.  

 Report all accidents and injuries, even minor ones, to the office and include in your report for the regular classroom 

Teacher. Inquire if an accident report form needs to be completed. 

If you have additional questions or need more clarification, please follow-up with the school/site when you are checking 
in/out or call the Substitute Office. 

 
WRAP-UP! 
Thank you all for your amazing dedication to your DCSD peers, schools/sites, staff and students!  
 
Be well, enjoy the break, and I hope you find fun, relaxation and time with your family! HAPPY 
HOLIDAYS!! 

 
 

Jamie Isner, Substitute Program Manager | 720.433.1280 | jisner@dcsdk12.org 

https://www.dcsdk12.org/cms/One.aspx?portalId=220484&pageId=5760488

