
  

Working in partnership to ensure academic achievement, responsible behavior, and civic engagement. 

 

Substitute Handbook 
 
 

Introduction 
 
 
At Plattsmouth Community School District, we take pride in our students, our 
community, and our educators. Plattsmouth Community School District is dedicated to 
student learning, collaboration, and a focus on results.  Our mission is to work in 
partnership to ensure academic achievement, responsible behavior and civic engagement 
for all students.  
 
We recognize the key role that substitutes play in helping us reach our goals and achieve 
our mission. We welcome you to our district. In order to ensure our students an effective 
educational and supportive learning environment, we are dedicated to supporting our 
substitutes.  This means that we will provide you the information, training, and 
encouragement needed for you to best meet the needs of our students. This handbook is 
intended to provide you with the information and tools you need to step into an 
unfamiliar classroom and extend academic achievement, foster responsible behavior, and 
encourage civic engagement for all students. We look forward to the expertise you bring 
to our district as we work towards our goals.  
 
Thank you for dedicating your time and energies to our students. On behalf of the 
Plattsmouth Community School District School Board and educators, I wish you the best 
this school year. Please feel free to contact me if you have any questions or concerns.  
You are a very important member or our professional community. 
 
 
Sincerely,  
 
Dr. Cherie Larson  
Director of Instructional Services  
296-3361 ext. 2812 
clarson@pcsd.org 
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Application Procedures 
 
Any person who wishes to do substitute teaching for Plattsmouth Community 
School District (PCSD) schools needs to apply online using the link on our 
district website.  The application takes 30- 60 minutes to complete. The 
Superintendent of Schools will review and approve the substitute 
applications. Once your application is approved, Tonda Haith from the 
Administration Center will be contacting you.  A list of substitute 
teachers will be generated each year. Persons on this list will be invited 
to attend a meeting where expectations, requirements, procedures, and 
other relevant information will be shared.  Substitute handbooks will be 
provided at this time. 
 
In order to apply to be a substitute teacher at PCSD, you will need to 
follow these steps: 

1. Apply online at www.pcsd.org 
2. Be approved to substitute in the Plattsmouth Community School District. 
3. Talk with Tonda Haith and determine the kind of Substitute Certificate 

you have and how it fits the district certification requirements. 
4. Provide your original substitute teacher certificate, drivers license, 

and social security card. 
5. Pick up payroll packet from Tonda Haith. 

 
As soon as all your information is complete and you have passed the 
required background check, you will be put on the substitute list. 
 
 
 
Certification Requirements 
 
Anyone who holds a regular teaching certificate or regular administrative and supervisory 
certificate is licensed to serve as a substitute teacher. Nebraska also issues two types of 
substitute teaching certificates:  

1) A five-year state substitute-teaching certificate is available which can 
be issued to persons who have previously held a regular teaching or 
administrative certificate. This type of certificate is valid for unlimited 
days of substitute teaching only, as opposed to contract employment. 

2) A local substitute-teaching certificate is available which is valid for 
three years and for only forty days of substitute teaching. The issuance 
of this type of certificate is based on specific minimal level of college 
preparation and requires a request from the employing school system.  
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The Nebraska Department of Education Office of Teacher Education website has more 
information about each of these certificates. To access this information, go to: 
http://www.nde.state.ne.us/TCERT/Etchcert.html. There you will see the links shown 
below.  

 
The	Substitute	Teaching	Certificate	-		

valid	for	five	years	
First Issuance and Renewal 

  
The	Local	Substitute	Teaching	Certificate	-		valid	for	

three	years 
 
 
A copy of your Nebraska Teaching Certificate or Substitute Certificate must be on file in 
our office prior to being placed on the substitute list.  
 
The Commissioner of Education, 301 Centennial Mall South, Lincoln, NE 68509 (402) 
471-2496 issue all certificates.   To register your certificate, send or bring your original 
certificate to Tonda Haith at the Administration Center, 1912 East Highway 34, 
Plattsmouth, NE 68048.   Hours: 9:00 a.m. to 5:00 p.m. Phone number 296-3361 
extension 2803.  
 
Salary Provisions 
 
For the 2018-2019 school year, substitute teachers are paid $130.00 per day.  Substitutes 
are paid on the 20th of each month for days taught during the previous month. Hours 
worked will be pulled off the AESOP system each month.  
 
In accordance with federal and state statutes and rules of the Board of Education, 
deductions are made from the substitutes teacher’s salary for social security and income 
tax, but no deductions are made for pensions. Temporary substitute teachers are not 
classified as regular teachers and thus have no pension or tenure rights.  A W-4 and I-9 
form must be on file with PCSD before a paycheck can be issued.  
 
At the end of each workday, you are to complete a Substitute and Teacher Evaluation 
Checklist in the principal’s office and in turn, the principal is to sign your time sheet. 
Time sheets are available from the school secretary or from the Human Resource 
Manager.  
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Substitutes and Their Assignments 
 
Plattsmouth Community School District uses AESOP to schedule substitutes.  Once you 
are approved as a substitute, Tonda Haith will set up an account in AESOP for you and 
the system will send you an email with your log in information and support resources. 
The AESOP QuickStart Guide is included at the end of this handbook.  
 
It is highly recommended that new substitutes watch the following AESOP training 
videos.   

 
Basics for Substitutes 
http://help1.frontlinek12.com/customer/portal/articles/1495544?b_id=3220 
 
Advanced Training for Substitutes 
http://help1.frontlinek12.com/customer/portal/articles/1495546?b_id=3220 
 
 
A Phone Call from Aesop 
http://help1.frontlinek12.com/customer/portal/articles/1505185?b_id=3220 
 
FAQ Page 
http://help1.frontlinek12.com/customer/portal/articles/1508501-faq?b_id=3220 

 
 

 
Jobulator  
 
You may see a popup for Jobulator when you log in.  Getting this app is a 
personal choice. Here is what this app does and doesn't do. 
 
Does Do:  

• Give you access- through your cell phone- to jobs that are posted through 
Absence Management. 

o This means when one shows up, you can more quickly accept the 
job because it shows up on your phone.  

 
Does NOT Do:  

• Keep you from seeing jobs that are posted (You can always see them 
through your computer or call in to see what is available.) 

• Limit job availability  
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• Give you more jobs (You just see them on your phone so you could get 
access to them sooner if you are away from your computer or don't want 
to call in.)  

For more information about Jobulator: 
 

https://www.jobulator.com/ 
 

Not Getting Calls?  
 
If you are not getting calls, check your settings or review training on how to set 
up your account.  There is also a guidance document at the end of this handbook 
that may help. 
 
Note- If your certification is expiring on a certain day, the system will not allow 
you to accept a job after that date.   

 
The Substitute and the Principal 
 
When the substitute arrives at the school, they should report to the principal’s office. 
There, the principal or someone designated by him/her, will explain the assignment and 
any other special duties the substitute is expected to perform.  
 
The principal will introduce the substitute teacher, or arrange to have them introduced, to 
at least one of the regular grade-level teachers.  The principal will also provide the 
substitute with the Substitute and Teacher Evaluation Checklist.  
 
Responsibilities of the Regular Teacher 
 
The substitute and the regular teacher are both responsible for student learning. Thus, 
they have are a very real responsibility for working together to provide an effective 
learning environment and appropriate learning opportunities.  The regular teacher is 
responsible for to an important degree for the attitude that his/her pupils display toward 
the substitute teacher. That attitude should be one of helpfulness, courtesy, and respect 
such as would be accorded any educator in the school.  
 
The regular teacher is required to maintain all of the information a substitute would need 
in taking over his/her work.  This will include complete lesson plans containing an up-to-
date outline of the lessons to be covered and the work to be assigned. This should also 
include the following: 

1. Class lists 
2. Daily schedule 
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3. Individual student schedules (e.g. library, speech, resource room) 
4. Fire/tornado drill procedures and routes 
5. Up-to-date seating charts with comments regarding students leaders and 

students with special situations (including learning needs, medical conditions, 
and behavioral challenges) 

6. Any additional responsibilities of the individual teachers 
7. Contingency lesson plans 
8. Student behavior expectations  
 

Upon their return, teachers are to complete and complete the Feedback form in the 
AESOP system.  Other teachers, students, and/or the principal may also provide input to 
the Director of Instructional Services on sub performance. 
 
Responsibilities of the Substitute Teacher 
 
To enable each child to pursue his/her education as smoothly and completely as possible 
in the absence of the regular teacher, the substitute’s responsibilities are to: 
 

• Arrive at least 20 minutes before school begins. School starting and ending times 
vary by building. A list of these times is included in this handbook. 

• Report to the office upon entering each building.  
• Pick up the Substitute and Teacher Evaluation Checklist from the office. 
• Consult the secretary, team leader, or department chair for supplies not available 

in the room. 
• Become familiar with the media materials and computer. 
• Record and report absences and tardies. 
• Follow lesson plans as much as possible.  
• Establish high expectation for student learning and behavior. 
• Treat all students with respect. 
• Be in the halls at passing time. 
• Notify the office immediately if discipline assistance is needed.  
• REFRAIN FROM USING THE CELL PHONE OR OTHER ELECTRONIC 

SOCIAL NETWORKING DEVISES IN THE CLASSROOM. In the case of an 
emergency, contact the principal about need to take a call.  

 
At the end of each day, the substitute should: 

• Leave the classroom and the teacher’s desk in order. 
• Return equipment to the proper location. 
• Turn off lights, close windows, and doors. 
• Leave keys and any additional materials in the office. 
• Make sure the Daily Absentee Report has been signed. 
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• Complete the Feedback form in the AESOP system.   
• Leave comments and a record of the day’s progress, assignments completed, 

student discipline issues, notes and calls from parents, etc. on the teacher’s desk. 
• Serve the supervision duties of the regular teacher. 

 
As a professional, the substitute teacher must: 

• Consider all records confidential. 
• Be professional in action and dress. 
• Stay off the cell phone and focused on students during instruction. 
• Complete district Safety Training videos each month.  

 
The substitute teacher should recognize that he/she would benefit by: 

• Avoiding discussions and comparison of situations in one school while serving in 
another. 

• Avoiding comment on the progress of pupils or the work of the teacher. 
• Making all observations, suggestions, or criticisms to the principal of the school 

involved and not to anyone else. 
• Using discretion in expressing personal reactions and opinions about what is seen 

and heard in the classroom. 
 
Substitute Teacher In-service, Professional Growth, and Library 
 
The professional substitute teacher recognized the importance of preparing adequately for 
an effective school day.  In order to support the learning of all students in the Plattsmouth 
Community School District, a substitute teacher is interested in keeping abreast of 
educational trends, current research on effective teaching, and Plattsmouth curriculum 
and instruction developments. From time to time, Plattsmouth Community School 
District will invite substitutes to attend district in-service opportunities. These in-service 
programs are provided at no expense to the substitute. Substitutes are not paid for days of 
in-service.  
 
There will also be times when the district schedules training on relevant topics such a 
math instruction, autism, poverty, etc.  Substitutes may be paid for their time attending 
these trainings. 
 
SafeSchools Training 
 
Plattsmouth substitutes are expected to complete the monthly SafeSchools training 
offered by the district.  Each substitute will receive a monthly email with training links.  
Once the training is completed, it will be recorded in the system.  There is no need to 
print completion certificates. First semester classes will be due by December 31 and paid 
in January and second semester classes will be due on May 31 and paid on July 18th.  
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Safety Training 
 
Substitutes will be invited to attend any building safety trainings and will be able to view 
any safety videos created by the district.  PCSD uses the ALICE Safety Protocols as well 
as the I Love You Guys Standard Response Protocols (see protocols at end of this 
handbook).  Local law enforcers provide staff training in these protocols. For more 
information, contact Dr. Larson.   
 
Emergency Preparedness 
 
Emergency Preparedness guides are located in each classroom.  
 
School Email Accounts 
 
Any substitute wishing to have a pcsd email account should email Dr. Larson at 
clarson@pcsd.org.  An email will be set up once Dr. Larson is contacted.  All substitutes 
are not required to have an email.   
 
 
School Board Policies 
 
The following School Board Policy relates specifically to substitutes. Other School Board 
policies can be found at the school website under Board of Education  
https://www.pcsd.org/Page/19 
 
 Substitute teachers should review policies related to: 
 
4011 Blood borne Pathogen Compliance Plan 
4012 Infectious Diseases 
5416 Anti-bullying Policy  
  
 
4133 Substitute Teachers  
 
Persons employed as substitute teachers shall meet such qualifications as are established 
by law and the State Department of Education and may be employed for periods of time 
in the absence of the regular teacher. 
 
Rates of compensation for all substitute teachers will be set by the Board. Currently, 
substitute teacher compensation rates are $130 for each of the first 10 consecutive days, 
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$140 for each of the next 20 consecutive days, and $160 for each consecutive day of 
service after 30 consecutive days.   
 
Substitute teachers will not participate in the health plan or other fringe benefits of the 
District. 
 
The Superintendent shall be responsible for recruitment, selection, assignment, 
orientation and evaluation of substitute teachers. 
 
Legal Reference: Neb. Rev. Stat. §79-808 
 
Date of Adoption: July 11, 2005 
Reviewed: May 12, 2008, May 11, 2009, May 10, 2010, May 9, 2011, Dec. 12, 2011, 
Mar. 11, 2013, Feb. 10, 2014  
Revised: Feb. 9, 2015 
Reviewed: Feb. 8, 2016, Feb. 13, 2017, Feb. 12, 2018 
 
4010 Smoking Prohibition 
 
This policy is promulgated pursuant to authority granted to the Board of Education and in 
compliance with the Nebraska Clean Indoor Air Act.   
 
Smoking shall be prohibited on all Plattsmouth Community School District property.  
Private, enclosed offices are not exempt from this policy.  There shall be no designated 
smoking areas in or around any of the Plattsmouth Community School District buildings, 
for employees, students, visitors to the schools, and/or the general public. This policy 
shall apply at all times whether school is in session or not. 
 
Legal Reference: §71-5701 
 
Date of Adoption: July 11, 2005 
Reviewed: May 12, 2008, May 11, 2009, May 10, 2010, May 9, 2011, Dec. 12, 2011, 
Mar. 11, 2013, Feb. 10, 2014, Feb. 9, 2015, Feb. 8, 2016, Feb. 13, 2017, Feb. 12, 2018 
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Substitute QuickStart Guide   | 

     Copyright © 2015 Frontline Technologies Group LLC 

1 

Logging in on the Web 

To log into Aesop, type http://www.aesoponline.com in your web browser’s address bar. 
Enter your ID number and PIN; then, click Login. 

Can’t remember your login info? 

If you’re having trouble logging in, click the Login Problems link 
next to the “Login” button for more information.  

Finding Available Jobs 

Aesop makes it easy to find available jobs right on the homepage. 
Jobs available for you to accept show in green on the calendar and 
in list form under the “Available Jobs” tab.  

To accept a job, simply click the Accept button next to the absence. If you do not want to accept 
this job, click the Reject button, instead. 

Getting Help and Training 

If you have questions, want to learn more about 
a certain feature, or want more information 
about a specific topic, click the Help tab to go to 
the Aesop Learning Center to search Aesop’s 
knowledge base  of help and training materials. 
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How Does Absence Calling Work? Aesop has a number of features and tools which 
control when certain substitutes are allowed to see certain absences in the system. 
Copyright © 2016 Aesop Learning Center 
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STUDENT SAFETY
A critical ingredient in the safe campus recipe is the 
uniform response to an incident. Weather events, fires, 
accidents, intruders and other threats to student and staff 
safety are scenarios that are planned and trained for by 
campus administration.

SRP
Our campus is expanding the safety program to include 
the Standard Response Protocol (SRP).  The SRP is 
based on these four actions. Lockout, Lockdown, 
Evacuate and Shelter. In the event of an 
emergency, the action and appropriate direction 
will be called on the PA. 

LOCKOUT - “Secure the Perimeter”
LOCKDOWN - “Locks, Lights, Out of Sight”
EVACUATE - “To the Announced Location”
SHELTER - “For a Hazard Using a Safety Strategy”

NOTIFICATION PROGRAM
Timely notification is essential with any type of crisis. 
Please verify that you have the correct information in the 
campus notification system.

TRAINING
Please take a moment to review these actions. Students 
and staff will be trained and the school will drill these 
actions over the course of the school year.
More information can be found at 
http://iloveuguys.org

LOCKOUT
SECURE THE PERIMETER
Lockout is called when there is a threat or hazard outside 
of the school building.

STUDENTS:
• Return to inside of building
• Do business as usual
STAFF 
• Recover students and staff from outside 
building
• Increased situational awareness 

• Do business as usual
• Take roll, account for students

LOCKDOWN
LOCKS, LIGHTS, OUT OF SIGHT
Lockdown is called when there is a threat or hazard inside 
the school building. 

STUDENTS:
• Move away from sight
• Maintain silence
• Prepare to evade or defend
STAFF:
• Lock classroom door
• Lights out 

• Move away from sight
• Maintain silence

•  Prepare to evade or defend
•  Do not open the door 
• Take roll, account for students

EVACUATE
TO A LOCATION 
Evacuate is called to move students and staff from one 
location to another.

STUDENTS:
• Bring your phone 
• Leave your stuff behind
• Form a single file line
• Show your hands
• Be prepared for alternative instructions.
STAFF:

• Grab roll sheet if possible
• Lead students to Evacuation Location

•Take roll, account for students
SHELTER
FOR A HAZARD USING SAFETY STRATEGY
Shelter is called when the need for personal protection is 
necessary.

SAMPLE HAZARDS:
•Tornado
• Hazmat
SAMPLE SAFETY STRATEGIES: 
• Evacuate to shelter area
• Seal the room
STUDENTS:

• Use Appropriate Safety Strategy
STAFF:

• Use Appropriate Safety Strategy
• Account for staff and occupantsi love u guys

F O U N D A T I O N ®
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