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WELCOME

Welcome to Wilmette Public Schools District 39! High-quality substitute teachers are critical for
the continuation of the learning process when our classroom teachers are absent. Whether
substitute teachers are giving direct instruction to students, monitoring students, or assisting
staff, they create an atmosphere that allows students to be purposeful and productive.

Wilmette Public Schools are student-centered. Being student-centered means we are responsible
for student learning by knowing students well, valuing every child, and placing students at the
center of every decision.

This packet of information presents general information about the substitute teaching experience
and our expectations. Individual schools and classrooms may provide you with additional
information. Please be sure to ask questions and learn more about our schools as you work with
us. We appreciate the contributions of our substitute teachers and our staff works to foster your
success in our schools.

District Expectations

Substitute teachers play a key role in continuing educational programs in the absence of the
classroom teachers. They have the responsibility to provide a safe and appropriate learning
environment, as well as continue the academic program.

Having coverage for all substitute assignments is critical for the success of our students. To
ensure all positions are covered we ask that you follow these guidelines.

1) Consider the assignment before accepting.

2) Do not cancel one assignment to take another.

3) If you must cancel an assignment due to an illness or emergency, do so as soon as
possible. It is very difficult to get last minute vacancies filled.
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District Contact Information

District Leadership
Dr. Kari Cremascoli, Superintendent
Nancy Potisuk, Administrative Assistant

Human Resources
Dr. Heather Glowacki, Asst. Superintendent/ Administrator for Human Resources

Ann Grochocinski, Administrative Assistant (Substitute Teacher coordinator)
847-512-6042 grochoca@wilmette39.org

Beth Bishop, Human Resources Assistant
847-512-6039 bishopb@wilmette39.org

Business Office
Corey Bultemeier, Business Manager
Lourdes Castillon, Administrative Assistant

Amy Olson, Payroll Coordinator
847-512-6023

Student Services Department
Dr. Kristin Swanson, Administrator for Student & Special Services
Julie Baumann, Administrative Assistant

Taylor Harvey, Assistant Director of Special Education

Curriculum & Instruction
Katie Lee, Administrator for Curriculum & Instruction
Pamela Helke, Administrative Assistant
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School Building Contact Information

Wilmette Junior High School (Grades 7 — 8)

620 Locust Road

Wilmette, IL 60091

847-512-6600 Fax 847-256-0204

Kate Dominique, Principal Eric Resis, Assistant Principal (Grade 8)

Nicole Ryan, Assistant Principal (Grade 7)

Anna Gianni, Secretary (Building Substitute Teacher coordinator)
847-512-6654 —giannia@wilmette39.org

Highcrest Middle School (Grades 5 — 6)

569 Hunter Rd.

Wilmette, IL 60091

847-512-6500 Fax 847-256-0083

Kelly Jackson, Principal Susan Carlson, Assistant Principal (Grade 6)

Linda Moric, Assistant Principal (Grade 5)

Beth Barbin, Secretary (Building Substitute Teacher coordinator)
847-512-6503 — barbinb@wilmette39.org

Central Elementary School (Grades K —4)
910 Central St.

Wilmette, IL 60091

847-512-6100 Fax 847-251-4086

Rebecca Littmann, Principal Meghan Otto, Assistant Principal

Sallie EIman, Secretary (Building Substitute Teacher coordinator)
847-512-6104 elmans@wilmette39.org
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Harper Elementary School (Grades K —4)
1101 Dartmouth

Wilmette, IL 60091

847-512-6200 Fax 847-251-4176

Jacqueline Brennan, Principal Melissa Feinberg, Assistant Principal

Martha Kelly, Secretary (Building Substitute Teacher coordinator)
847-512-6204

McKenzie Elementary School (Grades K — 4)

649 Prairie Ave.

Wilmette, IL 60091

847-512-6300 Fax 847-251-4067

Dana Nasiakos, Principal Anthony Haduch, Assistant Principal

Mary Southard, Secretary (Building Substitute Teacher coordinator)
847-512-6304 southarm@wilmette39.org

Romona Elementary School (Grades preK —4)

600 Romona Rd.

Wilmette, IL 60091

847-512-6400 Fax 847-251-4153

Cindy Anderson, Principal Lisa Anderson, Assistant Principal

TBD, Special Education Coordinator (District Early Childhood)

Ellen Smith, Secretary (Building Substitute Teacher coordinator)
847-512-6404 smithe@wilmette39.org
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Building Schedules

The following beginning and ending times are the regular schedules for Wilmette District 39
schools. Substitute teachers need to arrive at least 15 minutes before the beginning of
school. If a substitute cannot meet the time of arrival because of late calls or delays, the
substitute must call the school and give an estimated time of arrival. Substitute teachers can
expect to remain in the schools fifteen minutes after the end of the students’ day.

School Student Hours Full Day Sub Hours

Elementary and Early Childhood 8:35 a.m. - 3:15 p.m. 8:20 a.m. - 3:30 p.m.

Highcrest Middle School 8:50 a.m. - 3:35 p.m. 8:35 a.m. - 4:00 p.m.

Wilmette Junior High School 8:25 a.m. - 3:10 p.m. 8:10 a.m. - 3:25 p.m.
Half day Sub Hours

School IAM Hours PM Hours

Elementary and Early Childhood 8:20 a.m. - 11:50 a.m.* 11:51 am. - 3:30 p.m.*

Highcrest Middle School 8:35a.m.-11:58 am. 11:59 a.m. - 4:00 p.m.

Wilmette Junior High School 8:10 am. - 12:14 p.m. 12:15 p.m. - 3:25 p.m.

* times are approximate depending on what grade level you are subbing for.

Substitute teachers are employed for the school day and are required to remain on school
grounds until the end of the day. When a substitute teacher has unassigned time and the
building administrator or Building Substitute Coordinator needs the substitute in
additional classes, he/she will request that the substitute combine assignments. The
substitute may also be assigned to assist on playgrounds, in cafeterias, libraries, or other areas
when not working in the classrooms.

Substitutes are welcome to purchase lunch in our school cafeterias or bring lunch. Substitutes
working for paraprofessionals are not eligible to receive free staff lunch.

School Year

On the next page, please find a summary of the school year. Substitutes are employed on student
attendance days. No work is scheduled during the winter, spring, and summer breaks or other
school holidays.
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Wilmete
PUBLIC SCHOOLS

DISTRICT 39

2023
August

September

October

November 16 - 17 Thurs. — Fri.
20

31

WILMETTE PUBLIC SCHOOLS DISTRICT #39

2023-2024 SCHOOL YEAR CALENDAR

Monday
Tuesday
Wednesday
Thursday

Monday
Friday
Monday

Tuesday

Monday

21 - 24 Tues. — Fri.

December 25 — 29 Mon. — Fri.

2024
January 1-5
8
15
26
February 19
20
March 21
22
25-29
April 22
May 27
June 6

Mon. — Fri.
Monday
Monday
Friday

Monday

Tuesday
Thursday
Friday
Mon. — Fri.
Monday

Monday

Thursday

Teacher Institute Day
Teacher Institute Day
Half-Day Attendance — Teacher Institute Day
First Full School Day

No School — Labor Day
No School — Teacher Institute Day
No School - Yom Kippur

School Improvement (SIP) — Early Release

No School — Parent-Teacher Conferences
No School - Professional Development Day
No School — Thanksgiving Break

No School — Winter Break

No School — Winter Break

School Resumes after Winter Break

No School — Martin Luther King, Jr. Holiday
School Improvement (SIP) — Early Release Day

No School - President’s Day Holiday (Possible
E-Learning Day if needed to make up a prior
Emergency Closing Day)

No School - Teacher Institute Day

K-4 Early Release (Parent-Teacher Conferences/
Full Day Attendance for Grades 5-8)

No School (K-4 Parent-Teacher Conferences/
5-8 Professional Development Day)

No School — Spring Break

No School (Possible E-Learning Day if needed to
make up a prior Emergency Closing Day)
No School — Memorial Day Holiday

Last Day of School — Early Release Day
(if no snow days are used)

June 7 - 10 are reserved as school attendance days in the event of emergency closings
during the school year.
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Emergency School Closings

If school must be cancelled for the day or the opening delayed one hour due to severe weather
(see schedule below), the information will be broadcast by all major Chicago radio stations
beginning at 6:00 a.m. and posted on our website at www.wilmette39.org. The District will also
post a message on AESOP.

On days when the weather outlook is questionable, listen for possible school cancellations or
delayed openings on any major Chicago radio or TV station or check the website rather than
calling the school or District office. In the event of a delayed opening the District follows this
schedule for the student day:

Elementary  9:35 a.m.—3:15 p.m.
Highcrest 9:50 a.m. — 3:35 p.m.
WIHS 9:25 a.m.—3:10 p.m.

Daily Substitute Pay Rates

Substitutes requested to work on a day-to-day basis (as needed) for a teaching or
paraprofessional position will be compensated based on the following:

Full Day Substitute ~ $150.00 per day
Half Day Substitute (4 hours) $75 per day

Long-Term Substitute Teachers
The district will occasionally need long-term substitute teachers to cover extended leaves of
absence for its regular teachers (parapro long-term positions are filled as temporary hourly).
“Long-term” is defined as a single assignment lasting longer than 20 consecutive workdays. In
the event a long-term substitute is needed, the long-term substitute teacher will receive the
following rate of pay:

Long-Term Substitute Teacher $250.00 per full day
(Health insurance offered)
The higher rate of pay is to compensate for additional duties and responsibilities required of a
long-term substitute teacher. These duties and responsibilities will be determined by the building
administrator, the teacher the substitute is replacing, or other appropriate staff members. The
extra duties may include (but are not limited to):

e[ esson plan design

eCommunication with parents about student performance

e Assessment of student performance (grading, report cards, conferences etc.)
oOther duties as assigned
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In most cases long-term substitutes are for planned leaves of absence and therefore can be
arranged ahead of time (before the substitute is actually needed to work). Sometimes
unpredictable situations arise that prevent proactive scheduling. If a substitute subbing on a day-
to-day assignment remains in that assignment for more than 20 consecutive workdays, then the
long-term rate is granted retroactive to the first day of the assignment.

Substitutes on daily or long-term assignments do not have a contract of employment for
any guaranteed period of time. A long-term substitute may be given an estimated timeline
of the assignment; however, the beginning and end dates are subject to change due to
District needs and satisfactory performance of the long-term substitute. Long-term
substitutes are eligible for the District health insurance. Daily substitutes are considered
“at will” employees and are not eligible to receive benefits.

Daily and Long-Term Substitute Nurses
Daily Nurse Substitute $180.00 per day
Long-Term Nurse Substitute $345.00 per day

Long-term substitute nurses are eligible for the District health insurance.

The calling procedure for substitute nurses will be similar to that used for substitute teachers.
Any questions about substituting for a nurse should be directed to Kristin Swanson. She can be
reached at (847) 512-6000.

Pay Periods
District 39 issues paychecks on the 13™ and 27™ of the month. If the 13™ or 27" falls on a
weekend or holiday, the paycheck is issued on the business day prior to the holiday. Substitutes
are paid for work as follows:

e Work performed between the 1% and the 15™ of the month is reflected on the 27
paycheck.

e Work performed between the 16™ and the last day of the month is reflected on the
13 paycheck.

Online Paychecks (“Paperless”)
The district does not distribute paper copies of payroll information after the first payroll of the
year. The first payroll of each school year is September 13*. We distribute paper copies of
payroll information and remind you to verify the accuracy of your paycheck. All remaining
payrolls will be available online via the District’s financial software, Skyward. If needed, all
employees have access to a designated building computer to view and print payroll information.
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Skyward offers a wealth of payroll information including your check history, tax forms (W-2, W-
4), and direct deposit information. The paperless payroll process requires all employees,
including substitutes, to utilize direct deposit.

For information on your Skyward Log-in and access, please visit the following link at
http://www.wilmette39.org.
Choose:  For Staff
Logins
Skyward

Here you will find Quick Start Guides to help you access Skyward (including if you do not know
your log-in and/or password) as well as the link to Skyward’s home page. Should you have any
questions or need assistance, please contact the Payroll Coordinator at 847-512- 6023.

Email
Make sure your RED ROVER record has your current email address listed. However, please
note that if you have changed your email address, you must also change it in person by coming
to the Human Resources Department at the District Office. Your current email must be in the
Skyward system in order for you to access your payroll records. In order to protect your
identity, no email changes to your District personnel record (Skyward/payroll system) will
be done via phone or fax.

Maintaining Active Status
In order to remain as an active substitute on our substitute list, you must work at least 10 full
days per semester (August — December & January — June) and hold an active teaching or
substitute license. Continuing as an active substitute is also contingent upon satisfactory
performance.

Each May you will receive a notice from Human Resources asking you to let us know if you

would like to continue as a substitute teacher for the following school year. If you do not receive
that notice, please contact Ann Grochocinski at grochoca@wilmette39.org.
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Daily Beginning and Ending Procedures

Instruction

The primary assignment of the substitute teacher is to implement the lesson plans that classroom
teachers have provided. Implicit in this plan is the understanding that it is not possible to
anticipate exact student reactions to lessons and the timing of the lessons. Therefore the
substitute teacher has some leeway to adjust plans and to augment them. The substitute teacher
should leave specific reports about any changes that were made. When there is doubt about the
lessons, it is best to seek information from teachers who work nearby rather than to rely solely on
the students’ suggestions.

Whether the substitute teacher grades student work varies according to the time available and the
kind of work collected. Usually the classroom teachers may have different arrangements, which
usually include planning lessons and grading assignments.

Preparing Ahead of Time
To help you prepare for substituting, consider the following:

1) Identify appropriate clothing to wear so you are ready if you receive a call. Be prepared
for possible outdoor duties such as arrival/departure and recess assignments.

2) Keep paper and pen near each phone to write down assignments

3) Know exactly how to get to each school where you may work (it might be helpful to drive
from your house to each school at least once)

In the Morning
You should know the following information about your assignment:

1) School name

2) Teacher or paraprofessional name for whom you will substitute
3) Grade level(s) or academic subject(s)

4) Expected times of arrival and departure

Particularly with last minute morning calls, time is of the essence for both the building
coordinators and the substitute teachers.

When You Arrive at the School
1) Check in at the main office to let them know that you have arrived, sign in, pick up
substitute folders if available, and ask pertinent questions:

Will I be responsible for playground, lunch, or other duties?

Do any of the students have medical problems I should be aware of?
How do I handle misbehavior in the classroom?

If the need arises, how do I refer a student to the office?

How do I report students who are tardy or absent?

2) Wear your Substitute ID card at all times when in the school. Please return it at the end of
the day.

3) If you are SMARTBOARD trained, you may request a laptop from the school office (or

Technology Department) in case your permanent teacher has provided any lessons using the
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SMARTBOARD. The lesson can be sent to you via Aesop or the building Secretary can
receive it from the absent teacher and transfer it to the laptop via a flash drive.

4) Find your classroom(s) and locate lesson plans, evacuation map, restrooms, staff room,
cafeteria, auditorium, gym, library, and drinking fountains before school begins.

5) Meet the teachers in neighboring rooms — they can be a great resource. If you are
substituting for a paraprofessional, you will want to make contact with the Learning Behavior
Specialist (LBS) teacher assigned to your student(s). The LBS can provide you with specific
information about your student(s) needs and your role in assisting him/her.

Classroom teachers will leave written lesson plans in their classrooms and /or department or
team areas or email/FAX them to the school secretary. In addition, oral instructions from team
members or department members may supplement lesson plans.

During the Day
e Enter the classroom with confidence. Put your name on the board (if you are substituting
for a teacher), then familiarize yourself with the classroom. Locate and review the
classroom rules and emergency information.

e Read through the lesson plans provided by the teacher and identify books, handouts, and
papers that will be needed throughout the day. Study the classroom seating chart(s). If
you can’t find a seating chart, get ready to make your own.

e  When the bell rings, stand in the doorway and greet students as they enter the classroom.
Be professional, friendly, and enthusiastic about the day. This first impression will take
you a long way.

e Take attendance
e Remain with the students at all times — do not leave the class unattended.

e Be familiar enough with the lesson plans to keep the class moving — have “filler”
activities planned to avoid down time where students just sit and talk.

e Do not take care of personal business during the school day.

o Turn your cell phone OFF during class time. Check your messages during your
lunch break. This includes text messages — do not text during class time.

o Computers are for school-related use ONLY. Unless the computer is required for
instruction of students, you should refrain from using it.

o Do not schedule personal appointments that would take you off campus during the
day.

o Active supervision of students and 100% of your attention is required. While it
may be tempting to read a book, do a crossword puzzle, or engage in other non-
instructional activities when students are working independently, the district
expects you to be actively supervising and assisting students.
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e Do your best to follow the lesson plans and carry out the assigned duties left by the
permanent teacher. Over 75 percent of permanent teachers report that they spend at least
45 minutes preparing lesson plans and materials for substitute teachers. Having invested
both time and energy into these plans, having them carried out is very important to the
permanent teacher.

e On the other hand, you may enter a classroom where you are unable to locate the lesson
plans or necessary materials. In such a case, act quickly, calmly, and confidently. By
utilizing materials and ideas in your sub folder, neighboring teachers or department
chairs, you should still have a productive day.

e Whatever situation or challenge you are faced with, always strive to be positive and
respectful. Permanent teachers care about the students in their class. They know each
student’s strengths and weaknesses and want to see these handled appropriately. They
expect the substitute teacher to appreciate the good in their students and bring out the best
in them.

e Permanent teachers urge substitute teachers to be aware of how small things; like using a
normal voice, giving praise, and having a positive attitude, can affect students. Students
resent teachers who talk down to them, make promises or threats they don’t intend to
keep, and are not fair in administering rewards and consequences. Treating students as
individuals is important. Don’t blame the whole class or punish the group for the
misdeeds of a few.

e  When a substitute teacher uses good judgment, avoids criticism and adapts to
circumstances in a positive way, she/he becomes a professional role model for both the
students in the class and other teachers.

At the End of the Day
Being a professional is just as important at the end of the day as it is at the beginning.
What you do just before the school day ends will be the impression students take home.
How you leave the classroom will be the first impression the permanent teacher has of
you when she/he returns.
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Before Students Leave
There are several things you should do during the last few minutes of class before the
students leave.

e [fthe teacher has classroom sets (calculators, scissors, books, etc.), make sure
they are all returned before the students leave the room. It is much easier to locate
a missing calculator in a class of 30 than trying to find it somewhere in the whole
school.

e Challenge students to recall, and list on the board, projects and topics they have
studied that day. (Now they will have a positive answer when parents ask what
they did in school, instead of the traditional, “Nothing, we had a substitute
teacher.”)

e Remind students of homework. Writing homework assignments on the board
throughout the day will help you and the students remember.

e Have students straighten and clean up the area around their desks.

After Students Leave
e After students have gone, take a few minutes to complete your professional duties
as a substitute teacher. Write a detailed summary of what was accomplished
throughout the day, along with any problems that arose and notes about things
that went well, or students who were particularly helpful. If you were subbing for
a paraprofessional, touch base with the LBS at the end of the day to review how
things went.

e [f, for any reason, you were unable to carry out the plans left by the permanent
teacher, make sure you explain why you were unable to carry them out and what
you did instead.

e Lecave the teacher’s desk and assignments completed by the students neatly
organized. Close windows, turn off lights and equipment, and double check to
make sure the room is in good order before you lock the door and head for the
office. At the office, return keys, guest teacher badges, and substitute folder, and
express your appreciation for assistance provided.
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In Conclusion
Teachers and staff members have high expectations of others who come into their classroom and

work with their students. By implementing the ideas above, you can become a professional that
meets and exceeds these expectations. Always remember that you are a valued and important
part of the educational system. Never diminish your role as a substitute teacher or
paraprofessional. Teachers and staff members appreciate having a person who is caring and
capable come into their classroom and work with their students. By being prepared, poised, and
professional, you will greatly reduce the stress on the teacher/staff member, students, and
yourself.
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Supervision and Classroom Management

General discipline policies should be consistent throughout each school, and substitute teachers
should follow those tenants. Within the established discipline guidelines, the substitute teacher
should individualize according to the situations and behaviors of the students. If you as a
substitute teacher need assistance with discipline, contact nearby teachers or administrators.

Attendance and Lunch Count

As a substitute teacher, you are responsible for taking attendance. Please be sure to ask in the
school office about the specific procedures for the building. At the upper grades, in addition to
reporting the morning attendance, you should take attendance each class period and report absent
students to the office immediately so the school may verify that it is an excused absence. You
should maintain a list of absent students for the teacher.

Students who arrive late to school (after the morning attendance), must sign in at the office, and
will bring a pass to class.

NEVER release a student during the school day to anyone, including a parent. Students
MUST sign out through the school office and the office staff verifies that the adult is
permitted to take the student. If a parent or adult appears at your classroom and wishes to
sign a student out, refer the adult to the office. Do not release the student without
permission from the office staff.

Classroom Management

Substitute teachers assume the classroom teachers’ responsibilities for supervision and
management of students, including conduct of students in classrooms, hallways, and other areas
where substitute teachers are working.

Good substitute teachers must establish a positive classroom atmosphere as early as possible:

1) Write your name on the board before class begins.
2) Briefly introduce yourself to the class.

Be kind but firm:

e Explain that the classroom rules remain in effect and will be enforced.

e Remind students you will be reporting behaviors (especially those of helpful and hard-
working students) to the returning classroom teacher(s).

e Understand students’ needs but remain committed to following the classroom teachers’
directions.

e Correct without embarrassing the students.
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When you encounter disruptive or dangerous behavior, immediately address the student
and direct the student toward more appropriate conduct. If assistance is necessary, call the
school office/building substitute coordinator to request that an administrator or other
teacher come to the area. DO NOT leave the class to find an administrator or other
teacher. You should remain with the class at all times. As a last resort option, send a
responsible student to a neighboring classroom or the office to summon assistance.

Confidentiality

Substitute teachers do not usually communicate with parents or guardians. Substitute teachers
may relate specific information to the classroom teachers or administration, and that information
may be communicated to parents and guardians through the permanent personnel if they deem it
appropriate. Long-term substitute teachers may have the responsibility of communicating with
the parents and guardians. This responsibility will be identified at the time of employment for
long-term assignments. If at any time a substitute teacher is unsure about any issue, he or she
should contact an administrator.

Emergency Procedures

Substitute teachers should become familiar with the Crisis Management Plan Handbook and
follow those policies. Emergency information is included in the substitute teacher folders handed
out at each assignment. Handbooks are also located in all classrooms. If no handbook is
available, please ask for one.

Please note the emergency evacuation routes
posted next to doorways.

Maintenance of Supplies and Classrooms

Students are expected to have the majority of the materials they need for classroom activities.
When a substitute teacher issues backup or supplemental supplies to students, the substitute
should keep records of the students’ names and the materials issued to them. At the end of the
lessons, the substitute should collect materials unless otherwise instructed.

At the end of each class period or day, the substitute teacher should encourage students to store
all supplies, align desks, dispose of waste materials and tidy classrooms.

Medications

All medicine should be issued to students through the nurse’s office. Substitute teachers
should never administer medicine. When students need to see the nurse, they should be sent
with a pass, and the substitute teacher should receive signed passes when students return to the
classroom. If students do not return to class, the substitute teacher should contact the office or the
nurse at the end of the class period.
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