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Welcome to Stockton Unified School District! Substitute teachers are a very important part 
of Stockton Unified School District’s mission to graduate every student college, career, and 
community ready.  We are grateful for your work on behalf of our students and schools. We 
place top priority on providing a highly qualified teaching staff in our classrooms and it is 
essential that well-qualified substitute teachers are available to assume the responsibility of 
providing meaningful educational experiences when our regular teachers are not available.  
 
This handbook is a guide to our procedures, and also sets forth expectations we have for 
SUSD substitute teachers. You will find what to expect as an SUSD Substitute Teacher, 
school procedures, Frontline (absence management system) login protocol, and substitute 
teacher’s responsibilities. We expect that SUSD substitute teachers be able to provide an 
environment where students can engage in their studies and be productive in their task of 
learning.  
 
The office staff at each site will provide support for your responsibilities. Please remember 
to always check in with the site secretary when you arrive and leave. If at any time you 
have questions, please work with our SubFinder Techs or the site administrative staff. Our 
job is to make sure you have everything you need to have a successful day with our 
students.  
 
​ ___________________________________________________________________ 

 
HUMAN RESOURCES STAFF 

___________________________________________________________________ 
 
 

SubFinder Help Desk​​ (209) 933-7069​​ subfinder@stocktonusd.net  

 

Maria Alcaraz​ ​ ​ Personnel Technician​​ ​ (209) 933-7065 X7069 

Marcelina Lopez​ ​ Personnel Technician​​ ​ (209) 933-7065 X2143 

Joseph Perez​ ​ ​ Personnel Assistant​ ​ ​ (209) 933-7065 X2119 

Stephanie Jaimes​ ​ Personnel Assistant ​ ​ ​ (209) 933-7065 x2114 
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GETTING STARTED 

Once you have been approved to substitute teach by the Human Resources Department, you 
will receive an email from Frontline with your Personal Identification Number to access the 
Substitute system and to create your account to begin accessing jobs.  
 
How do I receive my Personal Identification Number (PIN)?  
Once all of your employment documents have been completed, you will be sent an email 
from Frontline prompting you to create your own personalized username and password. A 
separate email with a Welcome Letter from Frontline will also include an Phone ID Number 
(your phone number) and PIN Number. You will use your Username and password to 
access the Online Web Access system. You will use your Phone ID and PIN to interact with 
the Frontline Telephone Access system. Please keep your Username, Password, Phone ID 
and PIN confidential. Do not give your Username and/or PIN to anyone. You are 
responsible for all jobs you accept through both systems.  
 
How do I accept/decline assignments? 

Employees are required to enter their absences into the Frontline system as soon as they are 
aware they will be out. Once an absence is saved, it immediately becomes available to 
substitutes who are "job shopping" — either online or by phone — and remains posted until 
it is accepted. 

For detailed instructions on how to accept or decline jobs, please refer to the Absence 
Management Substitute Employees Handbook (see Appendices). 

When you accept a job, the system will provide: 

●​ A job number 
●​ The absent employee's name 
●​ Any important job details​

 

Important: 

●​ Always write down the job number — it confirms the job is assigned to you. 
●​ You must have a job number to be paid. 
●​ If a school or employee asks you directly to sub, they must prearrange the 

assignment in the system to ensure it is properly recorded.​
 

The job number is essential for your timesheet and payment through SUSD. 
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Important Information About Using the Frontline Absence Management  

Phone System: 
When using the Frontline Absence Management phone system (1-800-942-3767), your 
Phone ID is tied to the phone number on file in the system. Please review the following 
points carefully: 

●​ Phone ID:​
 Each time you change your phone number in the Frontline system, your new 
number becomes your Phone ID — the number you must call from to access the 
automated system.​
 

●​ Changing Your Phone Number:​
 You can update your phone number at any time by logging into your Frontline 
Absence Management account online. This change takes effect immediately and 
will be used for future access to the phone system.​
 

●​ District Records Reminder:​
Changing your phone number in the Frontline system does NOT update your 
contact information in other District systems.​
 To update your official records with Stockton Unified School District, please go to 
the Employee Online Portal on the District website:​
 👉 www.StocktonUSD.net 
 

Note:​
 If you experience issues logging in by phone, verify that you're calling from the number 
listed in your Frontline profile. If necessary, log in online to update your number. 
 
Frontline Website 
The preferred method for accessing Frontline is through the website:​
 🔗 https://app.frontlineeducation.com 
 
Job Availability (Job Shopping): 

●​ Jobs appear in real time and may be taken quickly. If you leave a job unclaimed and 
return later, it may no longer be available.​
 

●​ If an absence is still unfilled three days before the assignment, the system will also 
begin making calls to find a substitute.​
 

Call Schedule: 
●​ The system does not make calls from Friday evening to Sunday morning. 
●​ Absences entered on Fridays will not trigger call-outs until Sunday evening, but will 

remain visible online throughout the weekend for job shopping.​
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Logging In Online:​
 To access your profile and accept jobs online, you must have accepted your Frontline 
invitation and created a username and password. 

 
Once logged in, you'll see an Available Jobs tab—jobs available for assignment will be 
highlighted in green on the calendar. The Scheduled Jobs tab shows your upcoming 
assignments in blue. To view completed assignments, click the Past Jobs tab. If you 
need to mark yourself unavailable, go to the Non-Work Day tab and select the dates 
you'd like to block; the system will not contact you on those days. 
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If you select the Preferences Tab you will be able to: 

-View your personal information 
 
-Edit your phone number: This is the phone number that the system will use to call and 
offer you jobs as well as to interact with the Frontline Telephone Access system. 
 
-Add an email address (strongly advised): This is the email address that Frontline and 
the district will utilize to send you all of your notifications and correspondence, 
therefore it is essential that your email address is accurate.  
 
-Change your PIN: You can change your pin number to any 5-digit number.      
             
-Select school sites where you wish to work: You can select the schools where you 
would like to work. All accounts will be initially set up for the substitute to work at all 
schools within the district. If you want to change this default setting, go to the “Schools” 
tab under preferences and then select the schools you prefer.  
 
-Create a multiple district PIN (if you work in other districts) 

 

 
Confirmation Email  
Once you have accepted a position, you will be sent an email with the job number and the details 
of the assignment. Make sure you keep this information for your records.  
 
Call Out Times 
Any time the system calls you in the AM, the job will be for that day. 

The system will call out for an assignment for up to ONE HOUR AFTER the start time of the 
assignment, so don’t worry if the job has already started when you get the call. 

Rule of thumb, if you are interested in working, be up and ready to head out the door by 
7-7:30am. If you can report to work within 30 minutes of picking up a job after it has started, 
then go ahead and accept the job. Contact the site, let them know you just picked up the job and 
will be there as soon as possible. If you are not in a position to head out the door when the 
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system calls you for a job, listen to the message and decline.  Please do not just hang up on the 
call. Hanging up on the system without appropriately responding to the prompts may result in a 
decline in system calls. Also be aware that declining a call will block you from further calls for 
that day.   
 
The system will call out until 10am. If you do not want to work that day, make sure to set your 
schedule for a Non Work Day online or just don’t answer the phone. 
 
The PM call out will always be for future assignments. 
 
How Many Days Can I Work in One Classroom? 
The number of days you may work in any specific classroom per school year depends on the 
type of permit or credential you hold: 

 
1. 30-Day Substitute Permit 

●​ Limit: You may work up to 30 days per school year in any one classroom.​
 

●​ ⚠️ This applies regardless of whether the assignment is for an absent teacher or a 
long-term vacancy.​
 

●​ Days do not have to be consecutive—they are cumulative throughout the year.​
 

●​ 🧩 Special Education Exception:​
 

○​ In any special education classroom, the limit is 20 days per school year. 
 

2. 60-Day Career Substitute Permit 
●​ Limit: You may work up to 60 days per school year in any one classroom.​

 
●​ This permit is issued based on the following criteria:​

 
○​ Experience: 

■​ At least 90 days per year of day-to-day substitute teaching for three 
consecutive years, all within the same district or consortium. 

○​ Employer Verification:​
A signed endorsement from the district or county superintendent confirming: 

■​ Your successful substitute teaching record​
 

■​ Authorization to substitute for up to 60 days for one teacher per school 
year.​
 

●​ 📞 Contact: 
○​ For Career Permit information, contact Joseph Perez at (209) 933-7065 ext. 2119. 

(Alpha A-L) or Stephanie Jaimes (209) 933-7065 x2114 (Alpha N-Z).  
 

3. Fully Credentialed Substitutes 
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●​ Limit: You may work up to 30 days per school year in any one classroom.​
 

●​ ⚠️ This applies regardless of whether the assignment is for an absent teacher or a 
long-term vacancy.​
 

●​ Days do not have to be consecutive—they are cumulative throughout the year.​
 

●​ You may take extended assignments, long-term vacancies, or rotating roles as needed. 
 

●​ 🧩 Special Education Exception:​
 

○​ In any special education classroom, the limit is 20 days per school year. 
 

4. TPSL (Temporary Permit for Statutory Leave) 
●​ A TPSL allows for extended substitute assignments, depending on the type of leave (e.g., 

maternity, medical, or FMLA) being used by the teacher.​
 

●​ 📞 Contact: 
○​ For TPSL eligibility and assignment questions, contact Joseph Perez at (209) 

933-7065 ext. 2119 or Stephanie Jaimes at (209) 933-7065 ext. 2114 
 

Important Reminders 

●​ Credential or TB Test Renewal:​
 

○​ Please notify SubFinder immediately when you renew your credential or TB test 
so your records can be updated and you can continue working without 
interruption. (subfinder@stocktonusd.net)  

 

THINGS I SHOULD KNOW ABOUT THE FRONTLINE SUBSTITUTE 
MANAGEMENT SYSTEM  

 
Renewing Your Credential or Permit 

●​ The Frontline Substitute System will automatically send you an email reminder 90 days 
before your credential/permit and TB clearance expire.​
 

●​ You can find the expiration date of your permit or credential by visiting the Commission 
on Teacher Credentialing (CTC) website at www.ctc.ca.gov.​
 

●​ Your 30-Day Substitute Teaching Permit is renewable one year from the date of issuance.​
 

●​ It is your responsibility to renew your permit or credential.​
 This applies to:​
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○​ 30-Day Substitute Permit holders 
○​ Single Subject Credential holders 
○​ Multiple Subject Credential holders 
○​ Special Education Credential holders​

 
●​ All renewals must be completed online through the CTC website:​

 👉 www.ctc.ca.gov​
 

●​ Once you have completed your renewal, please email:​
 📧 subfinder@stocktonusd.net​
 This is critical—the system is not automatically updated, and failure to notify us may 
result in delays or loss of access to job assignments.​
 

●​ Renew at least 30 days before expiration to ensure there is enough time for processing 
and approval.​
 

●​ ⚠️ If your credential expires, you will not be eligible to work as a substitute teacher until 
it is renewed and confirmed by the CTC. 

 
 Renewing Your Tuberculosis (TB) Clearance 

●​ Your TB test clearance is valid for four years from the date it was administered. This 
expiration date is listed on the TB documentation provided by the clinic or healthcare 
provider where you completed the test. 
 

●​ It is the substitute teacher’s responsibility to ensure their TB clearance or 
questionnaire is renewed before it expires. 
 

●​ Once you renew your TB clearance, please notify SubFinder immediately so your record 
can be updated and you can continue to accept assignments without interruption. 

 
●​ You will not be able to accept jobs if your TB assessment/screening expires. You will not 

be able to see available jobs to accept in Frontline if the expiration occurs and you do not 
notify subfinder@stocktonusd.net.  
 

Annual Letter of Intent / Reasonable Assurance 
●​ Each April, a Letter of Intent (also known as a Reasonable Assurance Letter) is emailed 

to every substitute teacher’s registered email address. This letter notifies you that the 
District intends to continue offering you substitute assignments for the upcoming school 
year.​
 

●​ It is your responsibility to respond to this letter by the deadline indicated, either by 
emailing or submitting your confirmation to the Human Resources Department.​
 

●​ ⚠️ If you do not receive the letter by the end of April, please contact SubFinder 
immediately to ensure your contact information is current and you remain eligible for 
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assignments. 
 

●​ In order to be eligible for continued employment as a substitute teacher, you must work a 
minimum one (1) substitute teaching shift within a 12-month period. If you fail to do so, 
you risk being deactivated as a substitute. If this occurs, you will be expected to restart 
the entire hiring process.  
 
 

Special instructions and multiple day jobs  
●​ Remember to listen to special instructions, if any, when accepting a job. Teachers 

may leave important information and job requirements in the special instructions. 
 

●​ If you accept a job that is a multiple day absence, you must be able to substitute 
for all of the days required; for unexpected circumstances contact the school 
secretary or front office staff directly. You will also want to inform 
subfinder@stocktonusd.net.  

 
Punctuality Expectations for Substitute Teachers 

If you are going to be late to an assignment, it is essential that you call the school secretary as 
soon as possible. 

●​ School sites reserve the right to cancel your assignment and request another substitute if 
you arrive more than 30 minutes late.​
 

●​ If this occurs, the system will record the absence as a “No Show” in your substitute 
profile.​
 

●​ Additionally, the school site may choose to complete a Substitute Teacher Evaluation and 
may request that you no longer be assigned to their campus in the future.  
 

●​ If you are going to cancel an assignment, you must do so at least 1 hour in advance. 
Otherwise, the system will automatically schedule you for a “Non-Work Day” and you 
will not be able to accept any jobs that day. If you have an emergency and must cancel 
within one hour of your start time, you must contact the school directly. 
 

If the Teacher Cancels the Job: ​ ​  
●​ The system will call and email you with the cancellation details. 

 
●​ Listen carefully and follow the prompts to confirm the cancellation. 

 
●​ If you don’t confirm, the system will keep calling until you do. 

 
If There’s a Problem With Your Assignment: 

●​ If you arrive at a school and there’s an issue with the job, speak with the school secretary 
right away. 
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●​ They may try to reassign you, but please be flexible, as this can happen for various 

reasons. 
 

●​ If no other assignment is available, the school will provide a timesheet for half-day pay. 
 

 
 

YOUR FIRST DAY ON THE JOB 
 
I’ve accepted a job!  What’s next?  
When you accept a job offered to you by Frontline, keep the job number, absent teacher’s name, 
and the place, date and time of the job. If the notification of the job was received after the start 
time of the job, contact the school site to let them know you just received notification of the job 
and that you are on your way and your estimated arrival time.  

​  
Remember: Be on Time! Be on Time! Be on Time! 

 
If you arrive more than 30 minutes late, the school has the right to cancel you from the job 
assignment and to schedule another substitute for the position. Please be aware that you are 
being paid for the time you actually start the job, which includes the 15 minutes before and after 
school.  
 
What time do I report for the job?                                                            
You must arrive at least 15 minutes before school begins and stay for 15 minutes after, but you 
are welcome to arrive up to 30 min early or stay 30 min after. This allows you time to check in to 
the office, leave your timesheet with the school site secretary, and be prepared to start class when 
the bell rings. Keep in mind you are paid on a half or whole day pay scale, so any additional time 
you spend outside of the mandatory work day is voluntary.  You will need to check back in with 
the office before you leave to ensure your timesheet is completed and ask if your services are 
required for the following day. 

 
JOB EXPECTATIONS 

 
What is expected of me as a substitute teacher? 
Please remember that you are being paid to teach the students, not just supervise them.  Students 
should be actively engaged in school work, meaning they are not spending instructional time as  
free time, study hall or watching videos.  Do not use your iPad, phone or computer for personal 
use during instructional time. This all reflects upon your abilities as a substitute teacher and as a 
future teacher.  You are expected to follow the provided lesson plan.  If you are unable to locate a 
lesson plan or necessary materials, contact the office right away.   
 
Before Reporting to the Site – What do I Need to Bring with Me? 

●​ Appropriate/Comfortable Dress 
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●​ My Tools (lanyard with whistle, sunglasses, water, coffee travel mug, tote bag or 
briefcase, clipboard, cell phone, sweater; NO other valuables!) 

●​ List of Expectations 
●​ Intro to students and an age appropriate Get to Know the Students Activity 
●​ Learning Activities 
●​ Focus/ReFocus Activities 
●​ P.E./Recess Games 
●​ Incentive Activities (Indoors/Rainy Day and Outdoors) 

 
Who do I report to?  
You will report directly to the school secretary. Be prepared with your District badge, job 
number, and the name of the teacher for whom you are substituting. The secretary will provide 
you with a substitute folder which will contain all the important information regarding the 
classroom and a set of keys to the classroom. Also, ask the secretary if there are any messages, 
bulletins, or notices in the teacher’s mailbox you should know about. Do review the information, 
but be sure to leave the teacher’s mail in the mailbox.  
 
What should the absent teacher have available for me?  

●​ Information regarding emergency procedures 
●​ Lesson plans, an extra roll sheet or class roster, and a seating chart 
●​ Classroom discipline policy 
●​ Seating Chart  
●​ Answer keys to tests and worksheets 
●​ Notes as to where supplies (including paper), AV equipment, and teacher’s edition 

textbooks are located to carry on the day’s activities. Materials are usually left on 
the teacher’s desk; or they can be left with the secretary 

●​ List of all extra duties, special duties, and responsibilities that are pertinent to the 
assignment of the regular teacher 

●​ Details regarding any videos to be used in the course of the lesson 
●​ Information regarding students who may be coming or going from class (band, 

speech, etc.), as well as a list of who goes where and when 
●​ List of students who have severe medical issues and what to do in case of 

emergency 
●​ List of students who have accommodations and how to fulfill those requirements 
●​ Information regarding who rides which bus, if applicable 
●​ Subs who are taking over for long term assignments may be asked to report 

beforehand to observe classroom instruction and routine. Substitute teachers will 
be paid for this service. One (1) day may be allowed to observe and work with the 
teacher.  

 
What should the school site make available to me?                                        

●​ Keys to the classroom 
●​ Laptop/Chromebook 
●​ Class Roster (Attendance is taken in Synergy) 
●​ Schedule 
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●​ Timesheet - School site should request that the substitute fill out a timesheet at the 
beginning of the assignment, and have the substitute sign and date the timesheet 
before leaving for the day. The school site can mail the timesheet to payroll, 
although all employees are encouraged to submit their own timesheets directly to 
Payroll 

●​ Lesson Plan - A detailed plan suitable for the use of a substitute teacher shall be 
kept on file in the school office or in a specific place in the classroom accessible 
to the site administrator and the substitute (STA Article 3.9 and AR 
4161.2/4261.2/4361.2) 

●​ Information to make contact with the regular teacher regarding future plans if the 
assignment is of an indefinite period 

●​ Contact information for site support, including name, title and extension 
 
 
What do I do before the students arrive?  

●​ Review the lesson plans carefully. Be sure to follow the planned assignments left 
by the teacher. Avoid going beyond the day’s assignment. If the teacher did not 
leave a lesson plan, contact the secretary right away to see if the teacher left 
lesson plans in the office. If the office does not have the teacher’s lesson plan, 
utilize your Get to Know the Students Activity until the office provides the lesson 
plan.  

●​ Check for extra duties such as playground supervision, bus duty, etc.  
●​ Review attendance and discipline procedures for the school site/classroom 
●​ Utilize instructional aides, if present. 
●​ Write your name on the board 
●​ Check for names of student helpers. They can be of value in taking attendance 

and other classroom routines. The student helpers enjoy this responsibility.  
●​ Check for any safety concerns in the classroom before students enter. 

 
Students cell phones: 
When checking in with the office, please familiarize yourself with the school's policy and 
procedures regarding student cell phones. In most cases, cell phones are prohibited during class 
time. It is important to adhere to these procedures and enforce the no cell phone policy, applying 
appropriate consequences according to classroom discipline as necessary. Please see Stockton 
Unified School District’s New Cell Phone Policy for the 2025-2026 School Year.  
 
Cell Phone Policy 
 
Student Names 
When reading lesson plans, please ensure to check for student preferred names and be mindful of 
gender inclusivity. It is important to call students by the name they prefer to be called. This 
fosters a respectful and inclusive classroom environment where all students feel valued and 
acknowledged. 
 
What do I do after students arrive?  

●​ Start the class promptly 
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●​ Introduce yourself to the class 
●​ Take attendance on Synergy on the computer provided by the office by required 

time for site (See Appendix II) 
●​ Make necessary announcements to the class.  
●​ Assume the responsibility as the regular teacher for students, equipment, and 

assigned materials 
●​ Appropriately supervise students at all times/never leave students unattended 
●​ Circulate the classroom consistently and limit time sitting 
●​ Report incidents of behaviors in notes to the teacher 
●​ Report incidents of significant behavior to the office immediately 

 
Know Student Information  

●​ Expect and require cooperative student responses 
●​ Students are not to leave the room without authorization or permission from the 

teacher. If this occurs, notify the office immediately.  
●​ No student should leave the school without permission of the principal or school 

office personnel.  
●​ Students should not be in the classroom unless the teacher is present. Lock doors 

whenever you leave the classroom.  
●​ Students are not allowed to use any dangerous or sensitive equipment, such as 

paper cutters or copy machines 
●​ Students at the elementary level should not use playground equipment except 

under the close supervision of the teacher  
 
The Dreaded Rainy Day – FLEXIBILITY! If the school calls a rainy-day schedule, check for 
possible updated times for lunch and organize a quiet activity during recess time, as the students 
will be staying inside.  
 
Special Education Classes 

•​ You may have students from different grade levels in one day. This means that 
you will have to adjust your instruction accordingly. With each grade level, you 
may set a different tone and your activities will have to be developmentally 
appropriate. 

•​ You may have students for short periods of time. This may present pacing issues, 
so it’s important to plan the class well. Students may even have individual 
schedules they follow. 

 
Preparation: 

●​ Be aware of students who have medical, behavior or emotional needs or other 
special circumstances you should be aware of.  A list of accommodations will 
likely be provided by the teacher or directed by the classroom assistants. The 
teacher will likely provide an IEP at a Glance.  (See Appendix III) 

●​ Behavior reports - In some classes, teachers send behavior reports home to 
parents describing a student’s academic or social behavior during that school day. 
Please follow the daily routine expected. 

●​ Learning aids - There may be some learning aids that are used in completing 
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tasks and activities (i.e.; math manipulatives, pencil grips, calculators, etc.).  
●​ Classroom management systems - Many Special Education teachers employ a 

variety of systems to maintain an optimal level of academic and social behavior 
in the classroom. Please closely follow the plans provided to allow for the 
greatest consistency for the students. 

●​ Do not disclose information that makes a student’s special education needs 
known to other students, such as stating in class that a student has an IEP or 504 
accommodations. 

●​ Maintaining confidentiality and consistency can help students with disabilities 
feel safe, respected, and supported.  

 
Communicate with Classroom Assists and Volunteers: 

Classroom assistants and volunteers can provide detailed information about each 
student including: 

•​ Information regarding students’ learning styles and preferences 
•​ Behavioral interventions 
•​ Preferred methods of reinforcement 
•​ Special diet or health conditions 
•​ Implementation of Behavior Intervention Plans and Visual Schedules 

 
Emergency Procedures 
Emergencies are unexpected, unpredictable and take many forms. No one can be fully prepared 
for everything that may happen, but some simple measures are helpful in any emergency. Think 
of everyone’s safety first; use common sense and training; act quickly and calmly; and be factual 
and unemotional with students and the community. An Emergency Response Crisis Management 
Administrative Guide (red flip chart book) is located in every classroom near the door with 
procedures for emergencies. Refer to the guide for specific guidelines for emergency procedures, 
but the office will also provide you directions in case of an emergency.  
 
What do I do at the end of the workday?  
Leave a Summary Report for the teacher. Leave a written report for the teacher explaining what 
happened in the classroom during his/her absence. The report should also include a summary of 
work accomplished or not accomplished and why, comments regarding student’s behavior 
(positive/negative), and any other information the teacher will find helpful.  
 
Follow the dismissal procedures included in the school/teacher details.  After the students have 
been dismissed at the end of the day, ensure the classroom is organized and prepared for the 
following day.  When you are finished, leave the lesson plans and teacher’s report on the 
teacher’s desk. Take the folder with all the items provided to you by the secretary back to the 
office and ensure the classroom key is inside the folder. You will be released from your workday 
15 min after school is out.  Make sure you have obtained a signature for your timesheet and 
have the job number included.  
 
What do I do with my timesheet? 
The site secretary will give you a timesheet, if needed.  The secretary will fill out each day of 
your assignment. Before submitting your timesheet, write your name, employee number, and 
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classification information.  All subs should be responsible for and submit their timesheet directly 
to the District office to confirm it was turned in by the payroll cut off date. Your employee 
number is your payroll number that is located on your paystub and your district ID card, not your 
PIN number for the automated system.  Please be sure to keep your copy of the time sheet. 
This will be your official record of your time worked.  

 
Some Dos and Don'ts of Substitute Teaching  
​ DOs  

●​ Do arrive on time or even early 
●​ Do let students know your expectations and the rules immediately 
●​ Do make sure you know the procedures for a fire drill 
●​ Do follow all of the lesson plans the teacher provided 
●​ Do get student’s attention by using a positive classroom management strategy. For 

example, counting, using a timer, raising your hand, having students clap or snap 
after you to repeat your pattern, having students respond with a phrase (Teacher 
says: “Class, class” students respond: “Yes, yes.”), having students earn letters for 
good behavior by spelling out a word on the board as an incentive/reward for 
positive and appropriate behavior (for example: “free time,” “game,” or “recess”).  

●​ Do use positive praise to assist you with classroom management 
●​ Do verify the seating chart is accurate. Make your own, if needed. 
●​ Do use appropriate rewards. Be careful NOT to give students food or candy with 

peanuts because a lot of students have peanut allergies. 
●​ Do ask the principal or office for assistance if needed 
●​ Do make assignments due at the end of the period 
●​ Do work closely with classroom assistants so they provide services to their 

assigned students 
●​ Do make sure you have extra ideas/plans in case you finish the lesson plans early. 
●​ Do establish special privileges when appropriate, such as line leader, P.E. 

captains, etc.  
●​ Do carry extra pencils with you in case students need to borrow one 
●​ Do follow school site procedures for bathroom use 
●​ Do leave a note for the teacher at the end of the day 
●​ Do walk elementary classes to recess and lunch 
●​ Do make sure you know the dismissal procedures for elementary students 
●​ Do ask the secretary if you have any recess or other duties 
●​ Do call the office if needed 
●​ Do report any allegations of suspected child abuse or neglect to CPS and notify 

administration  
 

DON’TS  
●​ Don’t yell at the class or an individual student. This is not a good way to get the 

class’ attention or earn students respect 
●​ Don’t use belittling or foul language to discipline students 
●​ Don’t lose control. Take a minute to calm down before disciplining. Ask for help, 

if needed 
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●​ Don’t write a student’s name on the board as a discipline measure for upper 
elementary or secondary grade levels. The name on the board may not work for 
this age group 

●​ Don’t discuss controversial issues or share personal information 
●​ Don’t use electronics for personal entertainment 
●​ Don’t conduct any personal business during instructional time 
●​ Don’t talk about your personal life or business with students 
●​ Don’t use your cell phone when you are with students 
●​ Don’t leave the classroom unattended. Please call the office for assistance, if 

necessary.  
●​ Don’t follow your own lesson plans. Use the lesson plans left by the teacher. 
●​ Don’t make comments to students or parents regarding any student’s ability, 

physical or mental condition, or personal hygiene 
●​ Don’t take the classroom key home 
●​ Don’t allow students to take any type of medication unless verified with the office  

 
What is the Procedure for Disciplining Students?  
Familiarize yourself with the Stockton Unified School District’s “Code of Conduct”. You should 
have the attention of the students prior to engaging in any activity. This is very important 
regardless of the age of the students. You will be able to maintain control and conduct classes 
properly if you are familiar with the rules of the school and those set down by the regular 
classroom teacher. If you are “easy going” the students will take advantage of this. If you are 
firm and fair, students will usually react accordingly. Be pleasant, yet firm.  
 
Keeping students on task with worthwhile material and present lessons in an interesting manner, 
which usually keeps disciplinary problems to a minimum. If discipline problems do arise and 
you are unable to resolve them, the principal or assistant principal should be notified 
immediately. DO NOT let the situation get out of hand. Discipline can often be handled by a 
mutual understanding between you and the pupil. If you attempt to understand the student’s 
problem and the student understands what you expect, problems may not develop.  

●​ DO NOT use any physical contact with students!  
●​ DO NOT use foul or belittling language as a means to discipline a student. The 

school administrator will handle and administer any severe disciplinary measures.  
 
You may make parent contact or arrange for a parent conference only after consulting with the 
administrator in charge of discipline. If it was necessary to confiscate any items from students, 
return them to the student before the student leaves the class for the day.  
 
What is the Procedure for Reporting Accidents?                                                 
Promptly report accidents to the principal’s office and fill out an accident report before leaving at 
the day’s end.  
 

SUBSTITUTE TEACHER SALARY INFORMATION  
 
Pay rates are established each year by the Board of Education.  
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Rates  
●​ 1-5 days…………….………….…………..………..…$218 ($109 1/2 day)  
●​ 6-18 days in the same assignment………………...…..$272 ($136 half day)  
●​ 19 or more days in the same assignment………………….$327 ($163 half day)  

 
After 18 consecutive days in the same assignment if Credentialed ***: Appropriate 
placement on teachers salary schedule. If an extended term substitute has less than a 
B.A degree, the salary schedule placement shall be the minimum teacher’s salary.  
 

What is considered a full substitute workday?  
A full-day is considered 6.5 hours, which includes your lunch break. If your assignment ends 
before 6.5 hours, you must contact the site administrator or secretary to see if there are any other 
duties for you to perform. It is not permissible for you to leave before the end of the 
assignment given. If it is an early release day, you are obligated to stay the entire time if you 
want to be paid for the whole day; talk to the principal’s secretary if you need an assignment 
during this time. If your assignment is at a High School and the teacher you are subbing for has a 
prep period, you can use that prep period to work on items left by the teacher. If you are asked to 
cover a different class during that period, you will be compensated for that additional time. You 
are required to arrive on time and stay until the end of the job assignment, regardless if the 
teacher’s prep period is at the beginning or end of the day. You must be on site at least 15 
minutes prior to the start of the school day and stay 15 minutes after school dismisses.  
 
Evaluations  
Remember that your instruction, your behavior, and your professionalism all reflect upon your 
ability to be a successful classroom substitute teacher and/or permanent teacher. Keep in mind 
that someone is always observing your work as a substitute teacher, whether it is the students, 
other teachers, or the secretary at the school site. Remember to act in a professional manner at all 
times. Being repeatedly requested by the school is, of course, one of the best evaluations you can 
have.  
 
If a school site deems it necessary to write a negative evaluation for a substitute teacher, the 
school site will notify the Human Resources Department by completing a Substitute Teacher 
Evaluation Form.  
 
The Human Resources Department will review the information provided, and send a letter of 
unsatisfactory job performance to the substitute teacher’s home address informing the substitute 
of the outcome of the incident. There may be further investigation performed by the Human 
Resources Department, although the school site does have the right to exclude a substitute. The 
substitute teacher is entitled to a copy of the Notice from the school site.  
 
If the Human Resources Department receives 4 Notices of Unsatisfactory Performance by a 
Substitute Teacher (at least one of the negative evaluations must be at a second site), the 
substitute teacher may be terminated from employment with Stockton Unified School District 
(STA Article 22.2.4). If an incident was deemed egregious, a substitute teacher may be 
terminated for the first offense. A written letter of termination will be mailed to the substitute 
teacher’s home address indicating a termination date & e-mailed to the e-mail on file.  
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PAYROLL AND LEAVE INFORMATION 
 
Timesheets 
You are responsible for ensuring your timesheet is completely filled out, signed and dated by the 
office before you leave your job assignment.  Timesheets received after the Payroll due date will 
have the payment deferred until the following month’s payroll. The last day of the pay period is 
the 21st of each month. If the 10th falls on a holiday or weekend, the last day of the pay period 
will be the first workday before the 21st of each month. Your check will be mailed to the address 
on your W-4, eight (8) to ten (10) working days after the 21st of each month unless you have 
signed up for direct deposit. (See Appendix IV) 
 
Substitute Sick Days 
You may take yourself out of any future job, up to one hour before the start time. If it is less than 
an hour before start time, you will have to contact the site you are scheduled for and ask for 
assistance. 
 
If you are working in a multiple-day assignment, and you need to miss one or more dates due 
to illness, you will likewise need to contact the site as this is not something you can do on 
your own. 
 
A job number is not necessary to request SUB/SICK leave, and there will be no need for site 
administration signature. Please review the following usage procedures:  

●​ DO NOT pick up an assignment/job in Frontline’s Absence Management System 
(formerly AESOP).  

●​ Complete a timesheet requesting SUB/SICK usage.  
○​  List the date and duration of sick usage.  

■​ Certificated/teacher substitutes use full days or half days  
●​ Drop off the completed timesheet directly to the district’s office receptionist. They will 

forward the timesheet to HR.  
○​ The HR Technician assigned to your alpha will verify if you have enough accrued 

sick leave time to pay out your timesheet. 
○​ If you have enough time, then the timesheet will be forwarded to Payroll for 

processing and payment in the next available payroll cycle.  
○​ If you do not have enough sick leave accrued, the HR Technician will reach out to 

you via email.  
●​ In order to avoid delays on your regular timesheet that has all your jobs for the month, 

please use a separate timesheet to request SUB/SICK pay. Your regular timesheet 
should be dropped off on the payroll box as usual. The SUB/SICK timesheet should be 
handed to the district’s receptionist.  

●​ If you are in a long-term assignment and choose to utilize sub sick, please notify the site 
and follow the process above for timesheets.  

Sub Sick Day Balance 
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All substitutes can check their SUB SICK balances by logging onto our Employee Portal which 
you can find on our SUSD website. https://www.stocktonusd.net 
(Please do not contact the Absence Management desk, as they do not have that information) 
 
Important Information:  

●​  Substitutes are entitled to use accrued sick days beginning on the 90th day of 
employment. 

●​ Paid sick hours will be accrued at the rate of not less than one (1) hour per every 30 hours 
worked. 

●​ Accrued sick leave use is limited to 5 days in a 12-month period. 
APPENDIX I 

  
Below are Frontline directions to view your profile, make changes and accept substitute 
positions. Additional information is also available in the Substitute-Absence Management 
System:  Microsoft Word - Sub System Handout (stocktonusd.net) 
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APPENDIX III 
 
IEP at a Glance - Sample 

Substitutes can refer to an IEP at a Glance to assist them with information around students with 
disabilities in their classroom, and their individualized plan of support, including 
accommodations to access the learning and educational environment.   

THIS DOCUMENT WILL NEED TO REMAIN IN THE CLASSROOM AND KEPT IN A 
SECURE LOCATION TO MAINTAIN CONFIDENTIALITY 
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Please adhere to the following law: 
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