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Glendale Elementary School District #40  

Human Resources Department 

7301 N. 58th Avenue 

Glendale, AZ 85301 

623-237-7100 

 

Joseph Quintana 

Superintendant  

 

Marcia J. Smith, Ed.D 

Assistant Superintendent of Human Resources 

 

Joe Weiss 

Director of Human Resources 

 

Substitute Coordinator  

623-237-7128 

 

Absence Reporting System 

623-237-7257 

https://gesd40.subfinderonline.com/login/login.asp  

 

http://www.gesd40.org  

 

FAX-623-237-7293 
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DISTRICT RESPONSIBILITIES 

In order to fulfill its goal of maintaining a program of educational excel-

lence at all times, the Glendale Elementary School District (GESD) com-

mits itself to the following objectives:  

1. The following items will be available and complete:  

 - Instructions to substitute  

 - Current seating chart and class list 

 - Time schedule 

 - Written room and fire drill procedures  

 - Lesson plans 

 - Duty responsibilities  

 - Building discipline policy  

2. Whenever possible, the teacher will leave or send a detailed plan to 

cover the period of absence. 

3. The teacher will notify the principal of intended absences as early 

as possible and the substitute teacher will be assigned as soon as 

possible. 

4. The District will maintain liability insurance coverage which will 

cover substitute teachers while on duty.  

5. The District will maintain an evaluation program for substitute 

teachers. 

SUBSTITUTE RESPONSIBILITIES 

GESD Substitutes are required to have a current Arizona Department of 

Public Safety Fingerprint Clearance Card and a valid State Substitute or 

regular Teaching Certificate. If either your Fingerprint Clearance Card 

or your Teaching/Sub Certificate expires during the school year, you 

will not be able to continue to substitute past the expiration date.  It is 

your responsibility to provide GESD with a current copy of your Fin-

gerprint Clearance Card and Teaching/Sub Certificate.   

 

Arizona Department of Public Safety  

602-223-2279 

http://www.azdps.gov  

Arizona Department of Education  

1535 W. Jefferson St. 

Phoenix, AZ 85007 

602-542-4367 

http://www.ade.az.gov  
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SUBSTITUTE EXPECTATIONS 

Maintain a professional attitude towards your work.  

,ÈÒÌɯÌÝÌÙàɯÌÍÍÖÙÛɯÛÖɯÊÈÙÙàɯÖÜÛɯÈÓÓɯÛÏÌɯÛÌÈÊÏÌÙɀÚɯÓÌÚÚÖÕɯ×ÓÈÕÚȭɯɯ(Íɯ

you need to deviate from them, be sure to leave a detailed note 

for the teacher. 

Demonstrate self-confidence, initiative, flexibility and abide by 

State law and Governing Board Policy. 

Know all emergency drills and procedures.  

Never leave students unattended or dismiss class early. 

Do not allow a student to leave your room unless there is a defi-

nite and immediate need.  Use hall passes when a student has 

your permission to leave the room.  

Establish classroom order with skill rather than force.  Governing 

Board policy and State law do not permit corporal punishment in 

GESD schools.  If a discipline problem occurs which you are un-

able to handle, consult the principal or assistant principal imme-

diately.  

Establish a positive working relationship with other teachers.  

Report all accidents and injuries to the front office.  

+ÌÈÝÌɯ ÛÏÌɯ ÊÓÈÚÚÙÖÖÔɯ ÈÕËɯ ÔÈÛÌÙÐÈÓÚɯ ÐÕɯ ÖÙËÌÙȮɯ ÙÌÛÜÙÕɯ ÛÌÈÊÏÌÙɀÚɯ

books and keys to the room, and complete the Substitute 

3ÌÈÊÏÌÙɀÚɯ1Ì×ÖÙÛȭ 

Complete your assignment once you make a commitment to 

serve in a particular school vacancy unless there is an emergency. 

Serve a ÍÜÓÓɯ3ÌÈÊÏÌÙɀÚɯÞÖÙÒËÈàɯ(unless there is a specified half-

day vacancy).   

Know that once at the school, you may be used in other or addi-

tional assignments at the discretion of the principal.  

Display a GESD ID badge while on campus. 

You must commit to 5 days of substituting in the 2011-2012 

school year to maintain an active status. 

Ask for help, advice, and support when you need it.  
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DISTRICT-WIDE ASSIGNED SUBSTITUTES 

Assigned substitutes are expected to follow all of the substitute expecta-

tions listed on page 6. In addition, assigned substitutes will  have the fol-

lowing expectations:  

 

These substitutes will be assigned by the district and will be placed at a 

home school. However, these assignments are subject to change deter-

mined by district needs.  

Assigned substitutes are expected to substitute each student day at 

their home school or another location as determined by the Substitute 

coordinator.  

Assigned subs will fill vacancies first at their home school.  

It will be the substitutes responsibility each morning to verify assign-

ments through subfinder. If by 6:30 am each morning the substitute is 

unassigned to a certified teaching position at the home school, they 

must  call the Substitute Coordinator to be assigned to another location.  

 ÚÚÐÎÕÌËɯÚÜÉÚɯÈÙÌɯ×ÈÐËɯÍÖÙɯÈɯÍÜÓÓɯÛÌÈÊÏÌÙɀÚɯÞÖÙÒËÈàɯÈÕËɯÈÙÌɯÌß×ÌÊÛÌËɯÛÖɯ

work the full day despite the release time for the students.  

If an assigned substitute is unable to report to their home school for the 

day, they must immediately notify the school secretary and the Substi-

tute Coordinator.  In addition the assigned substitute must cancel any 

jobs for that day and mark themselves unavailable in subfinder.  

If an assigned substitute misses more than 5 days of work without a 

legitimate reason (i.e., sick, vacation, dibbles testing) they will be reas-

signed as a roving sub, no longer have a home school placement, and 

will not be guaranteed work each student day.  

GESD is a K-8 district and all assigned subs must be willing to substi-

tute for any available teaching assignment. 
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ARIZONA DEPARTMENT OF EDUCATION  
 

The Arizona Department of Education regulations state that a person hold-

ing only a substitute certificate shall be limited to teaching 120 days in the 

same school each school year. GESD requires that school based substitute 

teachers  work no more than 120 days in the same classroom each school 

year. Therefore, all assigned substitutes will be initially assigned to a home 

school until they complete 120 days of work at that site and then will be 

reassigned by Human Resources. The process for reassignment of the as-

signed substitutes will include input from school administrators.  

 

As previously, if there are no certified teaching positions available at the 

assigned home school on any given day, the individual will then be as-

signed for that day to another location determined by the Substitute Coor-

dinator.  

 

 

Arizona state retirement system (ASRS) deductions will be withheld as 

a substitute meets regulation criteria.  The criteria, according to the Ari-

zona State Retirement System, states any employee that is hired on an 

intermittent basis for at least 20 weeks at 20 hours or more per week 

(these do not have to be consecutive weeks) is eligible for retirement 

benefits.  Substitute teaching days will be tracked by the payroll depart-

ment and any employee meeting the qualifications will automatically 

have retirement withheld. For substitutes hired with the intention of 

working 40 hours per week, such as assigned substitutes and long-term 

substitutes, deductions will be withheld immediately.  

ARIZONA STATE RETIREMENT SYSTEM (ASRS) 
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SUBFINDER AUTOMATED SYSTEM 

The Glendale Elementary School District uses the SubFinder automated 

system to manage staff absences and substitute needs.  All substitute 

teaching positions must be assigned through SubFinder to ensure that 

the assignment is recorded accurately. 

 

If you are new to GESD, you will need to follow the registration proce-

dure below before you can use the system.  If you are a returning sub-

stitute, you will not need to register but please make sure to log on to 

update your call and availability settings for the new year.  

 

NEW USER REGISTRATION WITH SUBFINDER  

 

Call SubFinder at 623-237-7257.  SubFinder will identify itself and ask 

you to enter your PIN (Personal Identification Number) followed by the 

# key.  Enter your PIN (provided by the District) using the touch pad of 

your telephone. 

 

Once you have entered your PIN and pressed the # key, SubFinder will 

acknowledge that this is the first time you have called and ask you to 

voice your name.  Please say your first and last name clearly, as you 

want it to be heard by other people using the system.  When you are 

done speaking, press the # key.   

 

HOW IT WORKS  

 

The SubFinder system will call substitutes in the morning from 5 a.m. 

to 11:30 a.m. and during the evening from 4 p.m. to 9 p.m.  You may 

also receive calls throughout the day due to teachers going home ill.  If 

you should need to cancel an assignment, please call or log in to the 

SubFinder system immediately.  Follow the menu options to cancel the 

job, which will allow the SubFinder system to secure another substitute.  

If you need to cancel a job the morning of your assignment, please con-

tact the Substitute Coordinator at  623-237-7128. 
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Upon your arrival at school, please check in with the School Secretary/Office 

Assistant and present your GESD Substitute Badge.  You will not be allowed to 

remain on campus without this badge.  The school office staff will direct you to 

the nearest KRONOS time clock so that you may swipe in.   

 

If you should forget to swipe in or out, please obtain a KRONOS Adjustment 

form located on page 9 of this booklet or you may obtain one from the School 

Secretary/Office Assistant and indicate the date and time to be corrected.  This 

form will need to be provided to the Substitute Coordinator via fax or mail 

prior to the end of a Pay Period. 

Grades K-6: $90/day 

Grades 7-8: $100/day 

Arizona State retired teachers receive a rate of $125/day 

 

If you are a long-term substitute in the same classroom for the same teacher for ten 

consecutive days, the rate of pay will increase to $155/day on the eleventh instruc-

tional day for the duration of the assignment. Long -term substitutes shall not exceed 

120 days in any one assignment or at any one school (see pg.17) 

 

A substitute teacher working any part of a half day is paid for the half day.  

 

If a substitute teacher is assigned to work 4.00 hours and is authorized by a 

school administrator or designee to stay beyond 4.00 hours, s/he will be compen-

sated based on the schedule below. Any time worked beyond 7.00 hours will be 

considered a full day.  

 

The substitute teacher is expected to remain on duty for the full 8.00 hours if they 

are scheduled for a full day. A substitute teacher, who has been assigned to a posi-

tion in error, will be paid for a minimum of one -half day (4.00 hours). If this occurs, 

s/he may be asked to remain at that school, may be assigned elsewhere, or may be 

released for the remainder of the day. 

 

Any substitute teacher that works beyond their assigned hours without prior au-

thorization from an administrator or designee will only be paid for their assigned 

hours. 

 

Schedule 

Up to 4 hours = ½ (.5) Day 

4 hrs 1 min to 6 hrs 59 min = ¾ (.75) Day 

7 hours & above = 1 full day  

COMPENSATION  

KRONOS TIME KEEPING SYSTEM 
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2011-2012 SCHOOL YEAR 
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TO BEGIN YOUR DAY 

Please report to the designated school 30 minutes before the start of the 

first class.  Occasionally, there will be last minute requests, and post-

ings will have a start time that has already passed.  If you are able to 

work in that position, please accept the assignment and notify the 

school secretary of your expected arrival time. 

 

Upon your arrival at school, sign -in with the school secretary and 

swipe in using the KRONOS time clock.  You will receive a key and a 

Substitute Folder with specific instructions for the day.  This folder may 

include items such as: 

 - Schedules for classes/bells, lunch, and duty schedules 

 - Fire Drill instructions  

 - Attendance sheet 

 - Lesson plan or instructions 

 - Teacher Evaluation form 

 

Review the lesson plans left by the teacher as well as school procedures 

for attendance, lunch, schedules, and school policies.  Contact the 

ÚÊÏÖÖÓɯÈËÔÐÕÐÚÛÙÈÛÐÖÕɯÈÛɯÖÕÊÌɯÐÍɯÕÖɯÓÌÚÚÖÕɯ×ÓÈÕÚɯÞÌÙÌɯÓÌÍÛɯÖÙɯÐÍɯÛÏÌɯËÈàɀÚɯ

lessons are unclear.   

 

Introduce yourself to the teachers next door.   

 

Greet students immediately and establish a rapport.  

 

Distribute any necessary paper to students. 

 

Do not hesitate to ask the students for assistance with the regular proce-

dures. 

 

%ÖÓÓÖÞÐÕÎɯÛÏÌɯÛÌÈÊÏÌÙɀÚɯÓÌÚÚÖÕɯ×ÓÈÕÚɯÐÚɯÌß×ÌÊÛÌËȮɯÏÖÞÌÝÌÙȰɯÈÛɯÛÐÔÌÚɯÚÛÜɪ

dents may find themselves with nothing to do.  Bring your personal 

supply of teaching aides for the few times when there are no planned 

instructions.  
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TO END YOUR DAY  

 

"ÏÌÊÒɯÚÛÜËÌÕÛÚɀɯÞÖÙÒɯÐÍɯËÐÙÌÊÛÌËɯÛÖɯËÖɯÚÖɯÉàɯÛÏÌɯÛÌÈÊÏÌÙȭ 

 

Distribute any notes that students are to give their parents.  

 

Provide any homework assignments. 

 

Dismiss students according to school procedures. 

 

Leave a written report for the teacher indicating:  materials covered, 

homework assigned, discipline problems, and notes regarding depar-

ture from lesson plans. 

 

Complete the Teacher Evaluation form provided to you by the office 

staff in your substitute folder.  Return the completed form to the Princi-

×ÈÓɀÚɯ.ÍÍÐÊÌȭ 

 

Leave the classroom in the same order as when you arrived.  All teach-

ing materials and equipment should be returned to the proper area.   

 

Before leaving the school campus, you will need to check-in with the 

School Secretary and return your Substitute Folder and room key. 
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_____________________ _______________________                                   

Glendale Elementary School District 

SELF-CONTAINED SUBSTITUTEôS EXIT REPORT 

 
 

_____________________ _______________________                                   ___________________________ 

                                                           School                                                                                                                            Date 

 

____________________ _______________________                                   ___________________________ 

                                          Classroom Teacher Name                                                                             Grade/Subject 

 

 his form is designed to provide accurate information regarding the classroom, students , and lesson plans for the day of  

 substitution. The substitute should complete and return this form to the principal/assistant principal before leaving for the day. 

 
 

            Specific Feedback to teacher: 

 What was accomplished today: 

_________________________________________________________________________________________________ 

            _________________________________________________________________________________________________ 

 What was not accomplished today:  

_________________________________________________________________________________________________ 

   _________________________________________________________________________________________________ 

 Comments on: 

 Good behavior:  

 _____________________________________________________________________________________ 

            _____________________________________________________________________________________ 

 Inappropriate behavior: 

                                                                   

_____________________________________________________________________________________ 

 _____________________________________________________________________________________ 

 Comments on lesson plans: 

_________________________________________________________________________________________________ 

 _________________________________________________________________________________________________ 

 [   ] Please assign me to this school again                                                   [   ] Please do not assign me to this school again 

 

 Substitutes Teacherôs Signature__________________________________________________ 

  

 Comments:  _______________________________________________________________ 

  _______________________________________________________________ 
  

 Principalôs Signature: ____________________________________________________________ 

  Excel-
lent 

Good Aver-
age 

Poor Comments 

CLASSROOM ready 
for: 

          

       Students           

       Instruction           

STUDENTS           

       Knew Routine           

       Followed Direc-
tions 

          

       Knew Discipline 
Process 

          

LESSON PLANS           

       Accessible           

      Easy to Follow           

      Materials Available           

OVERALL EX-
PEIENCE 
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EMPLOYEE DRESS CODE 

GOVERNING BOARD POLICY GBEBA  

Employees shall ensure that their dress and grooming presents a pro-

fessional image while at work or while conducting District business so 

ÈÚɯÛÖɯÌÕÏÈÕÊÌɯÛÏÌɯËÐÚÛÙÐÊÛɀÚɯÐÔÈÎÌȭɯɯ(ÕËÐÝÐËÜÈÓÚɯÌÔ×ÓÖàÌËɯÐÕɯ×ÜÉÓÐÊɯ

schools are in a position of influence and their dress, grooming and 

mannerisms will have impact on the way students and the public, in 

general, respond to our leadership. 

 

All district employees who are in the position of meeting students, par-

ents and the general public are expected to dress as professionals and 

model appropriate attire for students and the educational community.  

It is recognized employees enjoy the freedom to express their individu-

ality; however, it is expected that certain standards for appearance be 

met while fulfilling their job responsibilities as a GESD employee.  

 

It is necessary that dress and personal appearance be appropriate for a 

school setting and not disrupt the classroom atmosphere or educational 

process.  Minimally, professional standards of dress shall include the 

following expectations:  

Graphic representations on clothing or accessories shall not support 

alcohol, cigarettes, drugs or sexual activity. 

Clothing should be modest and not expose undergarments, breasts, 

midriffs, or buttocks.  

Exercise clothing are only acceptable for physical education teach-

ers or coaches. 

Denim jeans of any color are not appropriate attire.  

Rubber flip flops are not appropriate footwear.  

 

The Governing Board recognizes that implementation of this guideline 

calls for mature, sensible, rational action on the part of the school staff 

so that professionalism and individuality are reasonably balanced.  This 

guideline is not intended to unduly restrict personal expression, but 

rather ensure an appropriate learning environment.  

 

Adopted:  January 10, 2006 
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COMPUTER USE IN THE CLASSROOM 

EMERGENCY PROCEDURES 

Unless specific instructions are left by the absent teacher, substitutes are 

NOT to use the computers that are present in every classroom.  The use 

of personal laptop computers during the school day is also prohibited.  

Employees will refrain from personal cell phone use during work 

hours.  The use of a cell phone during lunch or breaks is permitted.   
 

PERSONAL ELECTRONIC/COMMUNICATION 

Emergencies can arise at any time and you should be prepared to han-

dle them.   

 

At various times throughout the year, fire and other emergency -type 

drills will be conducted.  When the alarm sounds, staff members will 

conduct an orderly evacuation of students out of the classrooms 

(closing the classroom door behind them) and leave through the nearest 

designated building exit (an emergency route map is posted in each 

classroom).  Once out of the building, staff and students will gather at a 

pre-designated safe meeting area.  Staff members will account for all 

students.  Do not go back into the building until the site administrator 

or fire department has informed you that it is safe to do so.  

 

In the event of an accident, please make sure to promptly report it to 

the school nurse or administrator.  Students who are ill should be re-

ÍÌÙÙÌËɯÐÔÔÌËÐÈÛÌÓàɯÛÖɯÛÏÌɯÚÊÏÖÖÓɯÕÜÙÚÌɀÚɯÖÍÍÐÊÌȭ 
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All school records and reports must be handled with care.  All records 

are confidential in nature.  They are maintained in order to provide in-

formation on child development for the professional staff.   

 

It is essential that, as a substitute teacher, you are careful not to divulge 

any confidential information which has been received from contact 

with students and other people in the profession unless reporting such 

information is required by law.  

CONFIDENTIALITY  

 

Expect good behavior of students.  Be fair and consistent.  Students 

must know what to expect and what is expected in return.  If the stu-

dents are kept busy with worthwhile material, discipline problems usu-

ally will not develop.  Naturally, there are exceptions and occasionally 

problems do arise.  If a discipline problem occurs which you are unable 

to handle, consult the principal or the person in charge.   

 

At no time are you to touch a student in any way or administer corpo-

ral punishment.  

DISCIPLINE 

 

Under NO circumstances should a student be released to any individ-

ual or allowed to leave the school grounds by a substitute teacher.  If 

required, the school office will do this.  

RELEASING A STUDENT 
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JLF 

 

School district personnel are required by law (A.R.S. § 13-3620) to re-

port suspected child abuse.  This applies to all employees and volun-

teers when acting in the scope of their employment with Glendale Ele-

mentary School District.  

 

A.R.S. § 13-3620 generally states that any person who reasonably be-

lieves that a minor is or has been the victim of physical injury, abuse, 

child abuse, sexual abuse, sexual conduct with a minor, sexual assault, 

molestation, sexual exploitation of a minor, incest, child prostitution or 

neglect that appears to have been inflicted on the minor by other than 

accidental means shall immediately report this information, or cause 

reports to be made, to a peace officer or Child Protective Services in the 

Department of Economic Security.  

 

Reports required by this statute should be made to either the local law 

enforcement agency or Child Protective Services (1-888-SOS-CHILD). 

Generally, if the suspected abuse is committed by a family member or 

legal guardian the report should be made to Child Protective Services. 

All other reports should be made to law enforcement.  

 

Failure to report abuse is a crime and could cost you your teaching cer-

tificate. 

 

 
 

CHILD ABUSE REPORTING 
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SCHOOL HOURS 

2011-2012 

GLENDALE  ELEMENTARY  SCHOOL  DISTRICT   

2011-2012 SCHOOL  & O FFICE  HOURS 
 

Burton, Discovery, Horizon, Landmark, American and Coyote 

Ridge: 

  

Monday ï Friday:  7:45 a.m. ï 2:45 p.m. 

 

Early Release:   7:45 a.m. ï 11:45 a.m.    

  

School Office Hours:  7:15 a.m. - 4:00 p.m. 

 

Smith, Sine, Bicentennial North & South, Sunset Vista, Mensen-

dick and Jack: 

 

Monday ï Friday:  8:15 a.m. ï 3:15 p.m. 

 

Early Release:   8:15 a.m. ï 12:15 p.m. 

 

School Office Hours:  7:45 a.m. - 4:30 p.m. 

 

Challenger, Desert Garden, Desert Spirit and Imes: 

 

Monday ï Friday:  8:45 a.m. ï 3:45 p.m. 

 

Early Release:    8:45 a.m. ï 12:45 p.m. 

 

School Office Hours:  7:45 a.m. - 4:30 p.m. 

 
2011-2012 Early Release Dates: 

 

    Aug. 10- In-Service   Feb. 8- Grading   

 Sept 14- In-Service           Feb. 16-17- Parent Conferences

 Sept. 28- Grading       Feb.29- In-Service   

 Oct. 6-7- Parent Conferences   March 21- In-Service 

 Nov. 2- In-Service       April 11- Grading   

 Nov.18- Grading   May 2- In-Service 

 Dec. 7- In-Service   May 18- Grading  
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