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SD27J Substitute Information:  

18551 E. 160th Avenue, Brighton, CO 80601 

303-655-2900 

Website: www.sd27j.org 

 

SD27J Substitute Teacher  

RESPONSIBILITIES: 

 

http://www.sd27j.org/


Active Status:  

1. In order to remain active in the SD27J Substitute Teacher pool, a substitute 

must work five days per semester.  Long term assignments would count 

toward the amount worked. 

2. If a substitute is hired as a regular teacher or classified employee, reapplication 

to substitute teacher program is required.  The teacher returning to a 

substitute position may be asked to provide additional forms, if necessary. 

3. Substitutes must resign in writing if ending their employment. 

 

Certification: 

1. In order to remain an active substitute teacher, all substitute teachers must 

hold a current Colorado Teaching License or Substitute Authorization. This 

would include an Initial or Professional teaching license and Three or Five Year 

Substitute Authorizations.  Absence Management notifies substitutes 

within__________ days of license expiration.  It is the substitute teacher’s 

responsibility to maintain a current license.  If the license expires in Absence 

Management, a substitute will not be allowed to access jobs. 

2. Licenses and Authorizations are renewed by the Colorado Department of 

Education. Information can be found on the CDE Website at 

www.cde.state.co.us under Educator Preparation and Licensing.  A copy of the 

renewed license must be sent to the Substitute Office. 

 

Change of Address: 

1. It is important to keep personal contact (name, address, telephone numbers) 

information updated.  In order to change a name or address, contact Human 

Resources for a PERA form.  If a name change is requested, the Social Security 

card must be presented in person.  PERA will be updated and Human 

Resources and Aesop records will be changed. 

 

http://www.cde.state.co.us/


 

GETTING STARTED AS A SUBSTITUTE: 

After the Substitute Teacher has been hired, there are important processes to be 

aware of. 

1. Job Cancellation:  If you need to cancel an assignment, you must do so within 

24 hours from the start of the job.  The substitute must cancel the job in 

Absence Management.  Cancellations 12 hours from the start of the job must 

be cancelled in Absence Management and call the Substitute Office and leave 

a message.  

2. School start times vary by school level.  Several of 27J’s schools are on split 

sessions.  Substitute teachers must report at the time listed in the job 

assignment.  Do not arrive before or arrive later than the job report time.  If 

arrival time is different, please notify the school or the Substitute Office as 

soon as possible.   When accepting positions, check the start and end time 

carefully, for scheduling purposes.  

3. Work day:  All full-time teachers in the District work 7.5 hours per day.  A 

half-time assignment is 4 hours or less.  If there is a need to vary, please 

contact the school. 

4. Each job has a confirmation number.  The confirmation number is vital to 

maintain records, make changes in the assignment or cancel the position. 

5. Check-in:  Arriving on time allows for a smooth check-in time at the school 

office.  Maps for the District schools are located on the 27J website, 

www.sd27j.org.  Each school’s check-in process may vary.  At the office, any 

keys, lesson plans or other materials may be provided.  Note the school’s 

check-out procedures, if you need to leave during the day.  Lesson plans may 

also be uploaded by the teacher in Absence Management. 

6. Pay rates for Substituting can be found on SD27J web page: sd27j.org/Human 

Resources 

 

DURING THE DAY: 

 

http://www.sd27j.org/


1. Substitute teachers must be responsible for the lesson plans, classroom 

materials, schedule, school policies-such as electronic devices, hats, allergies.  

2. Substitute Teachers are expected to follow all District policies, including 

professional ethical codes and standards. 

3. Professional dress is an expectation of all SD27J staff members.  Jeans, hats, 

sweats, or sweatshirts are not acceptable for any assignment.  The teacher 

may include notes on appropriate dress in the sub system, if there is a need to 

vary.  

4. Personal behavior must be professional at all times; for example refraining 

from using profanity. 

5. Substitutes must also be aware of emergency procedures- which could be the 

following: 

Lockdown-Locks, lights, out of sight 

Lockout-Secure the perimeter 

Evacuate- to Announced location 

Shelter-Hazard and Safety training 

Contact the school for more information on how to handle drills, etc. 

6.  Personal cell phone use should be limited to planning periods and/or lunch. 

7. If a student is ill or injured, the substitute must be able to respond quickly and 

appropriately to the situation. 

IN THE CLASSROOM: 

1. All teachers are required to provide lesson plans and substitute teachers must 

follow these plans.  Lesson plans could be attached electronically in Absence 

Management. If the plans are unclear or not available, check with the school 

office, Administrator or neighboring teacher.  Follow the teacher’s instructions 

on grading or testing.  

2. Never leave a classroom unattended.  Keep all students under your supervision 

at all times.  

3. Keep complete records for the classroom and school.  Attendance should be 

completed immediately.  The class roster or seating chart will be a helpful tool, 

as well. 

4. Student injury or illness must be reported to the office immediately. 

 



5. Become familiar regarding the policy of students leaving the classroom. 

6. The substitute teacher is responsible for all classroom materials, including 

proper care and storage. 

7. Do not contact the teacher unless requested specifically to do so. 

8. Substitutes may be asked to cover an additional class during planning periods. 

This is not mandatory, but it is important to be flexible if asked to cover 

another teacher’s class. 

9. Discipline problems or disruptions should be handled immediately, according 

to school policy. Report any problems to the school administrator. 

 

 

WORKING WITH STUDENTS: 

 

1. All student information, such as medical records, IEPs, grades are confidential. 

2. Use caution in expressing personal opinions or reactions with students. 

3. Substitutes are cautioned again making any physical contact with students at 

any time for any reason. Physical contact by a person with whom the student 

is unfamiliar can result in misunderstandings. Substitutes should not initiate 

physical contact with students.  The only exception would be a safety issue, for 

the student or other students.  

 

COMPLETION OF ASSIGNMENT: 

 

1. Leave the room in the same condition from the beginning of the assignment. 

Close windows and lock doors. 

2. Follow through with the teacher by leaving a brief summary of the day.  

3. Always check out at the office.  Return any materials, keys, etc. provided at the 

beginning of the day.  

4. Notify the office if you must stay longer than the reported hours. 

5. Document any concerns or issues with the School Administrator.  This would 

include any concerns with students.  

6. Any feedback, positive or negative from the school will be provided to the 

Substitute Teacher.  All feedback is kept in the Substitute Office.  If multiple 

 



concerns are documented; Human Resources will ask to meet with the 

Substitute Teacher either by phone or in person. 

7. Multiple concerns from schools could result in termination with the district. 

8. Substitute employment is “at will” which is temporary and intermittent 

employment. 

 

HELPFUL RESOUCES: 

Colorado Department of Education:  http://www.cde.state.co.us/ 

Absence Management: signin.frontlineeducation.com    1-800-942-3767 

 

SD27J Home Page: www.sd27j.org 

PERA: www.co-pera.org 
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