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INTRODUCTION

Welcome to the Cañon City Schools family! As a substitute you will play a vital role in helping

us accomplish our mission: To develop compassionate, responsible, independent, and

productive citizens through a quality education provided in a safe environment for students

and staff. We really count on you and other qualified professional substitutes to provide

continuity in classrooms even when the regular staff member cannot be there.

This handbook is designed to answer some of the questions about substituting in Cañon City

Schools. Please keep it on hand or be able to access it when questions arise. If an answer

cannot be found in this handbook that meets your needs, please consult the building principal's

office.

It is imperative that a substitute's address and telephone number always remain current for

both substitute teaching contact purposes and for payroll purposes. If a substitute changes

their address or telephone number, they should notify the Human Resources Office. A

substitute’s neglect in providing updated contact information may result in an inability on the

part of the District to contact you and may result in you being dropped as a substitute.

Nondiscrimination/Equal Opportunity
In compliance with Titles VI & VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the
Rehabilitation Act of 1973, the Age Discrimination in Employment Act of 1967, the Americans with Disabilities Act, the Genetic
Information Nondiscrimination Act of 2008, and Colorado law, School District Fremont RE-1 does not unlawfully discriminate on the
basis of race, color, sex, religion, national origin, ancestry, creed, age, marital status, sexual orientation, genetic information, disability
or need for special education services in admissions, access to, treatment, or employment in educational programs or activities which it
operates.

Complaint procedures have been established for students, parents, employees, and members of the public. Complaints may be filed
verbally, in writing or anonymously. If you wish to file a complaint using the district complaint form, please submit to: Ms. Jamie Davis,
Director of Human Resources, Title IX, Section 504, and Americans with Disabilities Act Coordinator, 101 North 14th Street, Cañon City,
Colorado 81212 – Telephone: (719)276-5700,Email:jamie.davis@canoncityschools.org
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APPLYING  TO GET ON THE SUBSTITUTE LIST

To apply to be a substitute for Cañon City Schools, a candidate must complete an external Application for
Employment located on the Cañon City Schools website (www.canoncityschools.org). Applications must be
complete for consideration and must include all required information and attachments to be considered
complete. If assistance is needed with the online application process, candidates may contact the Human
Resources Department at the District Administration Building. All licensed substitute applicants (Guest
Teachers) must have a substitute authorization or teaching license issued by the state of Colorado. The
following link can be followed to access information on how to apply:
http://www.cde.state.co.us/cdeprof/Licensure_SubApp.asp .

No guarantee of employment is given to a substitute by placing their name on the approved substitute list.
Substitutes are to select jobs through Absence Management when they become available.

ARRANGING A SUBSTITUTE ASSIGNMENT

Except in emergencies, extenuating circumstances and in the food services and transportation departments, all
substitutes will be assigned by Absence Management System. Please do not make “side arrangements” with
specific employees to substitute. Staff members must follow certain procedures for approval of substitute
coverage and arrangements.

Staff members who are in need of a substitute are asked to enter their absence in Absence Management by 7:00
a.m. of the day in question. Substitutes are then called by the automated calling system. Substitutes can look
ahead and select available jobs posted on Absence Management.

A substitute’s unwillingness to accept positions may result in being removed from the substitute list. The
substitute list is reevaluated each year.

LENGTH OF ASSIGNMENT

A substitute assignment is for a specific length of time. For licensed substitutes (Guest Teachers), assignments
are made in full days or half-days. Anything over 4 hours is considered a full day. Classified substitutes (hourly
subs) are requested and assigned in quarter-hour increments, at a minimum of 2 hours. A substitute is
responsible to the principal/supervisor who will designate the specific assignment needed at the time.
Extenuating circumstances may result in a substitute being asked to cover other areas during the course of their
assignment based on the needs of the school or department.

REPORTING TO AN ASSIGNMENT

Once a substitute has agreed to accept an assignment, it is the expectation that the substitute will report on the
date agreed upon. There will not be a phone call or email to remind the substitute to report, even if the
assignment is several weeks or months away. Therefore, substitutes should keep a calendar to record and track
assignments in order to stay organized and utilize the calendar on Absence Management.
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Reporting to the Building
● First report to the main office. You must bring your district id badge.

○ In the main office he/she should get any special instructions and any special duties to cover
during the day, as well as a timesheet (classified subs only).

○ The substitute should also ask if there are any special events scheduled that day.

● Next, go to the classroom or duty location and get prepared for their day.
○ Substitutes are to assume the assignment and all attending responsibilities of the staff member

they are replacing.
○ A substitute carries the authority of the regular staff member for whom they are substituting.

● Substitutes should locate essential school locations
○ staff and student restrooms, the cafeteria, library, computer lab, gymnasium, music room, etc.
○ important resources (emergency radios, safety plans, etc.)
○ Lunches are served daily in the schools and a substitute has the option of purchasing a lunch or

bringing their own lunch.

A substitute's contribution to the educational system is valued. Feel free to ask questions and familiarize
yourself with each building. Assistance will be given whenever possible. A substitute is expected to work with
the administration, teachers, students and parents in a cooperative, friendly manner.

CLASSROOM PROCEDURES FOR LICENSED SUBSTITUTES (GUEST TEACHER)

General Information

1. A licensed substitute (Guest Teacher) should plan to arrive at the assigned room well in advance of the
students, but certainly at least a half hour before the school start time. This will afford an opportunity to
become familiar with the physical setting of the room and to locate materials necessary to carry out the
assignment in a successful manner. A Guest Teacher’s full workday is 7.5 hours, not including the
30-minute lunch time, so that allows plenty of time to come in early and still stay after school to
wrap up duties. A Guest Teacher should not leave school when the bell rings at the end of the
students’ day, but rather should stay at least 30 minutes to ensure that all students have been
accounted for, notes have been left for the teacher and the classroom is left in good order.

School Start and End Times

2. The Guest Teacher should greet the students as they enter the classroom, introduce himself/herself to
each new group of students with whom they come in contact throughout the day and write their own
name on the board where the students can see it as a reminder.

3. The Guest Teacher should follow lesson plans left by the regular teacher as closely as possible. If
extenuating circumstances prevent this from happening, the Guest Teacher should consult the principal
for instructions and leave notes for the teacher as to the reason why plans could not be followed.

4. Written work should not be assigned and left to be graded by the regular teacher unless this has been
indicated in the lesson plans. Any written work assigned by the Guest Teacher, which is beyond the
lesson plan of the regular teacher, should be graded and left for the teacher to examine. In general, all
written work should be graded by the Guest Teacher over the course of the day, if possible, unless
specifically instructed otherwise by the regular teacher or the principal.
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5. The Guest Teacher should try to fit into the regular program as nearly as possible by assuming the duties
of the regular teacher. It may be necessary for the Guest Teacher to perform routine tasks such as hall
duty, lunchroom supervision, playground duty, etc., in addition to the regular classroom work.

6. A Guest Teacher is not permitted to leave the building to which they have been assigned during
planning periods. If there is an emergency, check with the principal. Even if the regular teacher’s
planning time is at the end of the day, the Guest Teacher should remain at the assigned building
and seek ways to help other teachers or the office staff.

7. Familiarization with the rules and regulations pertaining to safety drills and building culture
expectations in any building to which a Guest Teacher is assigned is a must. If the teacher has not left
specific instructions, check with the neighboring teachers or office regarding the procedures, and then
notify the principal that emergency procedures were not included.

8. Under no circumstances are parties involving food and prizes to be permitted by the Guest Teacher
without the approval of the principal.

9. At the end of the day, the room should be organized as the teacher had left it for the Guest Teacher and
notes should be left for the teacher to review the day and activities covered. All lights and electronic
devices should be turned off prior to leaving.

10. Personal cell phones should be turned off or to silent mode and NOT used during class time. Full
attention should be given to monitoring students at all times.

Classroom Management

1. Expectations
a. One speaker at a time unless group work is being conducted.
b. Students should raise their hands to speak.
c. Everyone should be respectful of others’ statements.
d. Use class time for learning and completing assignments.

2. The Lesson
a. Start class activities quickly.
b. Be actively involved in student learning.
c. Brainstorm together.
d. Make sure that students understand the expectations. Write the expectations on the board and

reinforce them verbally.

3. Interactions
a. Be positive and smile, nod or verbally express your approval.
b. Keep students actively learning and engaged.
c. Proximity is your friend. Stay close to off-task students.
d. Enhance positive communications and relationships by modeling them.

Records
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1. Careful records of the following should be kept and left in the regular teacher’s office or in a safe
location in the teacher’s desk:
a. Money and articles lost with the loser's name, if known.
b. Money and articles found with the finder's name.
c. Articles taken from students for safe keeping with the owner’s name.

2. Any money collected for fees or payments should be delivered to office personnel for
safekeeping with a note left for the teacher as to the amount collected, who it was collected from
and who it was delivered to in the main office.

3. The Guest Teacher should keep accurate records of happenings during the time they are
substituting. Items to pay special attention to include, but are not limited to: daily attendance,
transfers, lunch count, student entries, withdrawals, etc.

4. A Report of Substitute/Guest Teacher form (see Appendix B) is to be filled out at the completion
of an assignment and returned to the main office of the assigned building.

Discipline

1. Principals and teachers are responsible for maintenance of order within the classroom and the
school. Authority to use reasonable and prudent force and restraint for purposes of
maintaining order, specifically when student safety is jeopardized, is delegated by the Board
of Education. Board of Education policies concerning discipline are found Linked here: File
JKA, File JK-R,

COMPLETING AN ASSIGNMENT

● Report to the office before leaving
● Be sure to return any keys
● Complete Feedback form on Absence Management
● Complete Timesheet (classified only) (see Appendix B)

○ *Leave must be in 15 minute increments.
○ *Leave must not overlap the staff member you are subbing for.
○ *Time worked should coincide with schedule of person being subbed for.

● A summary or an outline of the work covered during an assignment or any comments which might be
helpful to the staff member should be left at the office, on the staff member’s desk or in their school
mailbox at the conclusion of a substituting assignment.

ITEMS REQUIRING OFFICE APPROVAL

1. Students are not to be contacted or removed from the classroom or building by anyone, including their
parents, without office permission.

2. Students are not to be excused to leave school under any circumstances without office permission.

3. Notes received from parents should be left for the classroom teacher unless an immediate answer is
needed.  Any communications should be sent to parents only with permission of the principal.
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4. Any student appearing to be ill should be sent to the office immediately, accompanied by one other
student, followed by a call to notify the office that the student is on his/her way.

5. Accidents involving any of the students in a substitute's care must be reported to the office at once.

6. A substitute should not keep children after school hours without permission from the principal.

PROFESSIONAL CONDUCT

A friendly, cheerful, and cooperative attitude toward both the building personnel and students will help to start
the day right and to keep it running smoothly. A substitute's or Guest Teacher’s attitude will have a great deal to
do with their acceptance by faculty and students.

A substitute/Guest Teacher should plan to spend the entire assignment working with students. A
substitute/Guest Teacher should keep all students for whom they are responsible under supervision at all times.
No personal work of any kind should be done, even when the regular plan of instruction has been completed.
The substitute/Guest Teacher is expected to carry out the program as outlined by the regular staff member
and/or assigned by the principal and is employed to provide continuity, not simply "maintain order."

The substitute/Guest Teacher should exhibit a positive and professional attitude toward their work. Guest
Teachers are expected to observe the same ethical code as regular teachers. Standards of unethical behavior as
defined by the Colorado State Board of Education are included later in this booklet.

A Guest Teacher is legally responsible for students, equipment, and materials assigned to them, as is the regular
teacher for whom he/she is substituting. All school employees are covered by worker's compensation and legal
liability insurance.  More information on these insurances is found later in this booklet.

A substitute/Guest Teacher should not have anyone visit them while they are on duty. A principal has the right
to refuse to let anyone see a substitute/Guest Teacher while on the job. Substitutes/Guest Teachers will not be
called from the regular classroom for personal calls except in emergency situations. Messages will be taken and
delivered. Substitutes/Guest Teachers are not allowed to use their personal cell phones or the school
phones for personal business or texting while supervising students. Full attention should be given to
actively supervising students while the students are under the care of a substitute/Guest Teacher.

Regular classroom teachers should not be called by the Guest Teacher concerning class work or any other
matter unless the Guest Teacher has been specifically requested to do so. Any questions that arise should be
referred to the principal.

Substitutes/Guest Teachers should not inject controversial issues, philosophies, or opinions.

Substitutes/Guest Teachers should dress professionally, in good taste and be neat in appearance in order to
provide a favorable example for the students. Preparations should be made to take into account a variety of
climate conditions as well as possible outside coverage needs that may involve inclement weather.

Substitutes/Guest Teachers should not administer medicine or allow students to ingest medicine. All
medications must be kept in the health technician’s office and must be administered by the regular staff who are
trained to do so. Substitutes/Guest Teachers should also not provide food or drinks to students due to possible
student allergies.
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Should a substitute/Guest Teacher be scheduled but their service is not needed, the principal may assign other
duties for a minimum of a half day for licensed substitutes (Guest Teachers) or a minimum of 2 hours for
classified substitutes. A Guest Teacher will be compensated for at least one half day and a classified substitute
will be compensated for at least 2 hours as long as they remained at the building to work that time. If the
substitute chooses to leave rather than stay and work the minimum time, they will NOT be compensated
for work not performed.

Substitutes/Guest Teachers shall not divulge any confidential information regarding students, staff, records or
other communications acquired during the course of the work with the School District, except to authorized
personnel. At times, during long-term substitute assignments, an account is established for the purpose of
inputting student grades/records and for electronic communication purposes. These accounts must be used
solely for the purpose of work-related matters. Using these accounts for any other purpose is strictly prohibited.

EMAIL: All substitutes are given a district email address. Any communication from the Human
Resources Department will be done through the district email and the Frontline Absence Management
system. Substitutes are expected to check their email regularly.

DHS Mandatory Reporting Process
ALL school employees are “mandated reporters” under Colorado law (19-3-304,CRS). If a school employee
has reasonable cause to know or suspect that a child has been subjected to abuse or neglect such employee is
required to immediately report such a fact to the Department of Human Services Failure to report may lead to
personal liability or even criminal charges. CCSD Mandatory Reporting instructions and forms are linked here.

Mandated reporters must not try to determine whether abuse has happened. Employees are not investigators.
They should not ask questions about what happened, who did it, and so forth beyond reaching the threshold of
reasonable cause to suspect that the child has been abused. Once an employee makes a determination that they
have reasonable cause or know or suspect child abuse, stop.

When an employee is filing an abuse/neglect report, they can choose to follow this process individually or with
the support of the building designee where the student attends.

Upon completion of the reporting process, the reporting employee will receive a letter from Fremont DHS. This
letter is to be given to the building designee. If a letter is not received within 2 weeks, please notify the building
designee to help you follow up or contact DHS directly.

Confidentiality of student information and reporting is critical in ensuring the safety of our students and
staff.
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What to Report

Any Suspected…
● Neglect ● Mental Abuse
● Physical Abuse ● Sexual Abuse
● Substance Abuse ● Domestic Violence
● Emotional Abuse ● Maltreatment

Receiving a Report
From or About

Student

● Don’t be an investigator ● Be mindful of body language, proximity and

physical touch

● Maintain a calm demeanor, level voice.

Speak matter of fact.

● General, do not name the circumstance or

behavior in the question. Don’t suggest an

explanation or lead a student to an

explanation.

SUSPECTED ABUSE IS TO BE ADDRESSED IMMEDIATELY

Documenting A
Report

● CCSD Suspected Child/Abuse Neglect

form is located on Spectrum.

● Locate form and complete with as much

detail as possible.

IF ASSISTANCE IS NEEDED, CONTACT BUILDING DESIGNEE
IMMEDIATELY

Sharing The
Report

● Make phone call to 844-264-5437 with

Designee or on your own.

● Have IC Database open on computer when

call is made.

● Submit documentation to the building

designee for further processing

TO REPORT ABUSE CALL:  (844-264-5437)

Important Info to know…

Question Do’s

● Ask student for their date of

birth, address and full name.

● What happened?

● Are you OK? ● What were you doing?

● How did you get the injury? ● Do you feel safe going home?

● Is their story consistent? ● Where were you when you got the injury?

● What were you doing before you

got the injury?

● Are there weapons in your home?

Question Don’ts ● Did your Dad hit you? ● Did someone hit you?

● Were you hit? ● Don’t suggest answers.
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Building Designees
Washington: Linda Hanenberg and Sheri Shea
Lincoln: Garrett Olguin and Patricia Weatherill
McKinley: Scott Morton
Harrison: Alyssa Klugh and Darren Barkett
CES: Jessi Hamilton and Stacy Andrews
MVCK: Karen Sartori, Dinah Navarette, and Jody Enderle
CCMS: Randy Smith, Holly Crocetta, Julie Weaver
CCHS: Grade Level Counselors
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SUPPLEMENTAL ASSIGNMENTS

Substitutes/Guest Teachers who are interested and qualified may be considered for supplemental assignments.
Such assignments range from sponsors of clubs and activities to coaching opportunities. If you wish to be
considered for such assignments, include this request as part of your online application. Most supplemental
positions are assigned to full-time employees of the District, but at times there are vacancies which have not
been filled. Most but not all supplemental assignments have a pay attached to them. A list of paid supplemental
assignments and the amount, if any, associated with them may be obtained by contacting the Human Resources
Office.

THE GUEST TEACHER AND BOARD POLICY

Included in Appendix D are pertinent School Board policies concerning staff and student personnel. A Guest
Teacher must review these policies as part of familiarizing themselves with the Substitute Handbook. A
complete set of School District Policies can be found on the District’s web site (www.canoncityschools.org).
Once there, use the following path to get to the link to the policies: District; Board of Education; Board Policies.
Substitutes and Guest Teachers are NOT covered under the Professional Negotiations Agreement between the
Cañon City Education Association and Board of Education, nor the Cañon City Educational Support
Professionals Association and Board of Education. If a substitute or Guest Teacher has questions concerning
Board policy, they should contact the principal or Human Resources Office.

FRINGE BENEFITS

A. Workers’ Compensation Insurance

The District pays the full premium for Workers’ Compensation Insurance, which provides that all employees
and substitute staff are insured while at work. If an employee or substitute is injured while on the job he/she
must file an accident report at the Central Administration Building or the school site within 24 hours. All
accidents and injuries are to be reported even if the employee or substitute stays at work or does not see a
doctor.  If an accident report is not filed as specified, the employee or substitute may lose any benefits.

Benefits that may be received under Worker's Compensation are determined by the State Worker's
Compensation Plan.

B. If a trip to the doctor is required, you are required to go to one of the following four locations:
Centura Health Urgent Care Cañon City PCP Southern Colorado Clinic Dept. of Occupational Medicine

3245 E. Hwy 50, Suite E 3676 Parker Blvd. Suite 220
Cañon City, CO 81212 Pueblo, CO 81008

(719) 285-2888 (719) 553-2207

UC Health Occupational Medicine Centura Centers for Occupational Medicine
2773 Janitell Rd. 4112 Outlook Blvd., Suite 325
Colorado Springs, CO 80909 Pueblo, CO 81008

(719) 365-6478 (719) 562-6300

If emergency services are required between 8:00 p.m. and 8:00 a.m., go to St. Thomas More
Hospital, 1338 Phay Avenue, Cañon City, Colorado 81212.

C. Legal Liability Insurance
The District carries a comprehensive general liability policy, which has:
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(1) Coverage provided for the District and all employees and the Board of Education acting within
the scope of their duties.  ($1,000,000.00)

(2) Coverage provided for personal injury including libel slander, false arrest, detention, malicious
prosecution, and invasion of privacy.

D. Public Employees Retirement Annuity (PERA)
A substitute or Guest Teacher employed by Cañon City Schools must become a member of PERA
(except retirees who have returned as Guest Teachers). A substitute or Guest Teacher, whether a retiree
or not, will have deducted from their pay 10.5% of salary for PERA purposes. The District will
contribute a percentage (currently 20.9% as of 7-1-2020) of the substitute's/Guest Teacher’s salary. The
percentage is set by PERA.

HOURS AND THE PAY SCHEDULE FOR SUBSTITUTES AND GUEST TEACHERS

The substitute/Guest Teacher rate shall be established on an annual basis.  The Human Resources Office will notify
substitutes and Guest Teachers of the current pay rate, if there are any changes, at the start of each school year.

The current rates for classified substitutes are as follows:
● The food server sub rate will be $12.32 per hour.
● The custodial, paraprofessional, school aide, health technician and clerk sub rate will be $12.32 per hour.
● The secretary sub rate will be $12.32 per hour.
● The substitute bus driver rate will be $14.15

The current rates for licensed substitutes (Guest Teachers) are as follows:

1-Year Colorado Substitute Authorization Licence
Full-Day $100.00 ½ Day $50.00
*Long Term Rate: $110.00
A one-year substitute authorization requires you to hold a high school diploma or its equivalent and have a
fingerprint-based history on file with CDE.

3-Year Colorado Substitute Authorization
Full-Day: $112.50 ½ Day: 56.25
*Long Term Rate: $150.00 a day
A 3-year substitute authorization requires you to hold an earned bachelor's or higher degree from an accepted,
regionally accredited college or university and have a fingerprint-based history on file with CDE.

5-Year Colorado Substitute Authorization Licence or Colorado Teaching License
Full-Day:150.00 ½ Day: 75.00
*Long Term Rate: $175.00
A 5-year substitute authorization requires you to hold a current or expired Colorado teacher license/certificate or a
current out-of-state teacher license/certificate and have a current finger-print based background on file with CDE.

Anything over 4 hours is paid as a full day.  4 hours or less is paid as a half day.

* Long Term Rate begins on the 11th day in the same position unless determined differently by HR.

** For Hard to Fill Positions, HR may offer an additional 20.00 a day on a needs basis only.
12
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*Long-term subs: When a licensed substitute (Guest Teacher) teaches for ten (10) consecutive days or more for the
same staff member, then beginning on the eleventh (11th) day, those Guest Teachers. Long-term sub pay will not be
paid retroactive to the first day of the consecutive days subbed. Only fully licensed Guest Teachers will be eligible
for such assignments and pay benefits. Long-term classified substitutes will be paid at Level A of the position pay
rate schedule beginning on the 11th day of substituting in a long-term assignment. All long-term subs will revert back
to their regular sub pay upon completion of the long-term assignment. Long term substitute assignments come with
the added expectations that the substitute will assume the role and duties of the regular staff member, including
lesson plans, grading, staff meetings, parent meetings, etc. Once the regular staff member returns or the long-term
assignment ends, the long-term pay ends and the substitute will be paid at the rate prior to the long-term assignment.

The district will pay a mileage fee of $15.00 per day of substituting to Guest Teachers that must drive from outside
Fremont County.

Payday for substitutes for Cañon City Schools is the last weekday of the month for the previous month’s work.
To receive payment for substituting, the necessary information must be received by the payroll office on or by the last
working day of the month. Information received after that date will be processed for the next pay date. Pay
information will be available on the Employee Self-Service (ESS) website on the last workday of the month for
payment from the previous month’s work time.

All substitutes must work the entire period for which they are paid and should not leave early, nor should they leave
during planning periods, even if the person for whom they are subbing indicates that it is acceptable for the substitute
to leave early. If a sub is called in to cover inadvertently, or a mistake has been made on the District’s part in calling
in an unnecessary sub, the sub will receive the minimum pay for that day (2 hours for classified & ½ day for
licensed), but the sub must work the entire time for the amount paid.

No credit for substitute/guest teaching may be applied towards salary schedule placement in Cañon City Schools or
towards permanent employment except as provided by law.

RESPONSIBILITIES OF THE REGULAR TEACHER

Regular teachers should have available for the Guest Teacher the following items:

1. Lesson plans for the days in which a Guest Teacher is needed
2. An alphabetical list and seating chart of students in the room or in the various classes
3. A daily schedule of classes, activity schedules, early release days, duty assignments,

lunch periods, etc.
4. A record for the daily lunch count (in elementary schools)
5. A building level Policies and Procedures Handbook and/or Student Handbook
6. A file of supplemental assignments that can be given by the Guest Teacher and completed during

the day by students (These should be educationally relevant to the subject, standards and grade
level.)

7. A written copy of the teacher’s and school’s behavioral expectations of the students
8. List of names of students identified as assistants or helpers
9. Names of two neighboring teachers and/or adult resources
10. Emergency procedures directions

If these items are not easily located, the Guest Teacher should consult the building principal.
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The regular staff member and/or building administrator may from time to time complete an "Evaluation of
Substitute/Guest Teacher" form, especially in situations where there are concerns or accolades (See Appendix
C). While working in the building or position you’re subbing for, your direct supervisor is the same person who
would supervise the person you’re subbing for. If the Human Resources department receives evaluations of
concern from a building regarding a particular substitute, the substitute may be removed as a substitute option
for that building. When a third evaluation of concern arrives at the Human Resources department (from one or
more buildings), the Director of Human Resources may choose to remove the substitute from the Cañon City
Schools substitute list for performance reasons that are disruptive to the learning environment.

IN-SERVICE ACTIVITIES

Substitutes/Guest Teachers are invited, but not required, to attend in-service and professional development
activities that are offered in Cañon City Schools on a space available basis. Activities have a wide variety of
range on specific topics. Substitutes/Guest Teachers should periodically check with the Human Resources
Office for scheduled in-service activities. Occasionally certain activities and/or courses are required of regular
licensed personnel. In these cases, participation in the activity may be limited to regular personnel until such
time as all persons have fulfilled the requirement. Substitute attendance at in-service or professional
development activities is voluntary, may require a registration fee, will be considered outside of your regular
duties as a substitute, and will not be considered for compensation by the District. If you would like to
participate in a given activity being offered by Cañon City Schools, please contact the Human Resources Office.
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APPENDIX  A
Colorado Department of Education

Standards of Unethical Behavior

APPENDIX A

Rules

Colorado State Board of Education

COLORADO EDUCATOR LICENSING ACT OF 1991

Standards of Unethical Behavior

1 CCR 301-37 (15.02) The following is taken from Rules and Regulations of the Colorado State Board of
Education which were adopted May 12, 1994:

Standards of Unethical Behavior. The following shall serve as standards against which charges of unethical
behavior will be judged. To warrant denial, annulment, suspension or revocation of the license, violations must
be found to be substantial or continued. It shall be considered unethical behavior for a license holder or
applicant to:

1. Fail or to have ever failed to make reasonable effort to protect the student from conditions harmful to health and
safety.

2. Provide or to have ever provided professional services in a discriminatory manner regarding age, gender, gender
identity, sexual orientation, national origin, race, ethnicity, color, creed, religion, language, disability,
socio-economic status or status with regard to marriage.

3. Fail or to have ever failed to keep in confidence information obtained in the course of professional services unless
disclosure serves to protect the child, other children or school personnel, or is required by law.

4. Direct or to have ever directed a person to carry out professional responsibilities knowing that such person is not
qualified for the responsibility given, except for assignments of short duration in emergency situations.

5. Deliberately distort or suppress or to have ever deliberately distorted or suppressed curricular materials or
educational information in order to promote the personal view, interest or goal of the license holder or applicant.

6. Falsify or misrepresent or to have ever falsified or misrepresented records or facts relating to the license holder or
applicant’s qualifications, another educator's qualifications or a student’s records.

7. Make or to have ever made false or malicious statements about students or school personnel.

8. Solicit, accept or agree to accept or to have ever solicited, accepted or agreed to accept anything of substantial
value from any person when the license holder or applicant knows, or a reasonable person could construe, that the
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conferment of the thing of value is for the purpose of influencing the license holder or the applicant’s professional
judgment or performance of professional duties.

9. Fail or to have ever failed to conduct financial transactions relating to the school program in a manner
consistent with applicable law, rule or regulation.

10. Engage or to have ever engaged in immoral conduct that affects the health, safety or welfare of children, conduct
that offends the morals of the community or conduct that sets an inappropriate example for children or youth
whose ideals the educator is expected to foster and elevate.

11. Engage or to have ever engaged in unlawful distribution or sale of dangerous or unauthorized prescription drugs
or other dangerous nonprescription substances, alcohol or tobacco.
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APPENDIX  B

Cañon City Schools
Classified Substitute Time Sheet

17



APPENDIX C
Cañon City Schools

Evaluation of Substitute Employees

School: Date:

DIRECTIONS:
A staff member should fill out this form for substitute performance issues which are noteworthy or of concern.

Name of Substitute or Guest Teacher:
Name of Staff Member:
Date(s) of Substitution:
Subject/Level/Area Subbed:

The Substitute: Don’t Not
Yes No Know Applicable

1. Implemented the lesson plan. _____ _____ _____ ____

2. Graded assigned work. _____ _____ _____ ____

3. Left the area neat and organized. _____ _____ _____ ____

4. Did assigned duties. _____ _____ _____ ____

5. Left notes for the staff member on work _____ _____ _____ ____
covered and noted any problems.

Comments about the Substitute:

6. Student feedback was positive. _____ _____ _____ ____

7. Faculty feedback was positive. _____ _____ _____ ____

I would/would not request the substitute/Guest Teacher again. (Circle one)

Comments Specifying Reason for Evaluation:

________________________________________
Staff Member’s Signature

________________________________________
Principal’s Signature

1 copy kept by building
1 copy sent to Human Resources
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APPENDIX  D
Cañon City Schools

Board of Education Policies

Link to Board Policies

File: GBA OPEN HIRING/EQUAL EMPLOYMENT OPPORTUNITIES

File: GBEB STAFF CONDUCT AND RESPONSIBILITIES

File: GBEB-R STAFF CONDUCT-REGULATIONS

File: GBGB STAFF PERSONAL SECURITY AND SAFETY

File: GCG-GCGA PART-TIME AND SUBSTITUTE PROFESSIONAL STAFF EMPLOYMENT/QUALIFICATIONS OF
SUBSTITUTE STAFF

File: JKA-R USE OF PHYSICAL INTERVENTION

File: JB EQUAL EDUCATIONAL OPPORTUNITIES

File: ADC TOBACCO -FREE SCHOOLS

File: GBEC DRUG/ALCOHOL-FREE WORKPLACE

File: JLIB STUDENT DISMISSAL PRECAUTIONS

File: JICH DRUG AND ALCOHOL INVOLVEMENT BY STUDENTS

File: JLF REPORTING CHILD ABUSE/CHILD PROTECTION
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https://www.canoncityschools.org/board-of-education/board-policies
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2208783/b0ee51c6-4eb2-11eb-8ff1-0aa2abc90e5f/file/File%20GBA%20-%20Open%20Hiring%20-%20Equal%20Employment%20Opportunity%20Revised1.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2208787/b0ee5fb8-4eb2-11eb-abf4-0aa2abc90e5f/file/File%20GBEB%20-%20Staff%20Conduct%20and%20Responsibilities.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2208788/b0ee6288-4eb2-11eb-9dcc-0aa2abc90e5f/file/File%20GBEB-R%20-%20Staff%20Conduct%20&%20Responsibilities%20-%20Regulation.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2208797/b0ee7df4-4eb2-11eb-9461-0aa2abc90e5f/file/File%20GBGB%20-%20Staff%20Personal%20Security%20and%20Safety%20Revised.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2208818/b0eec58e-4eb2-11eb-b781-0aa2abc90e5f/file/File%20GCG-GCGA%20-%20Parti-Time%20and%20Substitute%20Professional%20Staff%20Employment-Qualifications%20of%20Substitute%20Staff.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2208818/b0eec58e-4eb2-11eb-b781-0aa2abc90e5f/file/File%20GCG-GCGA%20-%20Parti-Time%20and%20Substitute%20Professional%20Staff%20Employment-Qualifications%20of%20Substitute%20Staff.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2209158/e6cecc4c-4ebe-11eb-97fd-02c4231b06fd/file/File%20JKA-R%20-%20Use%20of%20Physical%20Intervention.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2209098/e6ce618a-4ebe-11eb-92fd-02c4231b06fd/file/File%20JB%20-%20Equal%20Educational%20Opportunities.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2116173/3b1e4d30-b06e-11ea-98b0-12244d5fbec9/file/File%20ADC-Tobacco-Free%20Schools.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2208791/b0ee6b3e-4eb2-11eb-8768-0aa2abc90e5f/file/File%20GBEC%20-%20Alcohol%20and%20Drug-free%20Workplace.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2209189/e6cf1b3e-4ebe-11eb-8a9a-02c4231b06fd/file/File%20JLIB%20-%20Student%20Dismissal%20Precautions.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2209134/e6cea3c0-4ebe-11eb-982c-02c4231b06fd/file/File%20JICH%20-%20Drug%20and%20Alcohol%20Involvement%20by%20Students.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1559007/be93858e-5cb0-11ea-aec8-127d75a5caed/2209186/e6cf1440-4ebe-11eb-98f9-02c4231b06fd/file/File%20JLF%20-%20Reporting%20Child%20Abuse-Child%20Protection.pdf


SUBSTITUTE HANDBOOK ACKNOWLEDGEMENT
2021-2022

I have received, read, understand and will abide by the expectations set forth in the Cañon City Schools
Substitute Handbook. I agree to abide by the Board Policies of the District.  I also agree to review the updated
Substitute Handbook prior to each subsequent school year in which I am employed as a substitute or Guest
Teacher for Cañon City Schools.

__________________________________ ________________________________ ___/___/___
Printed Name of Substitute/Guest Teacher Signature Date

This form must be completed and submitted to the Human Resource Office before you will be added to the
substitute list and called to substitute or to be a Guest Teacher.

REVISED: May 2021
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