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    IMPORTANT/DISCLAIMER 

 

This handbook is not a contract of employment or an offer for a 

contract of employment. It is not a promise of employment for any 

length of time or under any particular conditions. 

 

All substitute teachers are employed at-will and employment may 

be terminated by either party at any time, with or without cause. 

 

Dalton Public Schools reserves the right to amend or abolish this 

handbook, in whole or in part, at any time, with or without prior 

notice. 

 

This handbook supersedes any previously issued Substitute Teacher 

Handbook(s), and effective July 1, 2016, the provisions of any such 

previously issued handbook(s) are null, void, and of no effect. 

 

No employee or representative of Dalton Public Schools, other than 

the superintendent acting with Board of Education authorization has 

the authority to offer or promise employment for any length of time 

or under any particular conditions. 
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DALTON PUBLIC SCHOOLS 

HUMAN RESOURCES DEPARTMENT 

SUBSTITUTE TEACHER HANDBOOK 
 

ASSIGNMENT OF SUBSTITUTES 

Assignments are made through AESOP (Automated Educator Substitute Operator), an 

online substitute management program [https://www.aesoponline.com]. AESOP allows 

substitutes to accept jobs in three ways. 

 

1. Accessing the system and choosing an available assignment. 

2. Accepting automated telephone calls from the system on the days and times 

preferred by the substitute. 

3. Accepting a job by agreement that is assigned by a teacher who has a preference 

for a specific substitute. 

In some cases a school may have a late unfilled absence and a substitute teacher may be 

called by school personnel to request assistance. 

 

Dalton Public Schools’ substitute teachers are at-will, temporary employees who perform 

services on an as-needed basis at district discretion. Dalton Public Schools makes no 

representations, warranties or assurances regarding any minimum number, duration, or 

frequency of work assignments to be offered during the school year. 

 

Once employed as a substitute teacher, notification of change of status for assignments or 

resignation should be communicated to Bianca Torres, substitute coordinator, using the 

form on Page 10. 

 

WORKING HOURS 

Substitute teachers will be expected to maintain the regular teacher’s time schedule, 

whatever that may be. The majority of teachers and paraprofessionals work an eight-hour 

day, although a limited number work less than eight hours.  A substitute teacher working 

an eight-hour day is expected to report for duty at the time designated by the school and to 

remain on duty until the regular teacher’s dismissal time. AESOP job postings provide the 

hours to be worked for the absent employee. 

 

When a substitute teacher works a total of four hours or less on any assignment, the 

substitute teacher shall be paid on a half-day basis. AESOP will advise the substitute 

teacher of the reporting time for the half-day assignment.  The substitute teacher shall 

remain on duty for the duration of the classes scheduled for coverage during the half-day 

assignment.  If it appears that the scheduled half-day assignment will exceed four hours, 

the substitute teacher shall immediately notify the school office for instructions on how to 

report the additional hours. 

 

If a substitute teacher accepts an assignment after the scheduled reporting time, the 

substitute teacher shall be allowed one hour from the time he/she accepts the assignment 

to arrive at the school. Dalton Public Schools reserves the right to withhold a pro-rata 

https://www.aesoponline.com/
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amount from a half-day or full-day payment if the substitute teacher arrives late to an 

assignment or leaves early.  

 

REPORTING TO AND COMPLETING AN ASSIGNMENT 

Report to the school office upon arrival to sign in on the substitute teacher roster. 

Substitute teachers will receive information regarding the assignment for that day, which 

may include any special requirements for students or schedule changes due to assemblies 

or special events. When the assignment has been completed, the substitute teacher is 

expected to report to the school office to sign out before leaving the school. Be sure to 

return keys and any other materials that you may have received. A summary or an outline 

of any issues that the teacher or school administration should be aware of should be noted 

in writing and left in the office at the conclusion of the assignment. 

 

SAME-DAY CANCELLATIONS 

When a substitute teacher cancels a previously accepted assignment on the day of the 

accepted assignment, Dalton Public Schools is left with little or no opportunity to fill the 

classroom position. This is very disruptive and leaves the classroom without a teacher.  

Except in unusual circumstances - which a substitute teacher may be requested to explain 

in writing - same day cancellations are unacceptable and will be considered in an ongoing 

evaluation of whether to allow a substitute’s service to continue. 

 

ACCEPTING ASSIGNMENTS 

Substitute teachers are expected to record their unavailable work periods in AESOP so 

that the system does not attempt to make unnecessary automated calls which reduces the 

effectiveness of the program. Also, this keeps school personnel from making calls for 

emergency absence calls when the substitute is not available for work. 

 

Substitute teachers who do not accept assignments for 90 days will be notified of being 

placed on inactive status and must call the human resources department for reactivation 

within 30 days. Any substitute who does not contact the office to request reactivation will 

be removed from the list. Reactivation will require submission of a new background check 

and verification of employment information. 

 

Dalton Public Schools makes no representations, warranties or assurances regarding any 

minimum number, duration, or frequency of work assignments to be offered during any 

school year. 

 

PROFESSIONALISM, DRESS, ACCESSORIES AND GROOMING 

Substitute teachers shall strictly adhere to lesson plans and shall comply with any 

instruction or directive from the principal, any school administrator, or designee.  

Substitute teachers also are expected to conduct themselves with professionalism and 

cordiality in all interactions and communications at all times. 

 

Appropriate professional appearance is essential for a strong working and learning 

environment that is conducive to high student and staff performance.  Professional attire 

includes, but is not limited to, collared shirts, dress slacks, dress coordinates, suits, 

dresses, ties and sport coats.  Attire that is not acceptable includes: 

 Attire that is prohibited in the student dress code 
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 Sunglasses or hats inside the building 

 Skirts and dresses shorter than mid-thigh 

 Flip-flops or house slippers 

 Athletic wear, such as jogging suits, unless engaged in a physical education class 

or event 

 Underwear as outerwear 

 Inappropriately sheer, tight or short clothing 

 Garments that inappropriately expose traditionally private parts of the body 

including, but not limited to, the stomach, buttocks, back and breasts.  This 

includes tube tops, halter tops, midriffs, garments made of fishnet, mesh or similar 

material, tank tops and muscle tops. 

 Any clothing, paraphernalia, grooming, jewelry, hair coloring, accessories or body 

adornments that contain advertisement, symbols, words, slogans, patches or 

pictures that are sexually suggestive, that are drug, tobacco or alcohol related or 

that are obscene, profane, vulgar, lewd, indecent or plainly offensive or pose a 

safety or welfare risk to the employee or other person. 

 Any other similarly inappropriate clothing, accessory, body ornament, etc., or 

inappropriate grooming or hygiene. 

Any school administrator has the authority to determine the appropriateness of dress, 

accessories, or grooming and may require a substitute teacher to be removed from an 

assignment. 

 

REMOVAL FROM THE SUBSTITUTE TEACHER POOL 

Substitute teachers work at the pleasure of Dalton Public Schools.  As at-will, temporary 

employees of the district whose services are utilized on an as-needed basis, substitute 

teachers may be removed or may resign from employment and the substitute teacher list 

with or without cause at any time. 

 

DPS POLICIES/COMPLIANCE 

Substitute teachers shall familiarize themselves and comply with all Dalton Board of 

Education policies (available for review at 

https://eboard.eboardsolutions.com/Index.aspx?S=4050). In particular, this shall apply to 

those policies relating to student conduct, including the Student Discipline policy (policy 

JCD, which includes strict limitations on the use of physical intervention or force against a 

student) and staff conduct. Pursuant to this and other applicable policies, substitute 

teachers shall immediately report to the principal or the principal’s designee any incidents 

involving any form of harassment, including sexual harassment, harassment based on race 

or color, national origin, sex, disability, or religion, child abuse, or any form of assault. 

 

SUBSTITUTE TEACHER REPORTING/COMPLAINTS 

The building principal or designee is the substitute teacher’s supervisor during the 

fulfillment of a teacher absence. Accordingly, any questions, concerns, or complaints 

regarding assignments or working conditions should be directed by the substitute teacher 

to the principal. However, substitute teachers are temporary employees of the district 

https://eboard.eboardsolutions.com/Index.aspx?S=4050
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under the general supervision of the human resources department. The first-level 

supervisor for substitutes is Bianca Torres and she is therefore the primary contact for 

substitute teachers. Any issues that cannot be resolved to the satisfaction of the substitute 

coordinator or the substitute shall be referred to Mendy Woods, the director of human 

resources, for final resolution. Substitute teachers may not file a grievance under the 

district’s employee grievance policy. The human resources department may be contacted 

at (706) 876-4070 or in person at 300 W. Waugh St., Dalton, GA 30720, between the 

hours of 7:30 a.m. and 4:30 p.m. Appointments are requested. 

 

LONG-TERM ASSIGNMENTS 

Any uninterrupted assignment for the same teacher over 10 days will be paid at the mid-

term pay rate, and any assignment over 20 days will be paid at the long-term rate. The 

substitute teacher's pay will be paid at the appropriate rate retroactive to the first day in the 

assignment. 

 

Although substitute teachers working on a long-term assignment are expected to fulfill the 

vacancy with no absences, substitute teachers working long-term assignments may have 

one absence for each 20 completed days on the same long-term assignment. Any absences 

beyond this allowance will result in an adjustment of the pay rate to the standard daily 

rate. A substitute teacher on a long-term assignment who will have an absence or absences 

during that assignment should contact Bianca Torres, substitute coordinator, to ensure the 

pay rate is maintained or adjusted appropriately. 

                    

Long-term assignments may not continue more than 45 days unless the substitute is a 

certified teacher. If, for any reason, the principal believes the performance of a substitute 

in a long-term assignment is not meeting expectations, the principal may recommend a 

change to a different substitute. 

 

Dalton Public Schools’ substitute teachers are at-will, temporary employees who perform 

services on an as-needed basis at district discretion. Dalton Public Schools makes no 

representations, warranties or assurances regarding any minimum number, duration, or 

frequency of work assignments to be offered during the school year. 

 

PAYROLL INFORMATION 

Substitute teachers will receive a paycheck or direct deposit on the last working day of the 

month. A paycheck or direct deposit voucher may be picked up the day payroll is 

distributed, otherwise it will be mailed to the delivery address provided by the substitute in 

writing using the appropriate form. The payroll department is at the district Administration 

and Services Building (Central Office), second floor, Dalton City Hall, 300 W. Waugh St., 

downtown Dalton. 

 

A pay period schedule for the current year is available in the substitute teacher section of 

the district website (www.daltonpublicschools.com) and on AESOP 

(www.aesoponline.com). The pay period schedule is an important factor in how pay is 

calculated each month. Understanding the relationship between the pay period and 

fulfilled substitute jobs will reduce many of the questions substitutes typically have 

regarding pay. The substitute teacher pay rate is posted on the district website, on AESOP, 

and is available from human resources. 

 

http://www.daltonpublicschools.com/
http://www.aesoponline.com/
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(see example, next page) 

 

 

 

 

 

 

Pay Example 

If the pay period begins on the 15th of the month and goes through the 14th of the 

following month, then a paycheck dated March 31 will include only the days taught 

from February 15 through March 14. If a substitute teacher worked no days in 

February, but worked all 15 school days from March 1 to March 21, only 10 days will 

be paid in the payroll distributed on March 31. The remaining five days and any other 

days worked through the payroll cutoff day in April will be paid April 30. 

 

District staff make every effort to maintain accurate records of the assignments accepted 

and fulfilled by substitute teachers. Due to the nature of the assignments which may occur 

in multiple schools for many different teachers, errors may occur. Substitute teachers are 

encouraged to keep an accurate calendar record of each completed assignment by teacher 

and school. The district will determine the resolution to any discrepancy between district 

records and substitute records. Adjustments to correct under or overpayment will be made 

in the next scheduled payroll, unless circumstances warrant running a corrected payroll. 

 

Questions about pay may be directed to Kelley Lazo, payroll specialist, in the business 

services department at (706) 876-4006. 

 

Inform the human resources department immediately in writing about any change in 

address, phone number, or name.  Employee Information Forms can be found at  

www.daltonpublicschools.com or in the human resources department. Indicate on the form 

employment status as a substitute teacher. 

 

ASSIGNMENT ERRORS 

Should a substitute teacher be scheduled by school personnel and verified in AESOP for 

an assignment in error and show up for that assignment, that substitute will be paid for a 

minimum of 4 hours. The school or district will attempt to assign the substitute teacher to 

another absence or to other duties similar to those of a teacher or paraprofessional, 

including clerical duties, as determined by human resources. If the substitute teacher 

declines the alternative assignment then no cancellation payment will be made. 

 

MISSED ASSIGNMENTS 

Substitute teachers serve an important role in maintaining the educational progress of 

students while a teacher is absent from the classroom. Accepting a substitute assignment 

and then failing to fulfill that assignment creates a hardship for school administrators who 

often are not able to secure an emergency substitute upon late notice. 

 

Failure to fulfill an accepted absence is reason for immediate suspension or termination 

from the substitute teacher pool. However, the human resources staff realizes that 

unanticipated circumstances can arise which cause a substitute teacher to miss an 

assignment when he/she had every intention of completing it. A substitute teacher must 

http://www.daltonpublicschools.com/
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notify the school immediately upon knowledge that the assignment will be missed. It is the 

substitute teacher’s responsibility to understand the notification procedure for each school, 

which may include voicemail or e-mail to the teacher and/or school office staff. 

 

Multiple missed assignments – even those attributed to extenuating circumstances – may 

result in suspension or termination from the substitute teacher pool due to unreliability. 

 

BENEFITS 

As temporary at-will employees whose services are utilized on an as-needed basis, 

substitute teachers are not eligible to participate in employment or retirement benefits 

from Dalton Public Schools or the state of Georgia. Under the Affordable Care Act an 

employee may be eligible for health insurance benefits if the employee works an average 

of 30 hours or more per week during the district’s specified look back period. 

 

403(b) ACCOUNTS 

Substitute teachers who meet certain eligibility requirements are eligible to participate in 

voluntary self-funded 403(b) Tax Sheltered Annuity accounts. Eligibility depends upon 

earning wages each month in a sufficient amount to contribute a minimum of $25. VALIC 

is the designated 403(b) vendor for substitute teachers. Additional information is available 

from Brenda Renfroe, benefits specialist, at (706) 876-4072. 

 

EVALUATIONS 

Substitute teacher performance evaluation forms are available for Dalton Public Schools’ 

teachers and administrators and may be completed at any time to document the 

performance of a substitute teacher who has completed an assignment. These evaluations 

may be used for commendation or to alert school and district administration of a concern. 

 

Substitute teachers may also submit evaluations regarding their experience in fulfilling an 

assignment for a teacher. 

 

The forms are available for download at www.daltonpublicschools.com in the substitute 

section and on www.aesoponline.com. 
 

CONTACT INFORMATION 

Bianca Torres 

Substitute Coordinator 

Human Resources Department 

Second Floor, Dalton City Hall 

PO Box 1408 

300 W. Waugh St. 

Dalton, GA  30722-1408 

 

706.876.4070 [office]    706.529.6056 [fax] 
 

bianca.torres@dalton.k12.ga.us 

 

 
  

http://www.daltonpublicschools.com/
http://www.aesoponline.com/
mailto:bianca.torres@dalton.k12.ga.us
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Dalton Public Schools 
 

HANDBOOK ACKNOWLEDGEMENT 

 
I acknowledge that I have received a copy of the Dalton Public Schools Substitute Teacher 

Handbook and that I have been instructed to read it. 

 

I acknowledge that this handbook is not a contract of employment or an offer for a 

contract of employment.  It is not a promise of employment for any length of time or 

under any particular conditions. 

 

I acknowledge that all substitute teachers are employed at will, and employment may be 

terminated by either party at any time, with or without cause. 

 

I acknowledge that Dalton Public Schools reserves the right to amend or abolish this 

handbook, in whole or in part, at any time, with or without prior notice. 

 

I acknowledge that this handbook supersedes any previously-issued substitute teacher 

handbook(s), and effective July 1, 2016, the provisions of any such previously-issued 

handbook(s) are null, void and of no effect. 

 

I acknowledge that no employee or representative of Dalton Public Schools, other than the 

superintendent acting with board authorization, has the authority to offer or promise 

employment for any length of time or under any particular conditions. 

 

 

 

Signed ___________________________________________ Date _________________ 

 

 

Print Name _____________________________________________________________ 
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Substitute Change of Status Notice 
 

Substitute employees who wish to make a change in their service by adjusting their 

assignment profile, temporarily suspend service, or resign employment must submit this 

form to Bianca Torres in the human resources department. Requests for assignment profile 

adjustments to add schools require approval. A substitute may elect to drop a school(s) 

from his/her assignment profile at any time. 
 

I, _____________________, request the following change in my substitute status:  

Phone Number _____________________   Social Security ____________________ 

 

 

[ ] Add the following schools to my assignment profile. 

  

 Elementary Schools (PK-5) 

 [] Blue Ridge School [] Brookwood School  

 [] City Park School [] Park Creek School 

 [] Roan School [] Westwood School 

  

 Middle and Secondary Schools (6-12) 

 [] Dalton Middle School       [] Dalton High School                 [] MIHS* 

 

[ ] Drop the following schools from my assignment profile. 

  

 Elementary Schools (PK-5) 

 [] Blue Ridge School [] Brookwood School 

 [] City Park School [] Park Creek School 

 [] Roan School [] Westwood School 

  

 Middle and Secondary Schools (6-12) 

 [] Dalton Middle School       [] Dalton High School                 [] MIHS 

 

[ ] Temporarily suspend my service due to unavailability for 2-16 weeks 

 (examples: vacation, traveling, illness, college coursework). Substitutes who 

 do not accept assignments for a period of 90 days are removed from the 

 available substitutes list due to inactivity and must request reinstatement. 

 

 Date to suspend service: _____________ 

 Date to resume service:  _____________ 

 

[ ] Resignation. By checking this box and submitting this signed form I 

understand that I am voluntarily terminating my employment with Dalton 

Public Schools. 

 

 

_______________________________  ________________ 

Signature  Date 

 

 


