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Fort Myers, Florida 33966 

www.leeschools.net 

GUEST TEACHER HANDBOOK 

 
This handbook was developed for guest teachers serving Lee County District Schools through 

a joint effort of the Lee County Association of Professional Substitute Teachers (LCAPST), a special 

thank you to Allison Carter for all her research in gathering the information and District staff. We 

hope it will introduce you to your role as a guest teacher and provide information on how to utilize 

resources that are available to you as a District employee. 

Please address your questions about procedures for a specific school to that school’s guest 

teacher contact, usually the principal’s secretary or an assistant principal. This handbook lists District 

contacts who are available to assist you with questions related to the Leave Management System 

(LMS), the source of your teaching assignments. Other District contacts are listed as well.  

We are undergoing a change in “branding,” transitioning from the “substitute” teacher job 

title to “guest” teacher. Until the transition is complete, you will encounter both designations at 

schools, on websites, and in communications from the District. 

 

The School Board of Lee County, Florida 
 

Mary Fischer, District 1 (Chairman) 
Jane E. Kuckel, PhD, District 6 (Vice Chairman)   

 
Melisa W. Giovannelli, District 2 

Chris N. Patricca, District 3 
Steven K. Teuber, District 4 

Pamela H. LaRiviere, District 5 
Cathleen O'Daniel Morgan, District 7 

 
 

Dr. Gregory K. Adkins 
Superintendent 

 

www.leeschools.net 
 

The School Board of Lee County, Florida, prohibits discrimination on the basis of age, color, 
disability, gender, national origin, marital status, religion, or sexual orientation. 
 

 

 

http://www.leeschools.net/
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THE SCHOOL DISTRICT OF LEE COUNTY 

FAST FACTS 

 

VISION 

To be a world-class school system 

MISSION 

To ensure that each student achieves his/her highest personal potential 

 

 

The School District of Lee County is the 9th largest school system in Florida and the 34rd largest 
school system in the United States. It is growing at a rate of around 2,000 students each year, or the 
equivalent of a large high school. The student population is very diverse, with approximately 43% 
white students, 35% Hispanic/Latino, 15% Black/African American, 5% multi-racial, and 2% other.  

The District is the second largest employer of full and part time personnel in Lee County. Of 
the over 11,000 full and part time employees, approximately 5,500 are teachers. With a budget of $1.33 
billion, the daily cost to run the schools is approximately $3.4 million.  

For the 2016-17 school year, the District consists of 121 schools: 

 

Level Number of Schools 

Elementary Schools 45 

Middle Schools 16 

High Schools 13 

K – 8th Grade Schools 4 

Special Education Centers and Community Schools 17 

Charter Schools 26 

 

Grade Level 
Enrollment  

(Latest Figures) 

Pre-Kindergarten 1,833 

Kindergarten through 5 42,278 

Six through 8 20,552 

Nine through 12 27,927 

Total Pre-K through 12 91,590 
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IMPORTANT TECHNOLOGY NOTES 

 

As with any school district these days, technology plays a major role in instruction and 

communication. The vast majority of District employees have computer network credentials and use 

District e-mail and digitally stored documents in their daily duties. Guest teachers also receive network 

credentials consisting of a username and password. Contact the Help Desk at 239-337-8221 to receive 

your login credentials for District e-mail and network access. The District’s website URL is  

http://leeschools.net 

The District uses a single sign-on system whereby the District username and password are 

used to access various online resources, eliminating the need to develop different usernames and 

passwords for different websites. The same username and password is used for District resources such 

as e-mail and PeopleSoft, the District’s database. Additionally, the District partners with some outside 

agencies and contractors who also require secure sign-on using your District credentials.  

For security reasons, passwords must be changed every three months or access will be 

terminated until the employee re-establishes access. The link to reset a lapsed account is 

https://selfservice.leeschools.net/ 

E-mail communications made or received by District staff are considered public records that 

must be retained and, upon request, made available to the public and media. There should be no 

expectation of privacy. Remember to check your e-mail daily, preferably before students enter, during 

lunch, and before leaving the building. There may be information you need to disseminate to students 

before the end of the day. 

Staff cell phones are not to be used during class time or when you are in direct supervision 

of students. Staff phones need to be placed in a secured place on the silent setting. Some schools 

request that personal phones are not visible to students. Personal phone calls to or from school staff 

are not permitted when students are present. Personal electronic mobile devices will operate on the 

District’s guest network, not the school’s instructional network. All use of personal devices on school 

grounds must adhere to the Acceptable Use Policy. See “Required Training” for the Acceptable Use 

Policy. 

 Please refer to the section in this handbook entitled “Internet Links and Resources” to 

acquaint yourself with services and information resources provided by the District. Your ability to 

access them is tied to the single sign-on system.  

  

http://leeschools.net/
https://selfservice.leeschools.net/
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LEE COUNTY SCHOOL DISTRICT CONTACTS 
 

Questions about… Contact: 

Leave Management System 
• Adding schools or subjects 

• Not receiving jobs 

• Locked out of system 

Christine Blanchard, Payroll  
239-335-1445 
ChristineABL@LeeSchools.net 

Professional Development 
• Course availability for guest teachers 

• Course completion status 

Dr. Helen Martin, Human Resources  
239-337-8660 
HelenJMa@LeeSchools.net 

General Questions 
• Paperwork 

• Changing personal information 

• Ending employment 

Heather Cook, Staffing & Talent Management 
239-461-8486 
HeatherCo@LeeSchools.net 

PeopleSoft ELM Module 
• Inservice Credit 

• Course Registration 

Julie Holcomb, Curriculum & Staff Development 
239-337-8370 
Help.ELM-PeopleSoft@LeeSchools.net 
JulieAH@LeeSchools.net 

Safety Training Program Glitches 
• Frozen screen 

• Unable to click on correct answer 

• Unable to log in* 

Scenario Learning, LLC 
800-434-0154 
*Reminder: Log in capability is activated 30 days after hire 
date. If it has been more than 30 days and you are still unable 
to log in, contact Heather Tyndall at 461-8486 to confirm 
your employee ID number. 

Username and Password 
• Username and password 

• School district E-mail 

• Acceptable Use of Internet Training 

 

IT HELP DESK 
239-337-8221 

BENCOR (FICA Alternative) 
• Distribution of funds following termination of 

employment 

Stephanie Manning, Staffing & Talent Mgt. 
239-337-8394 
StephanieSM@LeeSchools.net 

BENCOR 
• All other BENCOR questions 

 
239-283-8884 

  

mailto:ChristineABL@LeeSchools.net
mailto:Help.ELM-PeopleSoft@LeeSchools.net
mailto:JulieAH@LeeSchools.net
mailto:CeciliaTG@LeeSchools.net
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FY 2017 ORGANIZATIONAL CHART 
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BELL TIMES 

The District sets times for each school’s day, but each school establishes its own class period 
schedule. Make sure you understand your class period bell schedule, especially for schools with 
alternating day block schedules or elementary schools with common times for reading and math. 
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REQUIRED TRAINING 

 

The Guest Teacher Welcome Packet lists several training requirements. In addition to the Safe 

Schools training (see below), guest teachers are also required to complete “Acceptable Use of Internet 

and Technology Training” as well as “Identifying and Reporting Child Abuse and Neglect” training. 

Required Safe Schools Training   Within 60 days of your hire date (30 days from activation 

date), you are required to complete Occupational Safety and Health Administration (OSHA) Safety 

Training. Once your employee ID number is activated, approximately 30 days after your hire date, you 

will be able to access the seven (7) mandatory online OSHA training modules. All District employees 

are required to repeat the OSHA training annually, between August 1 and October 31.  Other training 

opportunities are available for guest teachers, either online or through the Staff Development 

Department. Training link: http://lee.fl.safeschools.com/login 

 

Required Abuse Reporting Training  Within 30 days of your hire date you are required to 

 Once on the Safe Schools training page,   

either click on the “Extra Training” menu 

at the top of the page or on the “View 

more courses” button at the bottom of the 

page to locate this component. 

To log on to Safe Schools Training at 

http://lee.fl.safeschools.com/login., use the 

letters “LC” followed by a hyphen and your 

9-digit employee ID (DID). Ex. LC-

123456789. Once on the site you will be 

asked to confirm your identity. You will then 

see the homepage that has a list of required 

training. 

http://lee.fl.safeschools.com/login
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complete the Florida Mandatory Report of Child Abuse, Abandonment, or Neglect training.  

   Section 39.201(1)(a), F.S., requires that “any person who knows or has reasonable cause to 

suspect that a child is abused, abandoned, or neglected by a parent, legal custodian, caregiver, or other 

person responsible for the child’s welfare… shall report such knowledge or suspicion” to the 

Department of Children and Families (DCF). Employees have immunity from liability if they report 

such cases in good faith. The principal should be apprised of any such necessary action by a staff 

member. There are three (3) ways to report abuse: 

Abuse Hotline:  800-96-ABUSE (22873) 

Fax:  800-914-0004 

Online:  http://www.dcf.state.fl.us/abuse/report/ 

The required training component that describes the Florida Mandatory Reporting of Child 

Abuse, Abandonment, or Neglect can be accessed at http://www3.fl-dcf.org/RCAAN. 

Follow the instructions in the District Welcome Packet to log on to the training site. Your 

completion form must be on file with the District. The best way to submit it is via e-mail to Jennifer 

Zengel — JenniferMZ@leeschools.net. If necessary, make a copy and send the copy via District Pony 

mail to the Department of Student Welfare and Attendance or via USPS to Jennifer Zengel, Student 

Welfare and Attendance, School District of Lee County, 2855 Colonial Blvd., Fort Myers, FL 33966. 

Required Technology Training  As a guest teacher you will be using District technology.  

Training on “Acceptable Use of Internet and Technology is required within 60 days of your hire date. 

To access the training site, see next page.  

 

 

http://www3.fl-dcf.org/RCAAN
mailto:JenniferMZ@leeschools.net
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VOLUNTARY TRAINING 
 

All other training is voluntary, but some components are recommended. For example, you 

may find it easier to communicate with school or District staff if you are comfortable using Microsoft 

Outlook or webmail using the Outlook Web App. The LCAPST webpage has a topic entitled “Substitute 

Training Information.” This will take you to a page with a list of available training as well as training 

documentation. If you scroll down the page, you will find link to a document that describes using 

Outlook for e-mail.  

 

Another recommended training is for SMART Board technology, a digital, interactive white 

board that connects to the teacher’s computer. All classrooms are equipped with this technology, as 

well as a document camera. Training documents for both are on www.lcapst.org/TrainingInfo.html. 

Guest Teachers Professional Development Opportunities are listed in the PeopleSoft 

Learning link. Once you sign in to PeopleSoft, use this path to search for District professional 

development opportunities in various areas that are open to guest teachers: Search using the keyword 

“substitute.” Scroll through the list to find courses of interest.        

Main Menu  Self Service  Learning  Find Learning 

 

School-Based Professional Development   Some schools are able to invite guest teachers 

to participate in professional development opportunities at their schools. You are encouraged to take 

advantage of these opportunities because your skill sets will be more valuable to the students. Many 

times, funding source restrict participation to the permanent school staff, so do not take offense if a 

school you visit frequently is unable to have you join their training.  

http://www.lcapst.org/TrainingInfo.html
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GUEST TEACHER CHECKLIST 
 

  A.  Before the Phone Call 

 1. Keep a notepad and pencil by the phone to record the job number. 

 2. Become familiar with the assigned school. 

 3. Organize appropriate attire for your day(s) in the classroom. 

 4. Assemble your “Super Sub Pack.” 

 5. Decide on a “signal” to use with students to get their attention. 

 
6. Leave home early enough to arrive at least 20 - 30 minutes before students are to arrive 

in the classroom. 

 

  B. Arrival at School 

 1. Sign in on the District Lee Clock and locate the guest teacher contact.  

 2. Introduce yourself to the guest teacher contact and provide the job number. 

 

3. Request a map of the school and locate your assigned classroom, the teacher’s lounge, 
restrooms, clinic, library, and cafeteria. If you are at an elementary school, locate special 
area classrooms that you may need to take the students to (Art, PE, Music, etc.) 

 4. Inquire about procedures for discipline referrals should the need arise. 

 5. Obtain keys. 

 

  C. Prior to Students Entering Classroom 

 1. Introduce yourself to the teacher in the nearest classroom(s). 

 2. Write your name on the board. 

 3. Review classroom rules. 

 4. Locate and review emergency response procedures. 

 5. Locate and review evacuation map. 

 6. Read lesson plans. 

 7. Locate everything needed for lesson plans. 

 8. Seek answers to any questions about planned activities. 

 9. Study seating chart. If you cannot find one, be ready to make one. 

 10. Review special duties assigned to your teacher. 

 11. Put an assignment on the board for students to begin upon entering the room. 

 12. Stand in the doorway to greet students as they walk into the classroom. 

 13.  Be sure you understand dismissal procedures for the location. 

 
(Continued on next page)  
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(Continued from previous page) 

 

GUEST TEACHER CHECKLIST 
 

  D. To Start the Day and Throughout the Day 

 1. Greet the students at the door and get the students involved in learning activities quickly 
with a bell ringer or morning work assignment. 

 2. Be positive and respectful in your interactions with students and school personnel 

 3. Introduce yourself as the teacher. 

 4. Explain your attention signal. 

 5. Follow the school’s attendance procedures. 

 6. Review emergency procedures. 

 7. Carry out lesson plans and assigned duties to the best of your ability 

 8. If needed, use materials in your “Super Sub Pack” to fill extra time, enhance activities, or 
supplement lesson plans. 

 9. Be on time to deliver and pick up your students 

 10. Be fair and consistent; carry out rewards and consequences you establish. 
 

 

  E. At the End of the Day or Period 

 1. Make sure all classroom sets, electronic devices, and other materials are accounted for. 

 2. Review learned concepts, activities, etc. 

 3. Remind students of homework. 

 4. Have students straighten and clean area around their desks. 

 

5. Complete “Guest Teacher Report” and/or write notes pertaining to the day’s lessons, 
student management problems, positive student behavior, etc. and leave them in the 
guest teacher folder. 

 6. Neatly organize papers turned in by students. 

 7. Turn off lights and equipment; make sure room is in good order before locking the door. 

 8. Go to duty station. 

 9. Turn in keys to the office. 

 10. Check to see if you are needed tomorrow. 
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Emergency Contact Information 

This information will be used only by medical personnel in the event of an emergency when you 

are unable to speak for yourself.  It will be kept in a sealed envelope to ensure your confidentiality.  

Please complete this form and return it to Principal’s Office in a sealed envelope with your name 

and date on the outside. 

School Year: ____________________ 

Name:  ______________________________________________________________________ 

Street Address: _______________________________________________________________ 

City: ____________________________ State: _____________ Zip: _____________________ 

Home Phone: ________________________ Cell Phone: ______________________________ 

Home E-Mail: _________________________________________________________________ 

Medical Conditions: ____________________________________________________________ 

____________________________________________________________________________ 

Allergies: ____________________________________________________________________ 

Medications: _________________________________________________________________ 

For additional space, please continue on reverse. 

IN CASE OF EMERGENCY NOTIFY: 

Name:  ___________________________________ Relationship: _______________________ 

Home Phone: __________________________ Alternate #: ____________________________ 

Name:  ___________________________________ Relationship: _______________________ 

Home Phone: __________________________ Alternate #: ____________________________ 

Name:  ___________________________________ Relationship: _______________________ 

Home Phone: __________________________ Alternate #: ____________________________ 
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HELPFUL HINTS FOR SUCCESS 
 

• Dress professionally and avoid extremes in clothing, grooming, make up. All employees should 

dress and act in a professional manner. All attire and hair should be kept neat, clean, and in good 

condition at all times, in a style that is not a distraction to education. Administrators reserve the 

right to address questionable dress and appearance on an individual basis. Each school has its own 

standards for staff attire, casual Fridays, school spirit days, etc. It is best to avoid athletic wear 

(unless it relates to the content area), shorts, tank tops, spaghetti straps, low cut or midriff tops, 

bare back dresses, miniskirts, flip-flops, and form-fitting clothing. 

• Arrive early, not just at the required time. Each school provides its own guest teacher arrival and 

end times via the Leave Management System. These times are provided when the guest teacher 

accepts a job. A teacher or administrator may override the established time for special circum- 

stances like half-day jobs. Park in the area designated for staff, and not in the area designated for 

visitors. When in doubt, check with the guest teacher contact. Some schools have security 

checkpoints, sprawling campuses, and long walks from the parking lot, so be sure to arrive in 

ample time to get your bearings and take up the absent teacher’s morning duties. 

• Familiarize yourself with locations of fire extinguishers, emergency exit routes, etc. 

• Keep a sense of humor. It helps the digestive system and the climate in the classroom. 

• Expect to be challenged. It comes with the territory at all grade levels. 

• Have some “emergency plans” in case lesson plans are either missing or inadequate. 

• Let the teacher know specifically what lessons weren't completed in your detailed note that you 

leave at the end of the day. Explain why, if needed. 

• Don't feel threatened or uncomfortable when administrators visit the classroom. They can be a 

great help in maintaining discipline. 

• Make sure the students know your name, but don't let them call you by your first name. To allow 

that diminishes the respect you want to establish and maintain. 

• Immediately familiarize yourself with “student helpers” identified by the teacher or others familiar 

with the class. Mention their helpfulness in your note to the teacher. 

• Expect interruptions. Fire drills, visits from other teachers, students being “pulled out” for other 

programs and services are common happenings. 

• When in doubt, confused, or otherwise unable to carry out your duties, seek help from another 

teacher at the same grade level or subject area. 

• Do more than is required. Your extra effort will be noted and appreciated.  
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WORKING WITH SCHOOL STAFF 
 

Wear your District badge while on campus so that the school staff knows you are authorized 

to be in the building. Some schools provide tags or badges covering the day(s) the guest teacher is on 

campus. Refer to the Welcome Packet to request your badge. 

Guest teachers interact with a variety of school personnel. Ascertain the name and position of 

the designated guest teacher contact in the main office and direct your questions and comments to 

that individual. The ability to communicate positively and effectively with school personnel affects the 

quality of instruction that students receive. 

Many exceptional education and primary grade classes use the services of instructional 

assistants or teacher assistants. Most instructional assistants demonstrate knowledge and skill 

regarding student instruction in their assigned areas. They know the daily routines, schedules, 

classroom rules, and most importantly, the students. They are often the best source of information 

and assistance when teaching in these classes. If a class has an instructional assistant, discuss teaching 

responsibilities and roles with the assistant prior to the beginning of the class. Each person can 

mutually assist the other one in delivering quality instruction to the students. 

 

                 GENERAL DUTIES 
 

Reporting to the School Site 

● Arrive at least 20 minutes prior to the regularly scheduled time to allow for 

finding a parking spot, locating the office, opening the classroom, and 

reviewing the schedule and lesson plans. Park in the area designated for staff and not in the area 

designated for visitors.  When in doubt, check with guest teacher contact at location.  

● If you received a late call, provide the school with your estimated time of arrival. 

● Report to the front office and record your name on the appropriate sign-in sheet. 

● Locate the guest teacher contact and provide the job number. 

● Each teacher has a guest teacher folder that contains essential information about the teacher’s 

schedule and support for the guest teacher. Review it before leaving the office and clarify whom 

to contact about questions, before and after school duties, lunch schedule, specials, recess, etc. 

● Inquire about end-of-day responsibilities and procedures, including safeguarding the teacher’s 

materials. 

 

Before Students Arrive 

● Introduce yourself to the grade level or department chair, and to a teacher in an adjacent 

classroom so that you will have someone to call on if you have questions or problems. 

● Organize materials to be used during the day and check any equipment that will be used to 

ensure that it is working properly.  

● Locate the class seating chart(s). Keep in mind that many teachers use flexible seating to facilitate 

specific activities. 

  
Guest 

Teacher 

Folder 
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● Familiarize yourself with fire drill and other emergency procedures as well as fire extinguisher 

locations. 

● Locate the faculty lounge, workrooms, cafeteria, rest rooms, and team meeting rooms. 

● Check the school’s procedure for reporting attendance and absences.  
 

Breakfast 

● Breakfast is available for students in the cafeteria. Some elementary schools hold students in the 

cafeteria until the first bell while others have students take their meals to the classroom to be eaten 

there before the first bell. Secondary students do not take their meals to the classroom unless there 

is a late bus situation.  
 

Planning Period and Lunch Break 

● Follow the school’s procedures for moving students to and from the cafeteria area. 

● Lock the classroom when you leave it.  

● Do not leave handbags or valuables unattended. 

● Do not leave school during your planning period or lunch. Guest teachers are expected to remain 

on campus for the entire work day. If an emergency arises, consult the principal or the designee. 

● All schools have different cafeteria procedures. It is important that you drop off and pick up your 

students on time. Elementary and middle school teachers escort students to the cafeteria. At some 

schools, students are seated at their assigned tables or assigned seats and wait to be called to the 

food line. At other schools, students enter the cafeteria and join the food line before proceeding 

to their assigned tables. Most elementary and middle schools ask teachers to appoint a student to 

help clean the table at the end of the lunch period. At many elementary and middle schools, classes 

are dismissed from their tables by an assigned person. At others, their teacher dismisses them.  At 

the high school level, students are dismissed to the cafeteria at the scheduled time, walk there on 

their own in an orderly fashion, and usually sit where they want. They are to return to class at the 

scheduled time. 

● All schools have a staff dining area adjacent to the cafeteria. Most schools also have other spaces 

where staff members may take meals. Adult cafeteria meal prices are breakfast - $1.40, and lunch 

- $3.10. Schools have refrigerators for staff use. Be sure to clearly mark your food items with your 

name. This includes beverages, salad dressings, etc. 

End of the Day 

● Leave a note for the teacher in the plan book describing how the    

            day went. Be honest and note specific problems and student       

            commendations. 

● Leave the teacher’s materials and students’ work in the classroom   

            or in the office.  

● Return the guest teacher folder and keys to your office contact. 
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CLASSROOMS WITH COMPUTER EQUIPMENT 
 

Supervision is Imperative   Students using the internet are to be supervised by a teacher or 

paraprofessional, even when using their own personal devices. Teachers are to circulate around the 

classroom or lab so that students’ screens can be closely monitored at frequent intervals.  

 

● Teachers’ passwords should not be shared with anyone, including students, guest teachers, and 

other faculty members. 

● In some schools, students keep possession of District-owned Chromebooks. 

● School Board Policy 2.202 states: “It is voluntary for students to bring their own personal 

electronic mobile devices to school. Students may utilize personal electronic mobile devices in 

designated areas for educational purposes when deemed appropriate by appropriate school 

personnel.” 

● Be aware of the proper treatment of District-owned equipment. 

▪ Printers are supplied with paper. 

▪ Keyboards and cables are connected. 

▪ Computers are shut down as instructed. 

▪ Peripherals, including headphones, and other materials are accounted for. 

▪ Equipment is turned off at the end of the day. 

● Do not assume that someone else will secure the room and equipment for you. 
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TEACHING DUTIES 
 

Before the First Bell 

● Write your name on the board or use the document camera to display your name.  

● Update the common board configuration. 

● Familiarize yourself with lesson plans, materials needed for lessons, and teacher 

editions of textbooks. 

▪ As time permits, make notes on the lesson in your own words so that you’ll be more 

comfortable with the materials and better organized in your presentation. 

▪ Write down key concepts, definitions, examples, etc. 

▪ Write down questions that you will ask the students. 

▪ Anticipate students’ questions about the material and be prepared to answer them. 

● Familiarize yourself with the teacher’s schedule. At the elementary level, allow sufficient travel 

time for specials (PE, art, music, etc.) to make sure you drop off and pick up students at the 

scheduled times. At a secondary school with an alternating block schedule, make sure you know 

which “day” it is. 

● In elementary schools, where there are not breaks between classes, quickly review plans and 

organize materials for the next lesson while the students are completing the current work. 
 

During Each Class 

● Once you are familiar with the school routine, remain close to the classroom door in the hallways 

during class changes so you can greet students and bring their attention to opening (bell ringer) 

activities. 

● Take attendance following the school’s procedures for guest teachers. Attendance records are 

required legal documents. 

● Begin class as soon as the bell rings. A prompt, organized beginning will project an “in charge” 

image.  

● If there is a bell ringer activity, allow students to complete it while you take roll. 

● Greet the class and introduce yourself. 

● Follow the furnished lesson plan or note any changes you implemented. 

Present an overview of the day’s lesson; review the previous lesson if you 

are returning to a class for a second day, introduce the activity by including 

the following: 

* Title/type of lesson 

* Instructional objectives in student friendly language 

* Students’ roles – taking notes, reading, writing, etc. 

* Time allotted for the activity 

* Related activities – discussion groups, homework, etc. 

* Evaluation (project, composition, test, etc.) 
Continued on the next page 
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Continued from the previous page 

 

● During the lesson introduction, motivate student interest by emphasizing the value of the lesson to them 

academically or personally. 

● Throughout the class, ensure that students understand the lesson. 

● Give clear, concise directions and explanations. 

▪ Use the board or provide verbal clues to emphasize points or clarify 

complicated directions 

▪ Probe for understanding and clarify as needed. Watch for signs from 

the students indicating confusion, an inability to hear or keep up 

with the lesson, and adjust pacing and presentation accordingly. 

● Handle materials in an orderly manner. Have everything organized  

● If students are doing seatwork or group work, circulate to assist as 

necessary. Praise students who are progressing through the activity and give corrective feedback and 

encouragement to those who are having difficulty. 

● Maintain instructional momentum. Quickly transition from one activity to the next.  

▪ Handle materials in an orderly manner. Have everything organized so that you don’t waste time looking 

for books, lesson plans, etc. while students remain idle. 

▪ Ask responsible students to assist you in passing out and collecting papers, books, etc. Check for lists 

of “suggested helpers.” 

● As much as the lesson plan allows, vary the students’ roles during the class. For example, rather than have 

them be listeners for an entire hour, provide activities that will require them to alternatively listen, write, 

and discuss. Younger students in particular have short attention spans so plan a variety of activities to 

prevent restlessness. 

● Vary the order in which you call on students. 

● Avoid confusing students by jumping abruptly from one activity to the next. Make the transition between 

activities systematically, as follows: 

▪ Step 1: Summarize the first activity. 

▪ Step 2: Pause for questions and comments. 

▪ Step 3: Introduce the next activity. 

● Casually deflect off-topic questions that detract from the planned lesson. 

● When taking the class out of the classroom (library, technology lab, etc.), notify the front office of the 

change in location and post a note on the door stating where your class can be found for the period.  
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At the End of Class 

● Collect students’ work 

▪ Immediately secure papers with a paper clip or rubber band to ensure nothing is misplaced. 

▪ Label the papers with a cover sheet indicating the class period, subject, and activity name. 

▪ Verify with students that all papers have been turned in. Note the names of students who did 

not turn in the assignment. 

● Review important points of the lesson following these steps: 

▪ Summarize the lesson, emphasizing the purpose of the day’s activities. 

▪ Answer and ask specific questions about the lesson. Example: Why are whales classified as 

mammals rather than fish? 

▪ Review overall objectives. Example: A lesson on using an encyclopedia or webpage to identify 

types of whales could be related to the overall objectives of developing research skills, using 

descriptive language, writing reports on endangered species, and/or improving environmental 

awareness. 

● Preview the next class. Example: Tomorrow you will view a video on various types of whales and 

work in cooperative groups to brainstorm methods for protecting endangered species. 

● Go over homework assignment with the class. 

▪ Explain the assignment, ensuring students ask questions about any 

aspect of the assignment that they do not understand. 

▪ Give directions on how the work is to be done and when the 

assignment is due. 

▪ Go over examples from the exercises to ensure that students know 

how to do the assignment. 

▪ Give directions for the next class meeting (bring textbooks, complete 

worksheets, etc. 

● Give the students specific directions for end-of-class housekeeping chores. For example, rather 

than asking the class to put everything away, request the first person in each row collect the 

dictionaries; and ask all students to dispose of trash. Students should place chairs on top of the 

desk. 

● Compliment the students on their performance and thank them for their good behavior and work. 

Let them know that you will inform their teacher of what took place in the classroom. 

● Dismissal procedures vary by school and level. Hold students in the classroom until you receive 

dismissal instructions during the afternoon announcements. The announcements provide 

direction for dismissal and bus changes.  

After Class 

● Organize and label the students’ work. 

● If you were unable to complete the lesson, leave a note for the teacher indicating how much you 

were able to cover. 

● Leave student work in the designated area. 

● Return the keys and the guest teacher folder to the office contact.  
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AVOIDING PROBLEMS 
 

Primary among many guest teachers’ concerns is protecting their students from harm and 

themselves from lawsuits. While not all accidents can be avoided, liability for them can be if the teacher 

has provided adequate supervision. The following guidelines may help you prevent injuries to students 

under your supervision, act responsibly in the event of accidents, avoid performance concerns, and 

stay on the right side of legal problems should mishaps occur. 

 

1. NEVER LEAVE STUDENTS UNATTENDED. As a teacher, you are responsible for student 

safety and for anything that transpires while students are in your classroom. If you must leave the 

classroom or need assistance in the classroom, use the classroom intercom or send a student with 

a message if you need to contact administration or another teacher. 

2. NEVER USE CORPORAL PUNISHMENT WITH STUDENTS. Corporal punishment 

includes hitting, pushing, pinching, forcing a child to stand up for long periods of time, making a 

student do pushups, or using any physical force. 

3. NEVER GIVE STUDENTS MEDICINE OF ANY KIND, INCLUDING ASPIRIN. All 

medications are administered through the clinic. If you see medication (prescription or over-the-

counter) in a student’s possession, contact the clinic immediately and send the student to the clinic. 

4. DO NOT ORDER A DISRUPTIVE STUDENT TO LEAVE CLASS UNSUPERVISED. 

Instead, request assistance over the intercom, by asking a student to take a note to the office for 

you, or ask another teacher to supervise your class while you escort the student to the office. 

5. Maintain a neat, orderly, and safe environment for students. 

6. Know how to quickly contact school personnel who can assist you with an emergency. 

7. REPORT ACCIDENTS OR INJURIES TO THE OFFICE IMMEDIATELY. Notify 

administration immediately of any accident or injury sustained on school property or in connection 

with a school sponsored activity. Complete and sign necessary forms and keep a copy for yourself.  

● Student – Send to clinic following a minor accident or injury. If the accident is serious, do 

not move the student and call the office immediately. Use gloves when in contact with 

blood or other bodily fluids.  

● Staff – Report all accidents or injuries to the principal’s secretary, even if you feel it is minor. 

Complete the necessary forms that will be provided by the secretary. If needed, 

arrangements will be made for you receive medical care through Workers’ Compensation.  

8. If a student appears to be ill, send the student to the clinic or call for assistance. If the student 

does not return to class, check with the office to verify his/her status (dismissal, waiting for parent, 

etc.) 
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9. Follow school procedures for allowing students to leave campus early. If someone comes to the 

classroom to pick up a child, refer him/her to the office. The student should not leave your class 

unless administrator approves the early dismissal. 

10. All secondary schools and many elementary schools require a written pass for students who are in 

the hallways. Some schools substitute the student planner for a written pass. Hall passes typically 

include the date, time, student’s name, destination, expected return time, and teacher’s signature. 

All passes are to be completed in ink. 
11. DO NOT KEEP STUDENTS AFTER CLASS OR AFTER SCHOOL. 

12. No persons from outside the school are permitted to question or interview a student except in the 

presence of an administrator or designee. 

13. Obtain permission from the principal before sending notes or other communication home to 

parents. 

14. Avoid introducing controversial subjects or materials (information on the occult, questionable 

cartoons, etc.) to classes. 

15. Do not advertise products or services during class. 

16. Do not date students or socialize with them after school, or invite them to use social media with 

you. 

17. Avoid being left alone with a student for extended periods of time. 

18. Safeguard equipment and materials against abuse or theft. 

19. If a student teacher is assigned to your class, remain on duty in the classroom, assisting the student 

teacher as necessary. 

20. Preview all films or videotapes for content prior to using them in the 

classroom and have them approved by administration if the teacher has 

not already done so. The previewing requirement does not apply to 

resources and materials available from District and school sources. 

21. Observe copyright law. Copyright is the exclusive legal right to a work product, given to an 

originator or assignee, to print, publish, perform, etc. said work. “Fair use” is the right to use 

portions of copyrighted materials without permission of the copyright holder for purposes of 

education, commentary, or parody. Copyrighted materials, whether published or not, such as 

books, magazine articles, television programs, audio/visual recordings, etc., may be used for direct 

face-to-face instruction as part of an organized unit of instruction. The copyright law does not 

permit the use of off-air programs or rental movies or shows for entertainment purposes in 

schools. 

22. Some schools designate a staff member to operate specialized production equipment such as a 

RISO, poster maker, die cut machine, or laminator. Check with school staff on how to use 

production equipment. Some schools require teachers to enter a code to use the copy machine. 
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GUEST TEACHER “TO DO” LIST 
 

● Be on time. Report at least 20 minutes early.  

● Be interested and enthusiastic. 

● Introduce yourself and check in with the building secretary.  

● Seek information as needed from other teachers and school administration. 

● Read and follow instructions in the sub folder. 

● Contact the regular teacher when possible if the assignment is for a long-term basis. 

● Enrich the instructional program with information that is pertinent to the subject. 

● See that the room and equipment are left in good order. 

● Leave your name, phone number, and a brief report for the regular teacher. 

● Remember that all personally identifiable information about students obtained in the course of 
professional service is confidential, unless disclosure serves professional purposes or is required 
by law.  

● Remember that you are employed to continue the educational climate in the classroom. 

● Maintain good discipline. 

● Remain at school until the end of the duty day, or at least 15 minutes after student dismissal. 

● Return keys and records to the school office. 
 

STUDENT CODE OF CONDUCT 
 

Teachers are expected to be familiar with the District Code of Conduct (K – 5 and 6 – 12). 

They may be accessed at  

http://www.leeschools.net/code-of-conduct 

Each school has its own discipline procedures, including how to report infractions of the Code 

of Conduct, what to do if a student’s behavior threatens the safety of others, and how and when 

consequences are administered. Direct questions about discipline procedures to your guest teacher 

contact or to the designated administrator. At the secondary level notify the Student Services Office. 

Again, each school has its own procedures for guest teachers when it comes to writing 

discipline referrals. Most schools expect guest teachers to attempt interventions or strategies to 

improve student behavior prior to writing a discipline referral except in cases where a student may be 

posing a dangerous threat to himself and/or others. Documentation of minor misbehaviors is 

advisable through notations on your report to the teacher. Some teachers have arrangements with 

other teachers in close proximity to provide “time out” for students.  

Any adult who knows or suspects a problem in his/her classroom (rumors of fighting, drugs, 

etc.) or among students at the school are to report that knowledge or suspicion to the office 

IMMEDIATELY. Do NOT use e-mail since it may be several hours before the e-mail is read and 

e-mail is public record. If you cannot discuss the problem over the phone, please ask the front office 

to send an administrator to your room. 

http://www.leeschools.net/code-of-conduct
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TIPS ON CLASSROOM MANAGEMENT & MAINTAINING DISCIPLINE 
 

A majority of student behavior issues can and should be handled within the classroom. Provide 

interventions to avoid escalating negative behavior. Check the guest teacher folder to see if the teacher 

provided information on classroom management strategies, including intervention strategies and 

positive reinforcers for specific students with behavior challenges.  

Some schools have adopted a schoolwide program called “Positive Behavior Support,” which 

is designed to increase academic performance, increase safety, decrease problem behaviors, and 

establish positive school cultures through the use of evidence-based strategies and interventions 

(Florida’s PBS Project, University of South Florida). 

● Allow “wait time” for a student’s response. Neither demand nor expect instant responses. 

● Have a good reason for what you ask a student to do and, when possible, take time to give the 
reason. 

● Be honest in what you say and do. 

● Be fair. 

● Be friendly. 

● Look for good qualities—all students have them. Commend good qualities and actions. 

● Try to be constructive, not repressive, in all dealings with students. 

● Remember that a sense of humor is extremely valuable. 

● Remain composure at all times-Do not lose your temper. 

● Listen for suggestions and complaints from the students. 

● Be sincere in your work. 

● Think faster than the students do! 

● Respect the student's right as an individual to have opinions and personal convictions, as long as 
they are courteously expressed. 
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CANCELLATIONS, SCHEDULING ERRORS & PLANNING TIME 
 

Cancellations by Guest Teacher   Refer to the “Substitute Quick Reference” on the Payroll 

SharePoint or the “SmartFindExpress” at http://lms.leeschools.net regarding assignment 

cancellations. Canceling an assignment on the day of the job will result in being disqualified from other 

job offers that day. 

Scheduling Errors There will be times when guest teachers are erroneously 

assigned to a job. If you arrive at a school only to find out there these is no assignment, 

you will be given three (3) choices: 

1.   Contact the LMS Help Desk to see if any other job assignments are available.  

2. You can stay at the school and perform assigned duties, in which case you will be paid for 

a half day. 

3.   If there is nothing at the school to do, the school can let sub go home and sub will be paid for half days 

pay. 

 

Planning Time   If you have a full day assignment where you have a “free” periods, you may 

be asked to cover classes or the library during this time since you are paid for a full day.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://lms.leeschools.net/
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FY 2017-18 (Awaiting Board approval) 
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EMERGENCY DRILL PROCEDURES 

 

Each teacher has an Emergency Folder, which is to be located near the primary exit door. The 

teacher must have this folder in hand during emergency drills or actual emergencies. During 

evacuation drills, students leave all book bags, purses, and other belongings in the classroom. Staff 

members take only those personal belonging in their immediate possession. See that all students leave 

the room and adjacent restrooms in a calm and orderly way, turn off the lights, close (do NOT lock) 

the classroom door, and have the class safety folder or binder in hand. Accompany and remain with 

students in the designated areas. Once there, take attendance and account for all students under your 

supervision. Everyone remains in the designated area until the “all clear” signal is given.  

A laminated map showing the evacuation route for each classroom must be posted in a 

prominent place near the primary exit door. Also posted should be signs for Code Red and Code 

Yellow; updated Code Red Protocol; and Statement of Non-Discrimination Policy. Be familiar with 

the evacuation route for your classroom. 

Some emergencies call for remaining in the classroom, away from windows. Refer to the 

Emergency Folder. 

 

INCLEMENT WEATHER AND WEATHER EMERGENCIES 

 

Administration will make a school-wide announcement if there is a schedule change due to 

inclement weather. This primarily applies to schools with portable classrooms; however, dismissal 

procedures may be altered depending on the weather. 

SECURITY 

 

● Usually the Assistant Principal for Administration has the responsibility of school security. Direct 

questions or comments about security to your guest teacher contact, who will either make note of 

your concerns or direct you to an administrator. 

● Report any breach of security immediately to the front office. This includes unexpected visitors 

to your classroom who have not gained permission through the front office. 

● Do not allow students to possess or use school keys under any circumstances.  

● Certain items of equipment are subject to theft because they are valuable, portable, personally 

useful, or easy to dispose of. Make sure these items are secured.  

● Secure your personal belongings as there is no insurance against loss and the school does not 

accept responsibility for lost or stolen personal items. 

● Automobiles must be locked daily.  

● Teachers may be requested to sign for special items of equipment to be used for instruction.  

● Report missing items to the office immediately.   
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EMERGENCY LOCKDOWN PROCEDURES 
 

NOTE: Guest teachers should check with each school on the school’s emergency procedures. 

 

OFFICE STAFF 
1. General alarm statement via intercom specific to the situation. 
2. Call 911 - stay on the line until assistance arrives. 
3. Call the Central Administration Building at 837-7000. 
4. When possible, provide updates via the building communication plan. 
5. If there is a bomb threat, - TURN OFF cell phones, radios, and pagers. 

 
TEACHERS/BUILDING STAFF 
When in the classroom, ALL personnel will: 

1. Quickly check halls and get all students, staff, and volunteers into the classrooms.  
2. Close and lock all doors. 
3. Close all window coverings (cover door windows). 
4. Turn off lights. 
5. Keep everyone inside room and away from windows and doors. 
6. Direct everyone to move to an area of the room away from windows or behind barriers. 
7. Do not allow anyone into the room. 
8. Stay calm and keep everyone else calm. 

 
Each building should also develop a plan to handle the following situations outside the regular 
classroom: 

• Special programs 
• Bus arrival and departures 
• Lunch and recess 
• Specialty areas, such as playgrounds, outdoor athletic areas, locker rooms, music areas, 

parking lots, etc. 
• Special staff assignments need to be considered, such as custodians, secretaries, nurses, 

food service personnel, E.A/s, counselors, parent volunteers, student volunteers, etc. 
• Dismissal procedures after the incident 

 
Further Precautions: 

• Do not move in front of the weapon 
• Do not try to forcibly disarm an intruder 
• Do not back an intruder into a corner - always provide a way out 
• Talk quietly and calmly 
• Allow yourself an escape route 

 

 
~ KEEP THIS PLAN AVAILABLE FOR QUICK - BUT CONFIDENTIAL REFERENCE ~ 
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DISTRICT EMERGENCY PREPAREDNESS TERMS  
 

EVACUATION: 
 

*The building is not safe to be in.  The fire alarm will sound loudly indicating we need to leave 

the building. Or, we will hear an announcement over the PA system telling us to leave. *All 

students and teachers will leave the building, moving quickly to a safe place outside the school 

and be accounted for. 

*If we cannot return to the building quickly, we will be moved to safe location. 
 

LOCKDOWN: 
 

*A situation is occurring in or around the school that could cause harm to those inside. 

*An announcement will be made over the PA system with specific directions.  This message 

will be repeated. 

*In order to protect the students and teachers, we will make sure the classroom door is locked 

and shut. The lights will be turned off and we will move to a place in the room so we can't be 

seen from the window in the door. We will all be very quiet and stay like this until told we can 

come out. *If we are to do something different, I will tell you what we are going to do and 

you must follow my instructions without question. 
 

SHELTER-IN-PLACE: 
 

*An unsafe incident has occurred outside the school and we must stay inside until it is safe for 

us to go outside. 

*An announcement will be made with specific directions. 

*We will remain in our room until given further instructions from the principal. 
 

SEVERE WEATHER: 
 

*The weather conditions outside have increased in strength, with lightning, loud thunder, 

heavy rain and maybe hail.  

*An announcement will be made telling us severe weather is approaching the school. We [will 

either move to a different area in the building or stay in our room (use whichever is 

appropriate)] to take cover. We will stay here until told it is safe to come out or will be told to 

leave the building. 

*Demonstrate the duck and cover position to students. Maybe have them practice from their 

desk. 
 

ALL CLEAR: 
 

*An announcement will be made over the speakers telling us the emergency has ended. We 

will return to our normal activities. 
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INTERNET LINKS AND RESOURCES 
 

IMPORTANT NOTE ABOUT YOUR DISTRICT NETWORK PASSWORD: Refer 

to page 7 for the discussion on the importance of the District single sign-on system. To utilize District 

online resources, you must change your password every three (3) months or you will be locked out. If 

that occurs, you may miss important communication from the District, a school administrator, or a 

teacher.  

Lee County Association of Professional Substitute Teachers  
(LCAPST) 

The Lee County Association of Professional Substitute Teachers (LCAPST) provides a 

webpage with links to many of the essential resources guest teachers may need to access from time to 

time.  

http://www.LCAPST.org 

It is much easier to use the association webpage than to try to figure out how to access websites 

on your own. We strongly urge you to explore the LCAPST webpage and the provided links because 

they will make it easier for you to manage your employment. Some of the links have additional links 

to other areas, so take time to explore each area. The primary links include: 

• Lee Schools Webmail Logon   This is the Microsoft Outlook Web App that is used for 
District e-mail when you are using a computer that is NOT on the District network. Its 
appearance is different from the Outlook program you see when you are using a computer on 
the District’s network, but it will have all of your sent and received e-mail and the directory.  

• PeopleSoft Logon   The key to accessing many of the services and information sources 
provided by the District is your ability to access PeopleSoft, the District database. 

• Leave Management System (LMS)   Using your 9-digit Employee ID number (Access ID#) 
and your 6-digit PIN, you will be able to access the LMS. 

• Lee County District Website   This is the full District website that is publicly accessible. 

• School Listing and Locations   In addition to getting the address and phone number of a 
school, you can also check out the bell times for the student day. 

• FAQ Safe School Requirements   This link answers some frequently asked questions about 
MANDATORY ANNUAL TRAINING. More importantly, this webpage has a link to the 
safety training website along with instructions on how to log on the training modules. 

 

Other currently available links on www.LCAPST.org include: 

• District Time Reporting 

• 2017-2018 Bell Times   If you already know the school you are going to, you can check the 
bell times directly using this link. 

• Self Service Subs – Password Reset Instructions 

• Password Reset – LCSD 

• LCAPST Information    

• Substitute Training Information – Handouts, Presentations 

• Substitute Information 2017 – 2018 

http://www.lcapst.org/
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• Substitute Forms 

• NSTA   This is a link to information about the National Substitute Teachers Alliance. 

• Substitute Podcast   This site may have a podcast to update guest teachers on new District 
developments. 

• Information Links   The links on this webpage will connect you to education websites. 

• Chromebook Information The District is in the process of implementing the 1:1 technology 
mandate. Students in some schools have the use of a Chromebook in the classroom; they may 
take them home as well. Student instructional activities may require their use. 

• LCSD Policy 5.08_Guest Teachers   

 

PeopleSoft Sign In 
 

 The key to accessing many of the services and information sources provided by the District is 

your ability to access PeopleSoft, the District database. Follow these steps to sign in to PeopleSoft. 

1. From your browser, go to the Lee County Association of Professional Substitute Teachers at 

www.lcapst.org. 

2. Select the link to PeopleSoft by clicking on the words “PeopleSoft Logon.” 

 

3. Enter your User Id, which is your DISTRICT e-mail address WITHOUT “LeeSchools.net.” 
4. Enter the password you use with your DISTRICT e-mail account.  

 

http://www.lcapst.org/
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PROFESSIONAL DEVELOPMENT RECORDS 

 

Required Evaluation of Professional Development Course 

To receive inservice points for a completed course, Employees must complete the required 

course evaluation. You will likely receive an e-mail reminding you to complete the evaluation. Follow 

these instructions to do so: 

1. Sign in to PeopleSoft using your District username and password. 

2. Use this path to search for your District professional development courses: 

 

Main Menu  Self Service  Learning  My Learning 

 

3. Find the completed course(s) on the list of professional development activities. You may need 

to scroll through the list to find the completed courses. 

4. Click on the title of the course you completed to display the Activity Progress.  

5. To the right of the Post Course Evaluation column, click the “Launch” link.  

6. Do not enter anything in the search field. Click Search. This displays the evaluation questions.  

7. Complete all of the evaluation questions. 

8. Click “Save” and “Submit.”.  
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Verifying Completion of a Course Evaluation while in PeopleSoft 

1. Follow the path to the “My Learning” Link (see previous page).  

2. Click the “Date” column heading twice to sort the data chronologically, from most recent to 

oldest. A newly completed course should appear at the top of the list.  

3. Enrollment status will display as “Complete”. 

 

 

 

Printing Your Completed Inservice Certificates   From the “My Learning” screen, for each 

completed course, click the printer icon that appears under the “Print Certificate” column. 
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Printing Your Inservice Record 

 

It is recommended that you print your inservice record at the end of each school year. To 

print your inservice record you must first select it.  

Main Menu  Self Service  Learning  Inservice Record Report 

 

Once you select the Inservice Record Report, you need to scroll UP to find the “Print” 

command. Use arrows to access additional pages.  
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Printing Your Inservice Record for Recertification 

 

If you plan to recertify, you will need a copy of your inservice record for the five-year 

certification period. In that case, you need to print all the pages if you have more than 15 completed 

courses. You may either print each page of 15 courses or you may select “View All” to print the entire 

record. 
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PAYROLL DEPARTMENT SHAREPOINT SITE & 

LEAVE MANAGEMENT SYSTEM (LMS) 

The Payroll Department maintains a folder especially for guest teachers on its SharePoint site. 

Once on the Payroll Department SharePoint site, select the folder labeled “Substitute Information.” 

If you are using a District computer, you will gain access to the site by entering this url into your 

browser: 

http://sharepoint.leeschools.net/dept/pay 

If you are using a non-District computer, the next screen will request your login information, 

which is your District username and password, the same ones you use for District e-mail and PeopleSoft. 

 
 

The Payroll Department SharePoint’s Substitute Information folder contains a myriad of 

documents and resources for guest teachers such as: 

● Training 
● Automatic Payroll Deposit Form 
● Ending Substitute Teacher 

Employment Form 
● How to Change W-4 Status Online 
● Intent Letter 
● PeopleSoft – Updating E-mail 

Address 
● PeopleSoft – Update Home Address 

● PeopleSoft – View and print your 
paycheck through Self Service in 
PeopleSoft 

● Self Service Subs 
● Substitute Teacher Pay Schedule – FY 

2016-2017 
● Substitute Teacher Profile Form 
● Substitute Teacher Quick Reference 

Booklet (LMS-SmartFindExpress)

 

 

http://sharepoint.leeschools.net/dept/pay


 

54                                                                           
 

GUEST TEACHER HANDBOOK ACKNOWLEDGEMENT 
 

My signature below confirms that I have received a copy of the 2017-2018 Guest 
Teacher Handbook, either in electronic format or as a hard copy. I understand that as 
a guest teacher, I am expected to be familiar with the contents of this handbook. I also 
understand that all policies and procedures outlined within the handbook are to be 
followed by me as an employee of the School District of Lee County. 

 
Any questions I have regarding the information in the Lee County Guest Teacher 

Handbook should be directed to Heather Cook, HR Department. 
 
 

I received   ◻  an electronic version OR  ◻  hard copy of the handbook. 
 
 
________________________________________________   _______________________________    
  

Guest Teacher Signature    Date 
 
 

________________________________________________  

Print Guest Teacher Name 
 

 
This form is to be returned via e-mail attachment, District Pony mail, or U.S. Mail: 

 
Heather Cook 

 
HeatherCo@leeschools.net 

 
Human Resources Department 

 
2855 Colonial Blvd 

Fort Myers, Florida 33966 
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DISTRICT POLICIES AND GUIDELINES 

 

The following District policies or guidelines are listed in the Guest Teacher Handbook for your 

review. 

Title # Length 

Complaint Procedures for Sexual Harassment and Discrimination  by 
Employees 

5.32 5 pp 

Bullying and Harassment 4.14 9 pp 

Guest Teachers 5.08 2 pp 

Alcohol Drugs and Tobacco-free Workplace 5.37 5 pp 

Complaints Relating to Employees 5.31 3 pp 

Fingerprinting and Background Screening 5.04 5 pp 

Acceptable Use Policy Governing Internet and Technology Access 2.20 3 pp 

Professional Standards 5.26 1 pp 
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FORMS 

 

Several forms are available for use by guest teachers to communicate with the classroom 

teacher who is absent or to leave feedback on your teaching experience. Use of these forms is optional. 

Photocopy them or print them from the LCAPST webpage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


