Annville-Cleona School District
Substitute Handbook

Annville-Cleona Secondary School
500 South White Oak Street
Annville, PA 17003
717-867-7700

Annville Elementary School
205 South White Oak Street
Annville, PA 17003
717-867-7620

Cleona Elementary School
50 East Walnut Street
Cleona, PA 17042
717-867-7640

To access the Substitute Calling System,
please dial #717-366-6657 or online at
https://acschools.eschoolsolutions.com
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Mr. Thomas Long, Secondary School Assistant Principal/Athletic Director
Mr. Ross Hopple, Annville Elementary School Principal
Mrs. Angela Love, Cleona Elementary School Principal
Mrs. Danielle Heisler, Director of Special Education
Mr. Ross Hopple, Business Manager
Ms. Tianna Jackson, Assistant Business Manager/Human Resources
Mr. Nathan Byler, Director of Technology
Mr. Keith Kemmerling, Network Administrator
Substitute Calling System………..…………………………………….............….1-717-366-6657
https://acschools.eschoolsolutions.com
To comply with Federal laws (including Title IX of Education Amendments of 1972) State laws, PDE regulations
concerning equal rights and opportunities and to assure these within our school community, the Annville-Cleona School
District declares itself to be an Equal Rights and Opportunities School District. As such, it does not discriminate against
individuals or groups because of race, color, national origin, religion, age, sex, marital status, or non-relevant handicaps
and disabilities. The district’s commitment to non-discrimination extends to students, employees, prospective employees,
and the community.

Dr. Josiah Keene, Assistant Superintendent, has been designated as the affirmative action officer.
Please contact her if you have any concerns regarding affirmative action. Dr. Keene can be reached
at 717-867-7600 (ext. 5008).
Substitute Handbook Disclaimer: NOTHING IN THIS SUBSTITUTE HANDBOOK OR IN ANY POLICY MANUAL OF
THE ANNVILLE-CLEONA SCHOOL DISTRICT CONSTITUTES OR CREATES AN EXPRESSED OR IMPLIED
CONTRACT OF EMPLOYMENT; RATHER, THIS HANDBOOK SHOULD BE UNDERSTOOD AS A BRIEF
DESCRIPTION OF SUBSTITUTING IN THE ANNVILLE-CLEONA SCHOOL DISTRICT AND AN OVERVIEW OF ITS
POLICIES AND RULES. COMPLETE COPIES OF ALL DISTRICT POLICIES CAN BE FOUND UNDER THE
DISTRICT POLICIES SECTION OF THE DISTRICT WEBSITE.www.acschools.org
IN ADDITION, THIS HANDBOOK MAY BE MODIFIED OR ALTERED AT ANY TIME BY THE ANNVILLE-CLEONA
SCHOOL DISTRICT. I UNDERSTAND THAT VIOLATIONS OF DISTRICT POLICY, STATE OR FEDERAL LAW MAY
RESULT IN PERMANENT REMOVAL FROM THE ACTIVE SUBSTITUTE LIST.
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Welcome Annville-Cleona Substitutes!
Welcome to the Annville-Cleona School District. Thank you for your willingness to substitute
in our district. You are an essential part of the Annville-Cleona School District family and we
want you to know how much we value your work with our children. Substitute teachers
provide valuable instruction during the absence of a staff member. The district acknowledges
this service and wishes to make arrangements for a productive experience that is beneficial to
the substitute, the students, and the teacher.
This handbook has been put together to provide you with some important information about
our district, but certainly cannot begin to cover everything. After reviewing its contents, please
feel free to ask specific questions you may have so you can be prepared for the very important
role you will play in our district. Within this document, information related to professional
development topics which have been a focus in the district are summarized for your reference.
You will see information related to professionalism, the brain, trauma-informed classroom, and
interventions that foster resiliency in children. Resiliency can be defined as “the capacity to
spring back, rebound, successfully adapt in the face of adversity, and develop social and
academic competence despite exposure to severe stress…or simply the stress of today’s
world.” This is a central belief of our district staff and we hope you will join in sharing in the
work of building traits in our children that allows them to be resilient. Thank you again for
your willingness to serve the children of the Annville-Cleona School District as a substitute
teacher.

Annville-Cleona School District Board Policies
A complete list of Annville-Cleona School District board policies may be obtained from the
district’s website at https://go.boarddocs.com/pa/annc/Board.nsf/vpublic?open#tab-policies.

At-will Employment
Annville-Cleona School District hires substitutes as an at-will employee, meaning that either
party can terminate the employer/employee relationship at any time. Nothing in the offer of
employment as a substitute, nor the receipt of this or any handbook or policy manual, the
substitute employment agreement, any other employment documents or oral communication
shall serve to create an employment contract or to modify the at-will relationship. No person
other than the Superintendent of Annville -Cleona School Board of Directors shall have the
authority to bind the District to an employment contract or an agreement to modify the at-will
relationship.
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District Calendar
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DO’s of Professionalism


















Dress professionally, conservatively and neatly.
Plan to arrive 30 minutes before official start time in order to give yourself time to
prepare.
At NO TIME, should you place your hands on a student; if your words are not working to
resolve/de-escalate the situation, call for help.
Know the phone number to the school office.
Introduce yourself to secretaries, teachers, aides/paras and other staff members that you
encounter in the building. Be friendly and courteous.
Ask questions and seek help when needed.
Refrain from engaging in negative conversations.
Direct any questions about students or performance to other teachers.
Use positive words about the teacher for whom you are substituting.
Keep all information that you learn about students to yourself. Never use their names
outside the school setting. It is the law. The Family Educational Rights and Privacy Act
(FERPA) of 1974 is a federal law establishing an array of confidentiality rights for
students and families. This law is required to be upheld by ALL school employees.
Leave the condition of room at the end of the day as you found it upon arrival.
Cell phones may not be used for personal reasons when students are present.
Send all students that have been injured or are ill to the nurse immediately.
All medicines are dispensed by the nurse, including cough drops.
It is your responsibility to supervise all assigned classes/duties at all times.
Refrain from exchanging personal contact information with students at all times.

Dress Code
Dress, grooming and personal hygiene should be appropriate to the work situation in order to
ensure a professional/business-like atmosphere and promote a safe work environment. No dress
and grooming guidelines can cover all contingencies, so employees are expected to exercise
good judgment in their choice of clothing and general appearance when reporting to work. If
there is any uncertainty about acceptable attire for work, please contact your supervisor for
guidance.
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Acceptable Attire for: secretaries, paraprofessionals, aides, and teachers
1.
Dress professionally and take pride in your appearance. Clothes should be clean and
wrinkle-free. Business casual dress is appropriate.
2.
Clothing should convey a professional image by being coordinated, modest and
appropriate for an educational setting.
3.
Staff must employ good hygiene habits and be well-groomed.
4.
District issued ID badge must be worn at all times and must be visible on the upper body.
5.
Appropriate undergarments must be worn.
6.
Leggings may be worn but must be coupled with dresses or skirts at knee-length or
below.
7.
Sleeveless or cap sleeved shirts and tops are acceptable.
8.
Pants, skirts and dresses should be of a modest professional length, falling at or just
above the knee or longer.
9.
Clothes should fit comfortably; any clothes that are too tight, too short, or too revealing
are not appropriate for the workplace.
Acceptable Attire for: custodians
Custodians are required to wear business casual attire with comfortable laced up shoes. Clothing
should be clean and pressed, with shirts tucked in.

Emergency School Closing and Delays
In the event of an emergency closure of any schools in the Annville-Cleona School District the
following procedure will take place:







Annville-Cleona School District will notify local radio and TV stations of the decision
and they will broadcast this information beginning at approximately 5:45am
Information will be broadcast on the following TV and radio stations:

WLBR (1270 AM)

WHP-TV CBS 21

WQIC (100.1 FM)

WHTM-CH 27

WJTL FM 90.3

WGAL TV Ch 8

WPMT Fox 43

WJTL FM 90.3

CW15
Annville-Cleona School District will post the information on our website
www.acschools.org
Annville-Cleona School District will post the information on our Facebook page
Annville-Cleona School District will cancel your substitute position for that day in the
substitute management system, and you will receive an automated email notification.

During questionable weather conditions, if you have not heard/seen of any changes through any of the
above means by 6:15am, you should assume that school will operate on the regular schedule.
When school has been cancelled for the entire day, substitutes should not report to their assignment.
If school has been delayed or a change in schedule has been announced, substitutes should report to
their assignment a half an hour before the delayed start time or as soon as it is safely possible.
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Evaluation of Sub Teachers/Guest Teachers and Other Substitutes
Substitute and guest teachers may have their work evaluated by the building principal or other district
administrators. Other substitutes, including substitute secretaries, aides, paras, custodians, etc… will
be evaluated by the location supervisor. Any administrator or supervisor may, at any time, make
formal or informal visits to the work area to observe the work being completed. From time to time, as
necessary, formal feedback may be provided to the substitute. This evaluation process is designed to
help substitutes improve their work and insure an appropriate educational environment for students.
Additionally, regular classroom teachers will complete a “teacher report of substitute form”– to assess
the performance of the substitute/guest teacher. These forms will be collected and reviewed by the
building principal.

Mandated Reporter
All school employees are mandated reporters of suspected child abuse and/or neglect which means
you must call ChildLine at 1-800-932-0313 or report suspected abuse on line. It is not your duty to
decide if the student is being abused, it is your duty to report the suspicion. You must also report the
suspected abuse to the principal within 24 hours of the ChildLine report.

Move or Change of Address
It is your responsibility to officially notify the District of your change of address; it is important for
information in personnel records be kept up-to-date and accurate. Please contact the human resources
department at (717)867-7600 ext. 5005 to be provided with an address change form and W4 form.
Please note, your address change request is not complete until the official forms are received.
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Salary and Payroll Procedures
Substitutes will be paid bi-weekly in accordance with the District’s pay schedule. All substitute time
worked will be exported from the SmartFindExpress system and paid accordingly. If there is a
discrepancy or question regarding time/days worked, please contact the human resources/payroll
department at (717)867-7600 ext. 5005.
The rates below are competitive and compensate our substitutes who serve our students.
Assignment
Day-to-day substitute
teacher

Compensation
$115 per day

Remarks
Day-to-day substitute –
no benefits provided by district

Category
2

Short-term substitute
(STS) teacher –
must work 46-90 days
during the school year.

$135.00 per day

STS under 91 days –no benefits
covered by district

Category
3

Extended-term
substitute (ETS) teacher
– Must work 91+ days
during the school year.

$165.00 per day

ETS 91+ days – no benefits
covered by district

Category
4

$10.50 per hour

Day-to-day substitute –
no benefits provided by district

Category
5

Day-to-day substitute
para-professional,
teacher aide, or personal
care aide
Day-to-day substitute
secretary

$11.00 per hour

Day-to-day substitute –
no benefits provided by district

Category
6

Day-to-day substitute
RN or LPN

$150.00 per day

Day-to-day substitute –
no benefits provided by district

Category
7

Day-to-day substitute
custodian

$12.10 per hour

Day-to-day substitute –
no benefits provided by district

Category
1
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School Schedule: A-C Middle School/High School
All substitute and guest teachers MUST arrive by 7:15 am and remain on duty until 2:45 pm.


Secretarial hours are 7:00am - 3:30pm; custodial hours are determined by position – see hours
listed in SmartFindExpress.

A map of the secondary school is attached as Appendix A.
Whole Day Schedule (Teachers):
7:15am
All teachers must be on campus
7:25 am
Teachers MUST be in classroom to receive students
7:30am
Start of student day: AM announcements and classes begin
2:29pm-2:30pm PM announcements and student dismissal
2:45pm
Teachers depart
Half-day Schedule (Teachers);
7:15am-11:00am AM half day
11:00am-2:45pm PM half day
High School Regular Schedule
7:30 – 8:19
1st Period
8:22 – 9:06
2nd Period
9:09 – 9:53
3rd Period
9:56 – 10:40
4th Period
10:43 – 11:27
Period 5A Lunch/Reading

High School 2-Hour Delay Schedule
9:30 – 10:04
10:07 – 10:36
10:39 – 11:08
11:11 – 11:40
11:43 – 12:12

Lunch 5A 10:43-11:13; Reading 5B 11:16-11:30

11:30 – 12:14

Period 5B Lunch/Reading

12:15 – 12:44

Reading 5A 11:27-11:41; Lunch 5B 11:44-12:14

12:17 – 1:01
1:04 – 1:48
1:51 – 2:20
Middle School Regular Schedule
7:30 – 8:19
8:22 – 9:06
9:09 – 9:53
9:56 – 10:40
10:43 – 11:27

6th Period
7th Period
Advisory
st

1 Period
2nd Period
3rd Period
4th Period
Expanded Ops

12:47 – 1:16
1:19 – 1:48
1:51 – 2:20
Middle School 2-Hour Delay Schedule
9:30 – 10:04
10:07 – 10:36
10:39 – 11:08
11:11 – 11:40
11:43 – 12:12

Reading 10:43-10:57

11:30 – 12:27
12:30 – 1:00
1:03 – 1:47
1:50 – 2:20

5th Period
Lunch
th
6 Period
Enrichment
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12:15 – 12:44
12:47 – 1:16
1:19 – 1:48
1:51 – 2:20

School Schedule: Annville & Cleona Elementary Schools
All substitute/guest teachers MUST arrive by 8:15am and remain on duty until 3:45pm


All secretarial hours are 7:30am - 4:00pm; custodial hours are determined by position –
see hours listed in SmartFindExpress.

A map of the Annville Elementary School is attached as Appendix B.
A map of the Cleona Elementary School is attached as Appendix C
Whole Day Schedule (Teachers):
8:15am
All teachers must be on campus and in classroom ready to receive students
8:40 am
Teachers MUST be
8:50am
Start of student day
3:30pm
Student dismissal
3:45pm
Teachers depart

Half-day Schedule (Teachers)
8:00am-Noon
AM half day
Noon-3:45pm
PM half day
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Substitute Responsibilities
If you report to a school for a substitute assignment and there is confusion whether the location
or date of the assignment is accurate, please check SmartFindExpress to confirm the job. If you
are still unsure, please contact the building secretary or the human resources department.
Upon arrival to your substitute assignment, enter through the main building entrance

Sign in the office area as a substitute, check in with the building secretary, and obtain
required badge access/key(s) for the day

Report to assigned area -you must wear a district issued ID badge at all times

Check schedule/plans for responsibilities, supervisory duties

Verify the school schedule, reporting attendance and lunch count

Understand the school’s discipline policy

If injured through the course of your work day, please notify the building principal and
business manager within 24 hours
Teachers: Prepare for student arrival

Check SmartFindExpress for any documents the teacher may have provided for you
(lesson plans, etc..)

Locate the substitute folder for information related to standard substitute practices

Locate and review the emergency response guide (red) and the emergency kit

Review the emergency evacuation route for the classroom

Familiarize yourself with the classroom, textbook, computers, and plan for the day
Classroom procedures

Locate the seating or attendance chart – take attendance each class period

Follow the teacher’s lesson plans as indicated

Contact the principal should any serious behavior problems arise
Completion of the assignment

Remain in the assignment until the end of the staff school day

Leave completed and graded student work in an organized fashion along with any notes
including any problem you encountered and action taken in the substitute folder on the
teacher desk

Be certain the desk area and classroom are organized, neat and tidy when you leave;
maintain the “housekeeping” arrangements of the regular teacher

Do not leave the school without notifying the office

Sign out in the main office with the secretary, return the badge access/key(s) BEFORE
LEAVING THE BUILDING
If you need help, please ask someone!
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Substitute System Quick-Start Guide
1.
2.
3.
4.
5.

You must register with the system first. To do this, call the main system number
1-717-366-6657
Enter your Access ID, followed by the star (*) key.
When the system asks for your PIN, enter 2020
You will be asked to record your name. Record your name and when you have finished
recording, press the star (*) key.
Next you will hear your callback number. This is the telephone number the system will
use to call you. If this number is incorrect, enter the correct number now.

Logging into the System:
1.
Open your Internet browser and access the SmartFindExpress website
https://acschools.eschoolsolutions.com. The welcome message and any district-wide
announcements are displayed on the main screen.
2.

Enter your access ID and PIN. Click submit to access the system. You will be required to
create a password. This will be your new login password.

3.

If you have forgotten your password, click the ‘Trouble signing in?’ link.

4.

Follow the instructions on the screen and then click submit. Your password will be sent
to the email address on your profile. You must be registered with the system to use this
feature.

5.

Upon successful login, the Substitute home page is displayed. From the home page,
substitutes can manage personal information, review their work schedule, search for
available jobs, and review assignments.
From your Home Page you can:
 Modify Profile Information
 Get Help While You Work
 Review Announcements
 View/Modify Work Schedule
 Access Available Jobs
 Review Assignments

6.

The Profile menu lets you view profile information, update your email address and
password, and view/modify callback information.
 View Profile Information: system displays your current status and address;
contact your system administrator with any changes.




Update Your Email Address: easily update your email address; the system
automatically sends job creation and job cancellation emails.
View/Modify Call Back Information: view/update your callback number or
specify a temporary ‘do not call until’ time.
Change Password: enter your current password and the new password (up to 9
digits) and click save.
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COVID 19 Guidelines for Substitutes
Substitutes are encouraged to stay home if they are not feeling well.
Prior to coming into work every day, all staff will need to complete a symptom screening:



Take your temperature.
If the substitute's temperature is under 100, report to work.
o If substitutes' temperature is 100 or higher, they will not report to work and will contact
their building principal for next steps
Substitutes will review symptoms they have been demonstrating in the last 7 days should not report to
work and contact their building principal, if they have at least 2 of these new symptoms:









cough or shortness of breath or difficulty breathing,
fever,
shaking with chills,
muscle pain,
headaches,
sore throat,
loss of taste or smell,
or diarrhea

Substitutes that become ill during the school day will be sent home immediately
Substitutes are encouraged to self-report any symptoms to their building principal
Substitutes who have tested positive for COVID-19 are strongly encouraged to self-report their diagnosis
to their building principal. They may return to work once they are cleared by their doctor to return.
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Frequently Asked Questions (FAQS)
Q:
After accepting an assignment, can my assignment be changed upon arrival at the
assigned building?
A:
Yes, the building principal can alter your assignment upon arrival if coverage is
needed.

Q:
What if I’m going to be late?
A:
This should be avoided if possible, but if it happens, contact the building directly to
advise of your arrival.

Q:
Where do I go after arriving at the assigned school building?
A:
Go to the building office and they will provide you with instructions and necessary
information for the day.

Q:
Do I get paid if school is cancelled?
A:
On days when schools are closed due to inclement weather or any other emergency
situations, substitute assignments are cancelled without pay. Information about school
cancellations or a late start is available by listening to the radio or television station which
carries news of school delays and closings. It is the responsibility of the substitute to check
prior to leaving your home.

Q:
Do I get paid if my assignment has been cancelled or assigned in error?
A:
If you arrive at the building and learn that the assignment has been cancelled or
assigned in error, the building will first check if any other building in the district is in need
of a substitute and, if so, you will be reassigned. If you chose not to accept the new
assignment, then you will not be paid. If an assignment is not available, the district will
pay you half of your daily rate. However, this is not the case if you are contacted prior to
leaving home by the Substitute Management System.

Q:
What is considered a half day assignment?
A:
A half day assignment for the secondary school (high school and middle school) is
7:15am-11:00am or 11:00am-2:45pm A half day assignment for the elementary schools is
8:15am-12:00noon or 12:00noon-3:45pm.
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Q:
Can I leave the school if there are no students in my classroom before the end time of my
job/assignment?
A:
You are required to stay at each building until regular teacher dismissal every day
unless dismissed by the building principal.

Q:
How do I stay on as a substitute for the upcoming year and how will I be notified?
A:
Letters of reasonable assurance are at the district’s discretion, or you may request
in writing to have your name removed from the districts substitute list.

Q:
What if I obtain a long-term assignment at another school district? Will my account be
deactivated?
A:
Please notify Human Resources and a note will be made in your file of your
unavailability for the school year. Once your assignment is over, please contact Human
Resources to advise of your return and you will resume at your previous pay rate. Failure
to notify Human Resources could result in removal from the Annville-Cleona substitute list
due to inactivity and return to new hire status and pay rate.
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