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Substitute Information & Handbook 
2013 - 2014 School Year 

 
 
 

Superintendent:  John Collins 
District Secretary:  Vicki Tate (ext. 1500) 

District Payroll:  Michelle LaFollette (ext. 1502) 
Communication Director:  Marcy Easterly (ext. 1503) 

High School Principal:  Brett Soden (ext. 1443) 
High School Secretary:  Shelby Lawson (ext. 1400) 

High School Assistant Principal:  Mike Wilson (ext. 1444) 
High School Secretary:  Brenda Reed (ext. 1445) 

Middle School Principal:  Marcia Chadwell (ext. 1301) 
Middle School Assistant Principal:  Shane Pierce (ext. 1304) 

Middle School Secretary:   Mandy Williams (ext. 1300) 
Elementary Principal:   Michelle Gardner  (ext. 1235) 

Elementary Secretary:  Angie Wilson (ext. 1200) 
Elementary Assistant Principal:  Karie Julian (ext. 1227) 

Early Childhood Secretary:  Jo Snider (ext. 1100) 
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Welcome ~ You are Appreciated!!! 
We are thankful to have you as part of our staff.  We know the importance of substitutes 
in our classrooms, buildings, and our students’ education.  Please feel free to contact 
any of the building principals if you have any questions and/or concerns as you are in 
our district.   
 
STRAFFORD R-VI MISSION STATEMENT 
The mission of the Strafford School District is we will develop the potential in every 
student by providing a learning environment conducive to developing mature, 
responsible individuals who contribute to our changing society. 
 
Pay Schedule 
Pay day for Strafford R-VI School District is the 18th of each month.  
The payment will be paid the month after work is completed.   
For example, if you substitute September 4, 7, 10, and 21, you will be paid  
October 18. 
 

Daily Rate *Long Term 11+ 

$72 $175.82 

 
*Long term substituting must be consecutive for the same teacher. 
 
 
Lunch/Breakfast 
Lunch for adults is $2.70 and breakfast is $1.45.  You must pay in cash as you go 
through the lunch line.  There are other food options in the MS/HS cafeteria that change 
from day to day. 
 
Hours 
Substitutes are expected to check-in with the building secretary by 7:40 and stay at 
school until 3:15.  You will be required to wear a substitute name tag all day long that 
signifies your right to be in the building.  In the case of inclement weather, it will be 
your responsibility to listen to the news for school cancellations. 
 
SEXUAL HARASSMENT 
The Board of Education is committed to maintaining an environment for its students 
and employees that is free from sexual harassment.  Sexual harassment is strictly 
prohibited in the Strafford School District. 
 
 

SEXUAL HARRASSMENT PROHIBITED 
NOTICE 

TO ALL EMPLOYEES AND STUDENTS 
REGARDING SEXUAL HARASSMENT 
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The Strafford R-6 School District is committed to an academic and work environment  
in which all students and employees are treated with dignity and respect.  Sexual 
harassment of students and employees whether committed by supervisors, employees 
or students and regardless of whether the victim is an employee or student will not be 
tolerated. 
 
Sexual harassment includes but is not limited to: 
 

1. Sexual slurs, threats, verbal abuse and sexually degrading descriptions 
2. Graphic verbal comments about an individual’s body 
3. Sexual jokes, notes, stories, drawing, pictures or gesture 
4. Spreading sexual rumors 
5. Touching an individual’s body or clothes in a sexual way 
6. Displaying sexually suggestive objects 
7. Covering or blocking of normal movements 
8. Unwelcomed sexual flirtation or propositions 
9. Acts of retaliation against a person who reports sexual harassment 

 
Inquiries, complaints or grievances from students and their parents and employees 
regarding sexual harassment or compliance with Title IX may be directed to the 
Superintendent of Schools, to the District’s Title IX Coordinator: 
 

or to: 
U.S. Department of Education 

Office for Civil Rights 
8930 Ward Parkway, Suite 2037 

Kansas City, Missouri  64114 
Phone  819.268.0500 Fax 816.823.1404 

Telecommunications device for the Deaf  800.437.0833 
Email:  OCR.KansasCity@ed.gov WebSite:  http://www.ed.gov/ocr 

 
 
Harassment 
It is the policy of the district to maintain a learning environment that is free from 
harassment because of an individual’s race, color, sex, national origin, ethnicity, 
disability, sexual orientation, or perceived sexual orientation.  The school district 
prohibits any and all forms of unlawful harassment and discrimination because of race, 
color, sex, national origin, ethnicity, disability, sexual orientation, or perceived sexual 
orientation. 
It shall be a violation of district policy for any student, teacher, administrator, or other 
school personnel of this district to harass or unlawfully discriminate against a student 
through conduct of a sexual nature, or regarding race, color, national origin, ethnicity, 
disability, sexual orientation, or perceived sexual orientation as defined by this policy. 
It shall also be a violation of district policy for any teacher, administrator, or other 
school personnel of this district to tolerate sexual harassment or harassment because of 
a student’s race, color, national origin, ethnicity, disability, sexual orientation, or 
perceived sexual orientation, as defined by this Policy, by a student, teacher, 
administrator, other school personnel, or by any third parties who are participating in, 

mailto:OCR.KansasCity@ed.gov
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observing, or otherwise engaged in activities, including sporting events and other 
extracurricular activities, under the auspices of the school district.  For purposes of this 
policy, the term “school personnel” includes school board members, school employees, 
agents, volunteers, contractors, or persons subject to the supervision and control of the 
district.  
The school system will act to promptly investigate all complaints, either formal or 
informal, verbal or written, of unlawful harassment or unlawful discrimination because 
of race, color, sex, national origin, ethnicity, disability, sexual orientation, or perceived 
sexual orientation; to promptly take appropriate action to protect individuals from 
further harassment or discrimination; and, if it determines that unlawful harassment or 
discrimination occurred, to promptly and appropriately discipline any student, teacher, 
administrator, or other school personnel who is found to have violated this Policy, 
and/or to take other appropriate action reasonably calculated to end the 
harassment/discrimination. 
 
 
Drug-Free Workplace 
Student and employee safety is of paramount concern to the Board of Education.  
Employees under the influence of alcohol, drugs, or controlled substances are a serious 
risk to themselves, to students and to other employees.   Therefore, the Board of 
Education shall not tolerate the manufacture, use, possession, sale, distribution or being 
under the influence of controlled substances or alcoholic beverages on any school 
property or on any school-approved vehicle used to transport students to and from 
school or school activities; off school property at any school-sponsored or school-
approved activity, event or function, such as a field trip or athletic event, where 
students are under the jurisdiction of the school district; or during any period of time 
such employee is supervising students on behalf of the school district or is otherwise 
engaged in school district business.  Any employee who violates this policy will be 
subject to disciplinary action, which may include employment suspension, termination, 
and referral for prosecution. 
 
Weapons 
No employee shall bring upon any school property or have in his or her possession 
while on any school property, any firearm, weapon or destructive device.  Any 
employee in violation of this rule shall be subject to reprimand, suspension and/or 
dismissal. 
 
Reporting Child Abuse 
One of the school’s main goals is to promote a positive learning environment. It is, 
however, generally accepted that we cannot fully separate how students learn from 
how they live. In such instances where a student brings personal issues to the attention 
of a school faculty/staff member, here is some information and suggested guidelines to 
help.  Some professions are “mandated” reporters with regard to child abuse/neglect of 
minors (persons under 18 years of age). Examples are school teachers, principals, 
doctors, social workers, nurses, day care workers or those who have “care and custody” 
of minor children.  
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Anyone can make an anonymous hotline report by calling 1-800-392-3738. One has to 
do so, however, in good faith.  It may or may not be investigated given the information 
provided and information that may already be in the hands of the Children’s Division of 
the Missouri Department of Social Services.   The Missouri Department of Health 
indicates that child sexual abuse and physical abuse is one of the most underreported of 
all crimes. The law (Missouri Revised Statutes 210.109-210.166) errs on the side of 
reporting vs. not reporting.  There is immunity for those who are reporting in good faith 
and without ill intent. Here is the information you will need if you report: 
 
 

 The name of the child 

 The name of the parent(s) 

 The name of the alleged abuser 

 Where the child can be located  
  
 
You will also be asked:  
 

 Is the child in a life-threatening situation now?  

 How do you know about the abuse/neglect?  

 Did you witness the abuse/neglect?  

 Were there other witnesses and how can they be contacted?  
  
 
You are encouraged to consult with your school administrator or counselor in order 
to develop a course of action.  You will not be making a determination regarding the 
outcome if you choose to report. The Children’s Division decides whether or not there is 
enough information to investigate. Hotline calls where there is an identified reporter 
hold more weight than an anonymous call.   
 
 

Emergency Information 
Each building has a plan in place for fire, tornado, earthquake and intruder situations.  It is 

imperative for you to know and feel comfortable with the plan for the classroom that you are 

working in.   If you can not find the information posted in the classroom, contact the office 

before school starts to get a copy of the emergency plan. 

 
 

Classroom Supervision 
In order to supervise properly, the teacher must be in the vicinity of the action and 
engaged in duties connected with his/her function as part of the school staff.  Specific 
supervision is required for the first participation of an activity or dealing with 
dangerous or unfamiliar equipment or apparatus.  Teachers shall stay in the classroom 
when having class, never leave the students unsupervised.  If an emergency arises and 
you must leave the room, always ask a fellow teacher to watch the class during your 
absence or contact the office for assistance. 
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Teachers should make certain that safety equipment is furnished whenever needed, and 
that class experiments are conducted safely.  The nature of the activity should dictate 
the directness of the supervision. 
 

Extra Duty Supervision 
1. Teachers may be asked to help in the supervision of the lunch room, corridors 

and grounds during the lunch period, before school and after school. 
2. All teachers are expected to attend assemblies and help supervise. 
3. Each teacher is responsible for helping prevent damage to building and 

equipment. Report immediately any student defacing school property.  This is a 
serious offense. 

4. Please help check the restrooms in your area of the building.  Stop any horse 
play or loafing immediately.  

5. Teachers should step into the hall during the passing of classes and at dismissal 
to see that the halls are quiet and orderly.  The responsibility and authority of a 
teacher extends beyond his/her own classroom.  The development of good 
school citizenship is a team effort. 

6. Elementary teachers must escort their students to restrooms, water fountains, 
lunch, recess, special classes, etc. when going as a class.  Teachers are expected 
to escort any class leaving Music, Art, P.E., and Library to their next destination. 

7. There will be periodic emergency drills throughout the year.  These will include 
fire, tornado, earthquake, bomb threat and lockdown. 

8. Student Accidents:  if you should have an accident in your room, make certain 
that if anyone is injured, you fill out an accident report form which can be 
obtained from the nurse’s office.  Report the incident to the nurse’s office 
immediately and to the principal as soon as possible after the incident happens.  
This could be extremely important to you if there are questions about the 
incident. 

 

Teacher-Student Relationship 
Cordial, friendly relationships should be maintained between students and teachers.  A 
certain amount of reserve must be maintained by the teacher for good student-teacher 
relationships. 
 
Sending Students on Errands 
Teachers should never send any student on an errand which will take him beyond the 
limits of the school grounds.  This territory would be considered unfamiliar and 
therefore dangerous.  It should be remembered that the student is acting as the teacher 
while on an errand, making the teacher responsible for any injury to or by the student. 
 
Recess Duty Supervision (if applicable) 

1. There must be no more than 35 students per supervisor at recess 
2. If you have duty, be on time. 
3. Be prompt in going out and coming in by the recess schedule. 
4. Have students being brought in and going out to be as quiet as possible to help in 

not disturbing other rooms. 
5. Make sure you know who has inside duty to send students to at the beginning of 

recess. 
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6. Be preventive in the area of accidents.  Insist students follow playground rules. 
7. No students should be allowed to stay in your room unsupervised once you 

leave. 
8. No students should re-enter the building except for injury or restroom 

emergencies. 
9. Teachers on duty should be moving to different locations, not be in groups for 

prolonged times, and be near equipment. 
10. Do not allow students to be where they can’t be seen. 
11. Teachers on duty are expected to supervise the activities of the students on the 

playground.  Supervision of student playground activities shall be preventative 
in nature, continuously observing for hazardous and/or dangerous situations 
that require intervention.  Supervision is NOT an opportunity for supervisors to 
visit. 

12. Supervision should be done in close proximity to student activity 
 
When acting as playground supervisor one should be in the vicinity of the action, 
standing or walking among the students on the playground.  Standing and conversing 
with a fellow teacher the entire recess period is not adequate supervision. 
According to School Law:  Negligence is the root of liability, since no one can be held 
liable for an act that does not include negligence.  Negligence is usually found by a court 
jury if the teacher violated his responsibility as a responsible and prudent person.  The 
teacher owes students the reasonable and ordinary care that a parent would exercise in 
the supervision of his own child. 
 
Loading of Buses 
Do not leave your classroom before the dismissal bell for buses.  If you are in the 
hallways, the office is unable to contact you for last minute changes.  Keep all your 
students with you until the appropriate time of dismissal: 
Loading of buses should be accomplished with a minimal amount of congestion and 
confusion.  At the bell, teachers should have their students prepare to leave by stacking 
chairs and picking up paper off of the floor. 
 
Proper Dress 
Your appearance is very important to your success as a teacher.  Dress neatly and 
present a pleasing personality.  Jeans may be worn on field trip days and special 
events/programs/activities in the classroom, and on Fridays with a Strafford or maroon 
T-Shirt.  Spirit and school shirts should be worn on designated days.  Shorts are not 
acceptable attire.   
 
Preparation Period/Common Planning Time 
Each teacher is given at least one preparation period a day for preparation of the next 
day’s assignments, grading papers, helping students and conferring with the principal.  
Teachers are to remain at school during this preparation period.  The exception to this 
is when permission is received from the principal to leave school.  The teacher must 
provide information on where and when you can be reached if needed by parents of 
students, member of your families or faculty/staff.  If you do not have anything to do 
during your prep time, feel free to ask other teachers or staff members if you can assist 
them.  Please remember the school is paying you to work. 
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Cell Phone Use 
The district prohibits any employee cell phone use that interrupts or disrupts the 
performance of duties by the employee or otherwise interferes with district operations, 
as determined by the employee’s supervisor.  This prohibition applies regardless of 
whether the cell phone used is owned by the employee or provided by the district. 
Supervision of students is a priority in the district, and employees who are responsible 
for supervising students must concentrate on that task at all times. 
 
Dispensing Medicine 
Students will not be permitted to take medication while at school unless such medicine 
is given by the school nurse acting under specific written request of the parent or 
guardian and under the written instructions of the student’s physician. 
This policy covers all prescription and other drugs except that aspirin may be given at 
the discretion of the school nurse upon written authorization of the parent or guardian. 
Certain medications (inhalers, etc.) may be kept by the student in the classroom 
provided permission and instruction is given by both the nurse and principal. 
 
Faculty Workroom, Faculty Lunchroom, and Faculty Copy room 
Students are not allowed to enter the faculty workroom, faculty lunchroom or faculty 
copy room.  Teachers are not to send students to use the pop machine, run photo 
copies, pick up printed material or copies, operate various machines, or pick up mail out 
of teacher’s mailboxes.  These are off limit areas to students.   If you need assistance in 
any of these areas, please contact the office for help. 
 
HOUSEKEEPING 
Teachers shall exercise due diligence in maintaining appropriate standards for good 
housekeeping in their classrooms.  Lights should be turned off when not in use.  All 
windows should be closed and locked at the end of the day.  Air-conditioning and 
heating temperatures should be adjusted prior to leaving the room for the day. 
 
PROTECTION OF PROPERTY 
Teachers shall exercise due diligence to preserve the good condition of all buildings, 
furniture, and equipment in their charge.  They shall be alert to prevent the defacing of 
school property by writing, scratching or carving.  They shall not mar plastered or 
painted surfaces by tacking up decorations or materials for exhibition either for 
classroom work or for special occasions. 
 
Student Conduct 
The Board recognizes that acceptable behavior is essential to the development of 
responsible and self-disciplined citizens and to the provision of an effective school 
program.  Positive behavior is based on respect for one’s self and for the worth and 
human dignity of others.  Development of such positive behavior in students is a dual 
function of the home and school. 
In order to fulfill the responsibility of the school, it is necessary that each learning 
activity contribute positively to the creation and maintenance of a climate that is 
conducive to learning.  All professional staff members have a responsibility for 
consistency in establishing and maintaining an appropriate behavioral atmosphere. 
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A student code of conduct, developed under leadership of the district administration, 
will be available to parents and students and enforced in the schools.  The student code 
of conduct will be included in the Strafford Student Handbook. 
 
Preventing Discipline Problems 
The classroom teacher can do much to prevent the development of discipline problems.  
Generally, it will be found that students who are kept on task and actively engaged in a 
lesson will not create discipline problems.  

1.  Do not accept an infraction by any student as something personal.  The fact that 
a student misbehaves in class does not necessarily mean that he/she dislikes the 
teacher.  

2. Students should be corrected quietly and calmly. 
3. Threats should be avoided.  These may serve only as a challenge to some 

students to see how far they can go before being punished. 
4. The teacher should be friendly but do not let the students forget that you are the 

teacher.  Teachers cannot make decisions based upon whether the students will 
“like” them.  Teachers are not to allow students to call them by their first names. 

5. The teacher should be firm, fair and considerate in dealing with all students. 
6. Avoid stereotyping a student as a discipline problem.  If this is done, the chances 

are they will become a disciplinary problem. 
7. Contact the building principal if a problem continues. 
8. The classroom should be neat and pleasant to work in. 
9. Classroom work should be well planned and meaningful to all students.  

Classroom routines should be established to save time in grading, passing in 
papers, etc. 

10. The student should be made to feel that he/she is a vital part of the class. 
 
CONFIDENTIALITY 
When you are on campus as a substitute, you are considered an employee of the school.  
You are expected to act as an employee, any information that you see on a teacher’s 
desk or work area is considered to be confidential information and can’t be shared with 
any one in any manner.  Students are not allowed to act as a teacher aid and help in 
grading or passing out papers with grades.   
 
School Resources 
It is also common practice for electronic communication as well as phone records to be 
monitored by the district administration.  Make sure that if you are using the school 
resources, they are being used for school related activities.   
 
Following Direction 
Regular classroom teachers will have left lesson plans for the substitute or will send 
them through email or another teacher.  The curriculum that is assigned is expected to 
be followed as close as possible.  It takes a lot of planning for a teacher to be absent, so 
please take time to follow the directions left.  Teachers also expect to come back to a 
classroom they way that they left it.  Make sure the teacher’s desk, books, shelves, and 
resources are in proper order before leaving at the end of the day. 
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Substitute Observations 
All staff members are asked to provide comments and information pertaining to 
observations they have seen for all substitutes each semester.  This helps the Principal 
decide where substitutes work best and helps in assigning substitutes when needed.   
 
STUDENT HANDBOOKS 
Student handbooks can be accessed at www.straffordschools.net  

Every employee of the district needs to complete the on-line program titled 

Smarter Adults--Safer Children before working with students.  Please follow the 

directions below. 

Instruction for Self Sign-Up: 

1. Go to www.agosnet.com/music 

2. On the left-hand side of the screen click on the link "NEED AN ACCOUNT?" 

3. From the drop down list in the middle of the screen find your school district and 

then click "Select" 

4. You should now be able to register a user ID and password for yourself (your user 

ID and password ARE case sensitive) 

5. It is recommended that you use your entire email address for your user ID and 

your password can be whatever you want as long as it is 4 characters long 

6. Enter your first name, last name and email address (again) and then click "Submit 

Registration" 

Instructions for accessing and completing the SASC training: 

1. Log in with your user ID and password at www.agosnet.com/music 

2. Enter your user ID and password on the left hand side and the screen and click 

the "Login" button 

3. Under "Online Training Modules" you should see the training title "SASC for 

MUSIC" 

4. Simply click "SASC for MUSIC" to begin your training session 

For the best training experience it highly recommended that you use a high speed 

internet connection. 

http://www.straffordschools.net/
http://www.agosnet.com/music
http://www.agosnet.com/music
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1 2 August 7 - New Teacher Inservice Teacher Workday/

5 6 7 8 9 August 8-12 - Teacher Orientation Students Out

12 13 14 15 16 August 13 - First day of school

19 20 21 22 23 August 30 - MLC Day - 8-12:00 District Offices Closed

26 27 28 29 30

End of Quarter

2 3 4 5 6

9 10 11 12 13 September 2 - NO SCHOOL - HOLIDAY

16 17 18 19 20

23 24 25 26 27

30

1 2 3 4 October 11 - Staff Development

7 8 9 10 11 October 15 - P/T conf. 3:45-7:45

14 15 16 17 18 October 17 - P/T conf. 3:45-7:45

21 22 23 24 25 October 18 - NO SCHOOL

28 29 30 31

1

4 5 6 7 8

11 12 13 14 15 November 27-29 - Thanksgiving Break

18 19 20 21 22

25 26 27 28 29

2 3 4 5 6 December 19 - End of First Semester

9 10 11 12 13 December 20 - Staff Development  

16 17 18 19 20 December 23 - January 3 - Christmas

23 24 25 26 27      Break

30 31

1 2 3 January 1-3 - NO SCHOOL

6 7 8 9 10 January 20 - NO SCHOOL - HOLIDAY

13 14 15 16 17

20 21 22 23 24

27 28 29 30 31

3 4 5 6 7 February 14 - Staff Development

10 11 12 13 14 February 17 - NO SCHOOL - HOLIDAY

17 18 19 20 21

24 25 26 27 28

3 4 5 6 7 March 7 - End of 3rd Quarter

10 11 12 13 14 March 17-21 - Spring Break

17 18 19 20 21

24 25 26 27 28

31

1 2 3 4

7 8 9 10 11 April 18 - NO SCHOOL

14 15 16 17 18

21 22 23 24 25

28 29 30

1 2 May 20 - Last day for students

5 6 7 8 9 May 20 - Early Dismissal

12 13 14 15 16 May 21 - Last day for teachers

19 20 21 22 23 May 26 - HOLIDAY

26 27 28 29 30

201 W. McCabe

Strafford, MO  65757

(417)736-7000

May 21, 2014

May 22, 2014

May 23, 2014

April 18, 2014

February 17, 2014

February 14, 2014

January 20, 2014

December 20, 2013

make-up days if necessary:

The following days will be used for

21

November 2013

14

December 2013

August 2013

13

20

September 2013

14

16

March 2014

April 2014

May 2014

21

19

January 2014

Strafford R-VI School District

October 2013 

Strafford R-VI School District
2013-14

February 2014

18

18
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