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Substitute Teacher Information
Mingus Union High School

Welcome and thank you for substitute teaching at Mingus Union High School. We

appreciate your commitment to keep our students involved in their course curriculum when
the regular teacher is absent.

In order to make sure your day and the students’ day is most effective we have put
together some guidelines generated by teachers and administration:

1. Please follow the lesson plans created by the teacher and the classroom rules and
procedures. The teachers appreciate it when their plans are followed and the daily
learning goals are met.

a. If there are no lesson plans, please contact the front office. Sometimes the
teacher is out unexpectedly and there are “emergency plans” available.

b. Sometimes the teacher will need you to access resources on the computer.
Please let us know if you need assistance with technology.

2. Be sure to get a Student Handbook for reference to the school rules and bell
schedules.

3. Be aware of our Fire Drill procedures. Review evacuation routes and procedures
before classes start.

4. Take attendance. Please leave a note for the teacher regarding absences and
tardiness, and be sure to turn in to the Attendance Office.

5. Walk around! Interact with the students during the class period! By walking around
you will keep discipline problems to a minimum. If you sit and read a book, students
will use that as an invitation to act out and misbehave.

6. Leave a note. This is the most important communication you can make to the

teacher. By leaving a note, the teacher can follow up on any problems, praise, what
worked, what didn’t work.

YOU are IMPORTANT to our school mission – how can we best support you?
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Introduction and Welcome

Welcome to the Mingus Union High School District. As a substitute teacher, you are a
valuable member of the educational team. We appreciate your willingness to provide
service to our students and teachers in your role as substitute. The information contained
in this handbook is designed to assist you in performing your duties.
The role of a substitute teacher has evolved from being a day-to-day coverage person to
one who provides quality instruction classes every day. You are an invaluable component of
student learning and achievement.
You are held to the same high standards as
permanently assigned teachers.

The better prepared, organized and able to carry out the requirements and demands of
being a substitute teacher, the greater the possibility of the substitute to be an effective
facilitator in the learning process. Therefore, it is required that those who are interested
in becoming substitute teachers attend training and receive support. You are encouraged
to submit all your suggestions, as new ideas and new ways of doing these things are
necessary if education is to continually progress.

Mingus Union High School Mission Statement
Our mission every day is to provide viable opportunities for all members of the Mingus

Union High School learning community to constructively contribute, achieve, and succeed in
an ever-changing, increasingly complex and culturally diverse society; to serve and work
cooperatively within their communities; and to become lifelong learners.

Disclaimer

The material covered within this document is offered as a method of acquainting you with,
and/or as a method of disseminating information to you regarding the subject matter
presented. And as such, the material contained herein is not intended to either enlarge or
diminish any Board policy, procedure or negotiated agreement; and is, therefore,
superseded by such policy, procedure or agreement. Any information contained in this
document is subject to unilateral revision, change or elimination from time to time and
without notice. No information contained in this document shall be viewed as an offer,
expressed or implied, or a guarantee of any employment, or condition of employment of any
duration.
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School Information
District Administration Office

928-478-7943

Mr. Eric Harmon, Superintendent
Brandi Bateman, Executive Assistant to the Superintendent
Kirk Waddle, Business Manager
Debbie Lynch, Payroll/Personnel Specialist
Eunice Bailey, Bookstore Manager

High School Office

928-634-7531

Jennifer Chilton, Principal
Bridget Hillman, Principal’s Secretary
Allen Mitchell, Assistant Principal/Athletic Director
Genie Gee, Student Outreach Specialist
Suzan Knight, Athletics Secretary
Alicia Stamper, Attendance Secretary

Guidance Office

928-649-4402

Cindy Forsythe, Counselor A-F
Cynthia Harakaly, Counselor G-N
Kristy Meyers, Counselor O-Z
Shelly Kitchen, Yavapai-Apache Liaison
Gretchen Wesbrock, GEAR Up Coordinator
Brandy Rogers, Secretary/Scholarships
Dale Williams, Data Processor
Dee Belzer, Registrar

Governing Board

Mrs. Anita Glazar, President
Dr. Rob Williams, Clerk
Mr. James Ledbetter, Member
Mr. Anthony Lozano, Member

School Day

Students: 8:40 am – 3:20 pm
Teachers and Substitute Teachers: 8:00 am – 4:00 pm
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Substitute Teacher General Information

 Check into the Main Office


Go to
o
o
o
o

the High School office sign in, and pick up:
Time Sheet (or verify time sheet)
Teacher’s daily schedule
Class roster
Key

 Check the Assigned Classroom



Locate the lesson plans, seating chart, fire drill instructions and duty
schedule. These things should be in every classroom.
Be resourceful, but if keys do not work or you cannot locate lesson plans,
etc. the sub caller/secretary (Bridget Hillman ext. 1386) can help.

 Check the Schedule
 You will, of course, refer to this throughout the day, but take a few minutes

to get a general picture of what lies ahead.
 Refer to the Bell Schedule for information regarding when classes begin and
end. If you have difficulty understanding the schedule, check with a
neighboring teacher or call the front office.

 Check the Lesson Plans
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Please follow the lesson plans created by the teacher along with classroom
rules and procedures. The teachers appreciate it when the plans are
followed and the daily goals are met and learning continues.
o If there are no plans, please contact the front office. Sometimes
the teacher is out unexpectedly and will have “emergency plans” for
your usage.
o Occasionally, the teacher will leave resources on their computers or
other technology. Please let us know if you need help with basic
technology knowledge.
o Introduce yourself! Write your name on the board so students can
address you properly.
o Take attendance. Leave a note to teachers regarding absences and
tardiness. Attendance needs to be taken with in the first 10 minutes

o
o
o
o

of class and sent to Alicia Stamper in attendance. You may elect to
send a student with a pass to the attendance office for this task.
Walk around! Interact with the students during the class period! By
walking around you will keep discipline problems to a minimum.
Be sure to refer to the Student Handbook for reference to the
school rules.
Be aware of our Emergency Plan for fire or lockdown. Look at the
emergency route before classes start.
Leave a note. This is the most important communication you can make
to the teacher. By leaving a note, the teacher can follow up on any
problems, praise, what worked, what didn’t work.

Other Information
Professional Attire
 Teachers and staff members shall dress in a clean, neat, modest and

professional manner. We should appear professionally dressed while allowing
comfort and mobility needed to serve our students to the best of our ability.
Some general guidelines:
o Avoid low cut or excessively tight clothing
o Avoid sleeveless.
o Wear comfortable shoes.

Discipline
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Discipline is based on a mutual respect and understanding between teacher
and student. The teacher understands the student’s problems and the
student understands what the teacher expects of him/her and responds
appropriately.
Substitute Teacher Success Tips:
o Be prompt
o Introduce yourself and your classroom expectations
o Be patient
o Be honest
o Have a sense of humor (be appropriate)
o Be enthusiastic
o Have a specific learning objective




Be FAIR, FIRM, and FRIENDLY
When problems do arise and the substitute is unable to solve them, he or
she should refer them to the principal or assistant principal. Substitutes
must not use physical discipline of any sort.

Accidents


Call the front office immediately!
o Bridget Hillman: .....................................................ext. 1386
o Brandi Bateman: .....................................................ext. 1306
o Suzan Knight: ..........................................................ext. 1455
o Allen Mitchell: ........................................................ext. 1471
o Genie Gee: ................................................................ext. 1415

Evaluation

Please provide feedback on the Aesop website.

Compensation

Substitutes are paid at a rate of $90/day.

If a substitute is assigned to a long term position, the pay is $90 for the first 10
days and $183.78 starting on the 11th day. The long term position must be in the
same class, for the same teacher.

Substitute Teacher Requirements

MUSHD substitutes are required to have a current Arizona Department of Public
Safety fingerprint clearance card and valid state substitute or regular teaching
certificate. If either your fingerprint clearance card or your teaching/substitute
certificate expires during the school year, you will not be able to continue to
substitute past the expiration date. It is your responsibility to provide MUHSD
with a current copy of your fingerprint clearance card and teaching/substitute
certificate.
Arizona Department of Education
1535 W. Jefferson St.
Phoenix, Az 85007
http://www.ade.az.gov
ADE – (602) 542-4367
Certification@azed.gov
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Arizona Department of Public Safety
602-223-2279
http://www.azdps.gov
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MUHS 2016-2017 CLASS TIME SCHEDULES
Period

Start

End

Minutes

1

8:40

9:35

55

3

10:40

11:35

60

Lunch

12:40

2
4
5
6

9:40

10:35

11:40

12:40

1:20
2:20

1:20

55

Morning

60

Afternoon

40

2:15

Session

Academy at Mingus

Start

End

7:45

11:45

12:00

4:00

Minutes
240
240

55

3:20

55

Announcements during 2nd period
Assembly Schedule
Period
1
2

Start

End

Minutes

9:35

10:30

50

11:25

11:55

8:40

3

10:35

4

12:00

Assembly
Lunch
5
6

12:50
1:35
2:30

9:30

11:25
12:50
1:30
2:25
3:20

50
50

Period

Start

End

Minutes

2

9:25

10:05

40

10:55

11:35

1

8:40

3

10:10

50

Lunch

11:35

50

6

30
40
50

Announcements at end of 2nd period
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Early Release Schedule

4
5

12:15
1:00

9:20

10:50
12:15
12:55
1:40

40
40
40
40
40
40
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Code of Conduct

No employee, while on or using school property, otherwise acting as an agent, or working in
an official capacity for the District shall engage in:

Physical or verbal abuse of, or threat of harm to, anyone.
Causing damage, or threat of damage, to property of the District or property of a
member of the community or a visitor to the school when the property is located on
premises controlled by the District.
 Forceful or unauthorized entry to or occupation of District facilities, including
buildings and grounds.
 Use, possession, distribution, or sale of alcohol or of drugs or other illegal
substances.
 Use of profane or abusive language, symbols, or conduct.
 Failure to comply with lawful direction of District officials, security officers, or
any other law-enforcement officer, or failure to identify oneself to such officials
or officers when lawfully requested to do so.
 The carrying or possession of a weapon on school grounds without authorization
from the appropriate school administrator.
 A violation of District policies and regulations.
 Any conduct violating federal, state, or applicable municipal law or regulation.
In addition to the foregoing, all staff members are expected to:
 Thoroughly acquaint themselves with the rules, regulations, and other information
applicable to them contained within the policies of the Board.
 Conduct themselves in a manner consistent with effective and orderly education
and to protect the students and the District property.
 Maintain order in a manner consistent with District policies and regulations.
 Comply promptly with all orders of the Superintendent and the administrator who is
their immediate supervisor.
 Dress and maintain a general appearance that reflects their position and does not
detract from the educational program of the school.
 Comply with the requirement of A.R.S. 15-515 by immediately reporting to the
Superintendent or the administrator who is their immediate supervisor:



§

A violation of A.R.S. 13-3102 [possession of a deadly weapon on school grounds].

§

A violation of A.R.S. 13-3411 [possession, use, or intent to sell marijuana,

§ A violation of A.R.S. 13-3111 [possession of a firearm by a minor without
authorization (in Maricopa and Pima Counties and where otherwise adopted by local
ordinance)].
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peyote, or dangerous or narcotic drugs, or intent to sell prescription-only drugs
in a drug-free school zone (i.e., school grounds and the area within three hundred
[300] feet and public property within one thousand [1,000] feet of school
grounds, the area at a school bus stop, and a school bus)].
Any administrator receiving a report of a violation of A.R.S. 13-3102, 13-3111, or 133411 shall immediately report such violation to a peace officer in compliance with
A.R.S. 15-515.
Employees of the District who violate these rules are subject to disciplinary action.

MUHS Dress Code Policy

The school dress code is being enforced to help ensure a positive and focused
learning environment.

Non-compliance with the dress code will always result in a

mandatory change to compliant dress for the balance of the school day.
Disciplinary consequences will follow disciplinary matrix included herein, beginning
with lunch detention for 1st offense.

The dress code includes but is not limited to the following:

 Shirts, tops and blouses must be sleeved. No cleavage is to be
showing at any time. Shirts MUST be long enough to extend
BELOW the top of the bottom garment AT ALL TIMES. No bare
midriff or back. Sheer tops (lace, mesh, etc.) must be worn over
garments meeting dress code if undergarments are visible.
 All skirts, dresses, and skorts must be long enough to extend at
least three inches past the fingertips when in a normal standing
position. Shorts must meet or extend past the fingertips when
the student is in a normal standing position, shoulders relaxed,
with palms flat to the side.
 Sagging pants or clothing that might expose undergarments is
prohibited.
 Anything endorsing or implying gang affiliation or the use of
substances not legally available to minors; or containing ethnic or
gender slurs; or having profane, violent, inhumane, or sexual
connotation is not permitted. (Bandanas, hair nets, and “do-rags”
are considered gang affiliation and are not permitted.)
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 Any jewelry, apparel or accessory that can be used as a weapon or
is made to look like a weapon is not allowed, (including but not
limited to chains, belt buckles, spiked jewelry, and excessively long
belts.)
 Shoes must be worn at all times. Pajamas and house slippers are
expressly forbidden. “Trench coats” are not allowed on campus.
 Clothing must be in good repair. Clothing with holes or frays may
not expose any part of the body that would otherwise be covered
by garments within dress code parameters.
 Sunglasses and hats may not be worn in classrooms or school
offices.

Cell Phone Policy

Students must have all electronic devices turned off and out of sight during class,
performances, and assemblies. An electronic device is a device that is capable of

emitting an audible signal, vibrates, displays a message, or otherwise summons or

delivers a communication to the possessor. Students may have their phones turned

on during lunch and passing periods. Classroom use of electronic devices for
instructional enhancement is permitted only upon the teacher’s direction.
Consequences

for

violating

the

restriction

on

electronic

devices

include

confiscation of the device, to be returned to parents/guardians only at the end of
the student’s school day from the High School Office. Repeated offenses would
carry with them detention, parent conference, and suspension.

Hallway Behavior Expectations:

Hallway etiquette and behavior that respects the rights of others is required. All
students and staff have the right to an unobstructed, safe passage through clean

hallways. Hallways are to be treated as passageways as a first priority. To meet
this expectation, the following rules are in place.

Students may not sit in hallways leaning up against lockers.
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Students may not sit with legs outstretched.
Students may not stand in a group that obstructs the hallway.
Students may not be in the auditorium seating areas, stairwells, or passthrough corners. For safety, students may not sit on the auditorium walls
and rails.
Students may not eat or drink in the hallways. Food transported through
hallways must be sealed and placed in backpack. Water is always
encouraged.

BEFORE THE DRILL:

Fire Emergency Procedure

 Print out a copy of your roster

 Check the fire evacuation map in your room to determine your
 Evacuation route

 Evacuation area number (i.e. AREA VI or AREA II)

 Check below to determine your evacuation supervisor’s name.

WHEN THE ALARM SOUNDS:

 Remind students of your specific evacuation location (where you are

supposed to go), the need for silence and the requirement that everyone in
the class stays together.

 Turn off lights

 Lock your doors – take the print out of your roster with you. (A locked door
indicates to the person clearing the bldg. that the room is cleared of
students.)

 Proceed to your evacuation location.
 Keep students together and quiet.

 Take roll and send it to your area supervisor. (S/he will be wearing a MUHS
safety vest or hat)

 Area supervisors will not solicit your attendance: you must send it over to
them

 Either mark “All present” or circle names of students unaccounted for.
Please note if they were out on a pass, in library or office.
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Who is my area Supervisor?

Area_________________________________________Supervisor_________
1. East Parking Lot – Admin

Suzan Knight & Bridget Hillman

3. Behind Tennis Courts 3 & 4

Cynthia Harakaly & Cindy Forsythe

2. Behind Tennis Courts 5 & 6

Genie Gee & Alicia Stamper

4. West Side of Baseball Field

Kristy Meyers & Gretchen Wesbrock

5. Back of Stadium

6. Stadium/Track/Transportation
7. Academy Building

8. East Parking Lot – District

Incident Commander – Allen Mitchell

Fire Emergency Procedures

Mike Boysen & Bob Young

Greg Roeller & Donna Mitchell

Dianne Uidenich & Mingus Academy
Eunice Bailey & ALC

Backup – Jennifer Chilton

Bldg. Supervisors

Clear Bldgs.____________Building Supervisor____________Backup_____
East 100

West 100
200-300

Alma Heath

Cindy Forsythe

Gretchen Wesbrock

Upper 400

Kirk Waddle

Sports Med.

Mike Boysen

Stadium/Transport

Greg Roeller

Lower 400

Academy Bldg.

District Offices

Sequence

Allen Mitchell

Bridget Hillman

Cynthia Harakaly
Jennifer Chilton
Kristy Meyers
Genie Gee

Bob Young

Dianne Uidenich

Academy Staff

Eunice Bailey

ALC

Donna Mitchell

 Grab Go Folder

 Clear Areas – check for lights out and doors locked. Mark areas not
secured. Be sure to report to incident commander afterwards.

 Incident commander will call on the radio “Clear Areas Please”

 Respond, (for example) “East 100” or “Academy Building Clear”
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 When that sequence is finished incident commander will call for attendance.
 Area Supervisors Check for Teacher’s attendance.

 Mark who has reported and follow up afterward with incident commander
teachers who did not have a roster, or who did not report to the correct
area

 Incident commander will call on the radio “Area Supervisors Report
Attendance Please”

 Respond, “Area one missing two students reported to be in Library, G. I. Joe
and Susie Q”

 Area Supervisor for Library area should then check for G. I. Joe and Susie
Q

 After all areas are clear incident commander will call all clear and the office
will make an announcement AND ring the bell

 If radio communications are disrupted use cell phones.
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