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IMPORTANT I DISCLAIMER 

This handbook is not a contract of employment or an offer for a 
contract of employment. It is not a promise of employment for 
any length of time or under any particular conditions. 

All substitutes are employed at-will and employment may be 
terminated by either party at any time, with or without cause. 

Bainbridge Island School District reserves the right to amend or 
abolish this handbook, in whole or in part, at any time, with or 
without prior notice. 

This handbook supersedes any previously issued Substitute 
Handbook(s), and effective March 11, 2015, the provisions of 
any such previously issued handbook(s) are null, void, and of 
no effect. 

No employee or representative of Bainbridge Island School 
District, other than the Superintendent acting with the 
authorization of the School Board of Directors has the authority 
to offer or promise employment for any length of time or under 
any particular condition. 
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Custodian 
The substitute is responsible for the care, cleanliness, and 
custody of the facilities and equipment. The position requires 
that the custodian keep the facilities in a condition that 
safeguards the health and safety of the students and staff, as 
well as maintains the mechanical system and external 
conditions necessary for effective learning. 

Food Service 
The substitute serves food and handles payments from students 
and staff. The substitute food service helper assists in 
maintaining a sanitary and safe environment, including work 
materials and food items, for the purpose of ensuring a safe and 
sanitary area and complying with required health and legal 
standards of operation. 

Bus Driver 
Substitutes operate school buses in all types of weather 
conditions, transport students and other authorized persons to 
and from school and drive for on field and extra-curricular trips 
as authorized by school district management. 

ADDITIONAL RESOURCES 

BISD Policies / Compliance 

For information on Bainbridge Island School District policies 
and procedures, visit the website at: 

www. bisd3 0 .OJg/forthecornmunity/policiesandproced mes 
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Job Duties 

Certificated Substi.tute (Guest Teacher) 
Guest Teachers maintain orderly classroom/learning 
environment and deliver instruction based upon the best 
available research and practices in teaching and learning. The 
guest teacher must be able to follow existing teachers' plans. 

Para educator - General 
Para educators assist students in a general education classroom 
or library. 

Para educator - Special Ed 
Special Education services and support are provided through 
BISD for eligible students aged 3-21. Classroom models 
include developmental preschool, resource room, functional 
academics, behavioral, and adult living programs. 

Para educator - Recess / Lunchroom Attendant 
Substitute monitors playground, lunchroom, equipment and 
facilities for the purpose of providing for the safety and welfare 
of students and resolving conflicts. The substitute reports 
observations and incidents relating to students' behavior for the 
purpose of communicating information to teachers, parents, and 
administrators. 

Secretary or Office Assistant 
Depending on the assignment, duties include a variety of 
routine clerical tasks, assisting in telephone and receptionist 
duties, basic computer knowledge using Microsoft Office 
applications, database management software and/or district 
email system. Most substitute office professionals will be 
expected to interact with staff, students, parents, and the general 
public. 
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GETTING STARTED 

Assignment of Substitutes 

Bainbridge Island School District uses an online substitute 
management program [https://www.SubstituteOnline.com] in 
coordination with our Substitute Coordinator to process 
absences and assignments. Substitutes can accept jobs in one of 
three ways: 

1) An employee may pre-arrange the assignment with a 
substitute and either add the assignment to the system 
themselves or through contact with the Sub Coordinator. 

2) Substitutes may access the Substitute Online program 
using their ID and Password to choose an available 
assignment. Classified substitutes - although all types 
of support positions are visible on the screen, substitutes 
are only to accept positions for which they have been 
hired to work. See Job Descriptions for a list of 
positions. 

3) Substitutes may receive early morning wake up calls 
(starting at 6:00 AM) from the Sub Coordinator for 
same day assignments. 

Bainbridge Island School District's substitutes are at-will, 
temporary employees who perform services on an as-needed 
basis at district discretion. Bainbridge Island School District 
makes no representations, warranties or assurances regarding 
any minimum number, duration, or frequency of work 
assignments to be offered during the school year. 

Once employed as a substitute, notification of change of status 
for assignments or resignations should be communicated to 
Joyce Jacobson, (206) 780-1070. 
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Bainbridge Island Education Association Collective Bargaining 
Agreement beginning with the 20th day of the assignment. 

If for any reason the principal believes the performance of a 
substitute in a long-term assignment is not meeting 
expectations, the principal may recommend a change to a 
different substitute. 

Consideration for Multiple Job Descriptions 

Certificated substitutes who would also like to be available for 
classified assignments must apply as a classified substitute. 
Different passwords will be used for classified and certificated 
access to the substitute online system. When subbing as a 
classified employee, record keeping and compensation are 
hourly rather than half and full day amounts. 

Classified substitutes are interviewed and hired for specific 
positions bus driver, para educator, and food service worker. 
Although the online system lists all support positions, classified 
substitutes may only accept positions for which they were hired. 
For example, custodial substitutes may not accept a job as a 
para educator. Para educators may not accept a job as a food 
service worker, and so forth. 

A para educator may work in general education, special 
education, lunchroom, and recess duty. Substitutes desiring to 
work food service, custodial, clerical, or as a bus driver must 
receive training pertinent to fulfilling that assignment and must 
be interviewed and hired for each position in order to accept 
assignments to those positions. 
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Due Process / Discipline of Substitute Performance 

The building principal or designee is the substitute' s supervisor 
during the fulfillment of an assignment. However, substitutes 
are temporary employees of the district under the general 
supervision of the Human Resources Department. The first
level supervisor and primary contact for substitutes is the 
Substitute Coordinator. Any issues that cannot be resolved to 
the satisfaction of the substitute coordinator or the substitute 
shall be referred to Human Resources, Personnel Director, for 
final resolution. 

If multiple complaints about a substitute are received, the 
substitute may be required to meet with the Human Resources 
Director. The director will review the complaints and make a 
determination, including but not limited to, restricting the 
individual from a classroom or building, or removing the 
individual from the district's list of substitutes. 

In the case of complaints that the district deems sufficiently 
serious to warrant immediate action without prior warning, the 
substitute will not be assigned to substitute in district schools 
until the Human Resources Director has completed an 
investigation. Upon completion of the investigation, the Human 
Resources Director will take such action as deemed appropriate, 
up to and including removal from the district' s list of 
substitutes. 

Complaints include, but are not limited to, a request that a 
substitute should not return to a particular class or building and 
complaints from students or staff. 

Long-Term Assignments 

A certificated substitute who accepts an uninterrupted 
assignment for the same employee for more than 19 consecutive 
days will be paid in accordance with the salary schedule in the 
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Substitute Online 

Substitutes have access to the Substitute Online :system which 
allows them to accept or cancel assignments, update 
preferences, exclude themselves from certain buildings, 
maintain a calendar to block out days they are unavailable, and 
review past and upcoming assignments for accuracy. To access 
the system: 

Log on to: https://www.SubstituteOnline.com 

Type in Usemame _________ _ 

Type in Password 

Select Bainbridge Island School District, WA 

Personal Info age 

Substitutes should update their 
email address and phone 
number, and mark any day(s) of 
the week they are NOT 
available. Classified employees 
should fill the preference line 
with the title of the position(s) 
for which they have been hired. 
Certificated teachers use the 
codes to enter any grade, 
subject, or specialty area in 5 
which they would prefer to 

View Sites Excluded 

-
Substitutes may check the 
boxes of any school/site 
where they do not wish to 
work at. The Sub Online 
system will only show 
available jobs at preferred 
schools. The school will 
NOT know a substitute has 
opted out of working there. 



Open Jobs 

Clicking on Open Jobs will 
show the most current 
chronological list of jobs to 
be filled. Substitutes will 
not see any assignments that 
conflict with a position they 
are currently assigned to. 
Click on the details box to 
see the times of the 
assignment. Note: Others 
may be checking the times 
simultaneously. Substitutes 
have not 'accepted' the 
assignment until they submit 
their request by clicking on 
the Submit Job Request 
button at the bottom of the 
screen, and receive a 
confirmation number. If a 
substitute does not get a 
confirmation number, they 
should click on open jobs 
again to refresh their screen 
and check for open 
assignments. 

6 

Review/Cancel 

To review an accepted 
assignment including the 
hours, click on the details of 
the assignment. Classified 
employees enter their exact 
shift times substitutes are to 
cover. Certificated substitutes 
will refer to the school 
schedule for half and whole 
day times. To cancel an entire 
assignment click on the cancel 
button by the employee's 
name. To cancel part of an . 
assignment select the details 
box to the left of the 
assignment. This will bring 
up the entire assignment 
below - click on the day( s) to 
cancel and press the 'submit 
cancellation' button at the 
bottom. Substitutes will 
receive a confirmation number 
for the cancellation. Call the 
Sub Line to notify the Sub 
Coordinator of the 
cancellation at 206-842-2912. 

must turn in an updated certificate to the District Office before 
resuming work with the district. 

Substitutes who receive a letter but do not return it will be 
placed on inactive status for the first month of school. Inactive 
substitutes who have not contacted the Substitute Coordinator 
by the end of the first month of school will be removed from the 
substitute pool. 

Temporary Leave from the Substitute Pool 

Occasionally a substitute needs to take an extended leave from 
the substitute pool for reasons such as maternity leave, seasonal 
work, or personal reasons. Substitutes needing to take time off 
without being removed from the substitute pool must contact 
the Substitute Coordinator. Absences for a few weeks do not 
require Substitute Coordinator approval, and can be 
accomplished by marking those days unavailable on substitute' s 
online calendar. 

Removal from the Substitute Pool 

Substitutes work at the pleasure of Bainbridge Island School 
District. As at-will temporary employees of the district whose 
services are utilized on an as-needed basis, substitutes may be 
removed or may resign from employment and the substitute list 
with or without cause at any time. 

Substitutes are required to work at least twice per month or will 
be placed on inactive status and must call the Sub Coordinator 
for reactivation within 30 days. Any substitute who does not 
contact the office to request reactivation will be removed from 
the list. Once removed, a substitute wishing to return to 
substituting must reapply through the district, adhering to all 
current requirements, including but not limited to a new 
background check and employment verification. 
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Retirement Credit 

Substitutes wishing to earn Washington State Retirement 
System service credit must apply directly to the Department of 
Retirement Systems (DRS) for this credit. Substitutes will pay 
contributions directly to DRS. Substitutes contributions to the 
Plan will not be tax deferred. The Substitute Coordinator has 
additional information, or substitutes may go directly to 
www.drs.wa.gov. Phone: 1-800-547-6657, 1--360-664-7000 

403(b) Accounts 

Substitutes may elect to have a portion of their monthly pay 
deducted on a pre-tax basis. That contribution can go to either a 
403(b) Plan or the Washington State Deferred Compensation 
Program. If interested, please contact the Payroll Office for 
more information. 

GENERAL INFORMATION 

Substitute Evaluations 

Certificated substitutes may request at any time to be evaluated 
by the teacher and/or principal of the school in which they 
substituted. 

Notification of Reasonable Assurance 

As each school year comes to an end the district assesses its 
need for substitutes to return the following school year. 
Substitutes receiving a notification of reasonable assurance 
letter must sign and return one copy, with their intent to return 
clearly marked yes or no. Substitutes who fill assignments for 
other districts must also sign and return a Sexual Misconduct 
Disclosure Release for each district worked for. Certificated 
teachers whose certificate expires over the summer months 
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Inclement Weatber / School Closure 

Substitutes are not currently included in the District's 
emergency phone system. Substitutes assigned to sub on a 
questionable weather day can verify school closures as follows: 

• 780-1556 District number for emergency information 
(recorded message). 

• www.schoolreport.org 
• Media- announcements start at 5:30 AM (or as soon as 

notice can be given after an emergency situation). If 
there is no report, schools are on normal schedules. 

Reporting to and Completing an Assignment 

Substitutes will be expected to maintain the regular employee' s 
work schedule, whatever that may be. School start times vary 
from school to school, so pay attention to the times listed in the 
Substitute Online program or provided by the Sub Coordinator. 

• All substitutes are to report directly to the school office 
to sign in. Timesheets are kept in each separate school's 
main office which they will submit to Payroll at the end 
of the month. 

• Substitutes can get the daily schedule, a copy of school 
rules, and often the lesson plan from the office 
professional. Be sure to return all materials at the end of 
the day. 

• Please do not accept a long-term assignment if unable to 
remain in the assignment. It is very disrupting for 
students to have an additional substitute assigned to their 
class. 

• Guest teachers and classified substitutes are expected to 
maintain the same ethical standards as regular 
employees. Feel free to discuss any problems or 
concerns with the building principal or Human 
Resources Office. 
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• A substitute is not permitted to dispense medication. 
Call the school office to refer this action to an 
authorized person. 

• Should problems or questionable situations arise, refer 
to the building administrator for action. 

• Substitutes accepting an assignment after the scheduled 
reporting time will be given one hour from the 
acceptance time to arrive at the school. Excluding this 
allowance, Bainbridge Island School District reserves 
the right to withhold a pro-rata amount from a half-day 
or full-day payment if a certificated substitute arrives 
late to an assignment or leaves early. 

School Locations 

Bainbridge High School 
9330 NE High School Rd 
Bainbridge Island, WA 98110 
206-842-2634 

Commodore Options 
9350 NE High School Rd 
Bainbridge Island, WA 98110 
206-780-1646 

Woodward Middle School 
9125 Sportsman Club Rd 
Bainbridge Island, WA 98110 
206-842-4 787 

Sonoji Sakai Intermediate School 
9343 Sportsman Club Rd 
Bainbridge Island, WA 98110 
206-780-6500 
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Inform the Human Resources Department immediately in 
writing about any change in address, phone number, or legal 
name. 

When a certificated substitute works a total of four hours or less 
on any assignment, payment will be made on a half-day basis. 
Substitute Online will show the substitute reporting time for the 
half-day assignment. The certificated substitute is to remain on 
duty for the duration of the classes scheduled for coverage 
during the half-day assignment. If it appears that the scheduled 
half-day assignment will exceed four hours, the certificated 
substitute is to immediately notify the school office for 
instructions on how to report the additional hours. 

Assignment Errors 

Should a substitute be scheduled by school personnel and 
verified in Substitute Online for an assignment in error and 
show up for that assignment, that substitute will be paid for a 
minimum of four hours if certificated, two hours if classified. 
The school or district will attempt to assign the substitute to 
another absence or to other duties similar to those assigned, as 
determined by Human Resources. If the substitute declines the 
alternative assignment then no cancellation payment will be 
made. If an assignment is cancelled before the substitute arrives 
for the scheduled assignment, no payment will be made. 

Occasionally an employee who has pre-arranged a substitute 
forgets to add the pre-arranged substitute to the system, and 
another sub (typically another individual on the employee's 
preferred list) takes the assignment. Please be aware that in 
these instances the pre-arranged substitute will be entitled to the 
assignment. Every effort will be made to assign work to the 
substitute who selected the position online. 
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COMPENSATION 

Pay Periods 

Pay periods are monthly-paid on the 15th
. In the event the 15th 

of the month falls on Saturday, Sunday, or a holiday, pay will 
arrive on the prior Friday. Direct deposit is required. Please fill 
out the authorization form and provide a blank check or savings 
deposit slip. Substitutes will receive a pay stub in the mail. 
Please check the information on pay stub to be sure it is correct. 
Payroll advances will not be authorized. 

Time Card 

Substitutes are to report directly to the school office to sign in. 
• Certificated substitutes are to record time worked in 3.5 

hour (1/2 Day) or 7 hour (All Day) increments. 
• Classified substitutes are to record time worked in .25 

hour (15 minutes) increments. 
District staff makes every effort to maintain accurate records of 
the assignments accepted and filled by substitutes. Due to the 
nature of the assignments which may occur in multiple schools 
for many different employees, errors may occur. Substitutes are 
encouraged to keep an accurate calendar record of each 
completed assignment and to check their record in Substitute 
Online before the end of each month. The district will 
determine the resolution to any discrepancy between district 
records and substitute records. Adjustments to correct under or 
overpayment will be made in the next scheduled payroll, unless 
circumstances warrant running a corrected payroll. 

Questions about pay may be directed to the Payroll Officer, at 
206-780-1062. 
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Captain Johnston Blakely Elementary 
4704 Blakely Ave NE 
Bainbridge Island, WA 98110 
206-842-4752 
Ordway Elementary School 
8555 Madison Ave NE 
Bainbridge Island, WA 98110 
206-842-7637 

Captain Charles Wilkes Elementary 
12781 Madison Ave NE 
Bainbridge Island, WA 9 8110 
206-842-4411 

Transportation 
9451 New Brooklyn Rd 
Bainbridge Island, WA 98110 
206-842-4641 

District Administration Building 
8489 Madison Ave NE 
Bainbridge Island, WA 98110 
206-842-4714 

Accepting Assignments 

Substitutes are expected to record their unavailable work 
periods in Substitute Online so the Substitute Coordinator only 
calls for emergency absences when the substitute is available 
for work. 
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Canceling Assignments 

It is understood that emergencies and illnesses arise for 
substitutes as well as employees. A substitute who has 
previously accepted an assignment and is unable to fulfill the 
assignment should contact the Sub Coordinator immediately, 
and/or cancel out of the job through Substitute Online using the 
Review/Cancel tab. Missing an accepted assignment without 
immediate notification to the Sub Coordinator is grounds for 
dismissal from the substitute pool. 

Guidelines for Substitutes 
Certificated Personnel 

Guest teachers are expected to be on duty 30 minutes before and 
after the students' school day in order to allow time to find the 
office, sign in, find the classroom, locate the lesson plan, 
prepare the room and instructional materials, and otherwise 
prepare for a successful day of substitute teaching. When 
students have been dismissed for the day the guest teacher 
should check the room to ensure it is restored to the way the 
substitute found it and leave a detailed note for the teacher. 
Classified Personnel 

Substitutes are expected to be at their assignment at the time 
specified in Substitute Online or given by the Sub Coordinator. 
Classified personnel should allow sufficient time to find the 
office, sign in, locate their assigned work area and introduce 
themselves to the teacher and/or supervisor and receive 
instructions. 

Release of StudentsNisitors 

No substitute should ever release a student from class without 
specific authorization from the school office. Any parents or 
visitors to a building must report to the office and obtain an 
appropriate pass before visiting any classrooms. 
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Professionalism, Dress, Accessories and Grooming 

Substitutes are to strictly adhere to lesson plans, 
classroom/school procedures, and comply with any instruction 
or directive from the principal, any school administrator, or 
designee. Substitutes are also expected to conduct themselves 
with professionalism and cordiality in all interactions and 
communications. 

Appropriate professional appearance is essential for a strong 
working and learning environment that is conducive to high 
student and staff performance. Professional attire is encouraged 
where appropriate. Dress according to the accepted assignment, 
refraining from: 

• Attire that is prohibited in the student dress code 
• Sunglasses or hats inside the building 
• Shorts and dresses shorter than mid-thigh 
• Flip-flops or house slippers 
• Athletic wear, such as jogging suits, unless engaged in a 

physical education class or event 
• Underwear as outerwear 
• Inappropriately sheer, tight or short clothing 
• Clothing that inappropriately exposes traditionally 

private parts of the body. 
• Any clothing, paraphernalia, grooming, jewelry, hair 

coloring, accessories or body adornments that contain 
advertisement, symbols, words, slogans, patches or 
pictures that are sexually suggestive, that are drug, 
tobacco or alcohol related or that are obscene, profane, 
vulgar, lewd, indecent or plainly offensive or pose a 
safety or welfare risk to the employee or other person. 

Any school administrator has the authority to determine the 
appropriateness of dress, accessories, or grooming and may 
require a substitute to be removed from an assignment. 
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