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WELCOME 
SCHOOL YEAR 
2018-2019 

 

 

 

 

 

 

 

Dear Guest Educator: 

 

Welcome to another challenging year.  You are a vital part of our district and we value the contributions you 

make.  It is your involvement and availability that enables our programs to continue. 

 

This handbook has been prepared for you to provide the guidance necessary for program continuity and 

coordination with the regular teacher’s assignment. 

 

If we can be of assistance, please call the Substitute Office at 360-855-3830. 

 

We appreciate your service to our district and its students. 

Sincerely, 
 
Darrell Heisler 
Executive Director of Human Resources & Technology 
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SUPERINTENDENT'S MESSAGE  

 

Welcome to the SEDRO-WOOLLEY SCHOOL DISTRICT. Providing the best and highest quality education for 

our students is our goal. Having reliable, fully qualified professional educators in our classrooms has always 

been a high priority. In these days of education reform, with increased teacher in-service and outside-of-

regular-classroom obligations, it is even more important that our guest educators be focused on student 

learning and skilled in effective instruction. Truly, we need and value you. 

 

Because you are in and out of so many classrooms, you have a unique perspective on this and other districts. 

You get a big picture of curriculum, school culture and discipline, and you can take note of best practices from 

school to school. Your rich experiences help enrich the classrooms where you do your important work. 

 

If there are ways we can help you be more efficient or effective, please let us know. Your building principal and 

our Human Resources Department welcome your suggestions. We appreciate the special contribution you 

make toward all students learning to their highest levels and we wish you an exciting and fulfilling year. 

 

Phil Brockman 

Superintendent 

 

 

SEDRO-WOOLLEY SCHOOL DISTRICT MISSION STATEMENT 

“Every student graduates with the knowledge and skills for future learning and success.” 
 

 

FOUNDATIONAL STRATEGIES  

1. ACHIEVEMENT:  Prioritize student achievement and provide high quality instruction in every 
classroom, every day. 

2. EQUITY:  Provide equity, access, and opportunity to all students and families in a student-
focused learning organization. 

3. STEWARDSHIP:  Ensure responsible allocation of resources to maximize student learning. 

4. CONTINUOUS LEARNING:  Foster a community life-long learners. 

5. PARTNERSHIPS:  Develop and sustain strong partnerships with our community in order to 
create a more unified learning environment for everyone. 
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STARTING THE DAY 

Report to work per the start time listed in SOL (See pages 15 and 16 for exact schedules). Go directly to the 

school office and sign the necessary form. Obtain the individual teacher's substitute folder which will 

contain seating chart information, lesson plan location, class record book and names of helpful students.  Also 

included are classroom procedures with lunch and recess schedules. 

 

TIPS FOR CLASSROOM ORGANIZATION AND MANAGEMENT 

 

 Put your name on the whiteboard. Take time before beginning the day's activities to tell the class a little 
about yourself. Be brief and professional. 

 Try to put a daily schedule on the whiteboard. It helps the students anticipate what you expect of them. 
It also helps you keep track of the regular classroom routine. 

 Let the class know that you will try to follow the normal classroom routine, but also let them know that 
everyone does things somewhat differently. 

 Any unusual requests from parents or students are to be handled by the building principal. 

 Ask the students questions: their names, classroom rules/procedures. The time spent getting oriented 
and becoming familiar with the class may make a difference later in the school day. 

 State clearly your expectations, but expect the unexpected. 

 Keep a positive attitude. Be positive in your remarks to students. When you are circulating around the 
room (a proven and effective management technique) you are connecting with the students. 

 Try to be sensitive to differences. Be aware of different religious and ethnic backgrounds in the student 
population and be sensitive that certain holidays might include songs, stories or art work that could 
prove uncomfortable to some students. 

 Correct the day's work. Organize any student papers and label them clearly. Record grades, if indicated 
in the grade book. 

 Write a complete, succinct review of the day's activities. Be sure to indicate portions of the lesson plan 
which may not have been completed. Mention individual students who may have been particularly helpful; 
list any problems that may have arisen. 

 Leave the classroom in good order. Have students help in any housekeeping chores that would provide 
an orderly classroom upon the regular teacher's return. 

 It is important to familiarize yourself with any unusual changes in school schedules such as fire drills, 
altered class schedules or activities days. If the school secretary does not apprise you of an unusual 
school schedule change be sure to ask. 

 

Each school has emergency evacuation plans in place in case of fire, earthquake, chemical 

spill or other potentially dangerous situation so that you can successfully evacuate students 

safely. Know the location of the CLASSROOM EMERGENCY KIT. Know who your buddy 

teacher is and where that person's room is located. 
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COMPENSATION AND LONG TERM SUBBING 

Guest Educators are paid for the actual number of days taught. The District is currently paying $150 for a full 

day (7 hours) and $75 for a half day (3 ½ hours).  In the event a substitute is required for 20 consecutive days 

or more in the same classroom for the same teacher, the salary will be adjusted to a daily rate equal to the 

substitute teacher’s proper placement on the current certificated salary schedule. This adjustment is retroactive 

to the first day of the assignment. Official transcripts and verification of previous employment are 

required. 

 

PAYROLL 

Direct Deposit is mandatory for Sedro-Woolley School District.  If your Direct Deposit Form is not turned in, we 
will process and hold your check for you until you’re able to submit your direct deposit form.  Forms can be 
emailed to you or picked up at the District Office front desk. 
 
Payday is the last business day of each month.  You will receive a direct deposit payment one month after you 
have substituted (i.e., worked in September get paid in October).  Our District is moving towards a paperless 
payroll system and therefore paystubs are no longer mailed.  Paystubs can be accessed by logging in to 
Skyward via Employee Access, see details below. 

 

Employee Access Login Information 

Approximately five (5) days before payday you can review and print your pay stub. 

https://www2.nwrdc.wa-k12.net/scripts/cgiip.exe/WService=wsedros71/seplog01.w 

Above is the link to Skyward Employee Access where you can view/print your payroll/personnel information. 

You can also find this link at the SEDRO-WOOLLEY SCHOOL DISTRICT website at www.swsd.k12.wa.us  

If you have questions, contact the payroll department.  Should you need assistance, please contact our Human 
Resource Office at 360-855-3576. 
 
Your individual login ID and Password to access Skyward will be provided in a separate email to you.  Should 

you need assistance or need a password reset, please contact our Human Resource office. 

  

https://www2.nwrdc.wa-k12.net/scripts/cgiip.exe/WService=wsedros71/seplog01.w
http://www.swsd.k12.wa.us/
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EMERGENCY SCHEDULE 

In the event of adverse weather conditions such as flooding, snow and/or ice, etc. the Sedro-Woolley School 

District will choose one of the following levels of operation: 

 Schools Closed; 

 Schools Open – Limited Bus Transportation; or 

 Schools Operating on Two-Hour Late Schedule with or without limited bus transportation. 
 

The district will communicate the selected level using all of the following methods: 

 Public Radio and Television (notified by 5 a.m.);  

 District Website www.swsd.k12.wa.us (updated by 5 a.m.); 

 Emergency Message Phone Line recorded announcement number at 360-855-3573; (Spanish 360-
855-3538) for information (updated by 5 a.m.) 

 Autodial Message System (sent by 6 a.m.) 

 Substitute Online – message will be posted regarding schedule 
 

No radio/TV announcement means normal operations. 

If schools are closed, assigned substitutes should not report to the scheduled school. If schools are on 

an emergency schedule, schools will operate with a delayed starting time and most meetings and in-service 

sessions requiring substitutes for teachers could be cancelled. 

If schools are on a 1 or 2 hour late start, the sub will report 1 or 2 hours late if the assignment is a full day or an 

am shift. If you are working a pm shift you will report for the regular pm shift. 

Note:  Additional information can be found on our District website at the following link:  

https://www.swsd.k12.wa.us/cms/lib/WA01000765/Centricity/Domain/1/Emergency%20Communications%20B

ulletin%2017%2018%20Final%20V2.pdf  

 
 

SCHEDULE ERRORS AND PREP PERIODS 

There will be times when subs are assigned to a job and it is in error. If you have arrived at a school to find out 

that there is no assignment for you, you will be given the following choices: 

1. The sub office can try to find you another assignment. 
2. You can go home for an unpaid day. 
3. You can stay at the school and perform assigned duties. In this case you will be paid for a 1/2 day. 
 
If you have a full day assignment where you have free periods, the secretary can ask you to cover classes or 

the library during this time since you are paid for a full day. If you are asked to cover a class for another 

teacher on your prep period, you will be paid extra for that time. The secretary will have you sign a 

compensation form for that extra period. 

  

http://www.swsd.k12.wa.us/
https://www.swsd.k12.wa.us/cms/lib/WA01000765/Centricity/Domain/1/Emergency%20Communications%20Bulletin%2017%2018%20Final%20V2.pdf
https://www.swsd.k12.wa.us/cms/lib/WA01000765/Centricity/Domain/1/Emergency%20Communications%20Bulletin%2017%2018%20Final%20V2.pdf
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STANDARD RESPONSE PROTOCOL  

 

All Substitutes are required to review the SRP K-12 Training PowerPoint presentation and print and sign the Certificate 

of Completion at the end of the presentation.  This is the link to review the SRP K-12 Training 

https://www.swsd.k12.wa.us/cms/lib/WA01000765/Centricity/Domain/25/SRP%20K12-

T%20Teacher%20Orientation%20Training.ppsm 

 

https://www.swsd.k12.wa.us/cms/lib/WA01000765/Centricity/Domain/25/SRP%20K12-T%20Teacher%20Orientation%20Training.ppsm
https://www.swsd.k12.wa.us/cms/lib/WA01000765/Centricity/Domain/25/SRP%20K12-T%20Teacher%20Orientation%20Training.ppsm
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SEDRO-WOOLLEY SCHOOL DISTRICT Building Directory 2018-2019 

Pre-K Phone Principal-Secretary 
 Good Beginnings 

780 Cook Rd. Sedro-Woolley, WA 98284 

(360) 855-3868 Tony Smith (Director) 
Amanda Hall 

   

Elementary Schools (Grades K-6)   

 Big Lake Elementary 
16802 Lake View Blvd. Mt. Vernon, WA 98274 
 

 Central Elementary 
601 Talcott St. Sedro-Woolley, WA 98284 
 

 Clear Lake Elementary 
23631 Lake St. Clear Lake, WA 98235 (POB 128) 
 

 Evergreen Elementary 
1007 McGarigle Rd. Sedro-Woolley, WA 98284 
 

 Lyman Elementary 
8183 Lyman Ave. Lyman, WA 98263 (POB 1308) 
 

 Mary Purcell Elementary 
700 Bennett St. Sedro-Woolley, WA 98284 
 

 Samish Elementary 
23953 Prairie Road Sedro-Woolley, WA 98284 

(360) 855-3525 
 
 
(360) 855-3560 
 
 
(360) 855-3530 
 
 
(360) 855-3545 
 
 
(360) 855-3535 
 
 
(360) 855-3555 
 
 
(360) 855-3540 

Matt Lutes 
Jennifer Francis-Schmidt 
 
Matthew Mihelich 
Margi Scherer 
 
Dina Fox 
Tracy Quigley 
 
Brian Isakson 
Terril Moore 
 
Scott McPhee 
Kristi Johnson 
 
Michael Cullum 
Nancy Doorn 
 
Mischelle Darragh 
Debra Suthers 
 

   

Middle School (Grades 7-8)   

 Cascade Middle School 
905 McGarigle Rd. Sedro-Woolley, WA 98284 

(360) 855-3520 Laura Davis 
Holly Doyle 

   

High Schools (Grades 9-12)   

 Sedro-Woolley High School 
1235 3rd St. Sedro-Woolley, WA 98294 
 

 State Street High School 
800 State St. Sedro-Woolley, WA 98284 

(360) 855-3510 
 
 
(360) 855-3551 

Kerri Carlton 
Kristin Isakson 
 
Barb Askland 
Sherilyn Poike 

   

Connections Academy (Grades K-12)   

 Connections Academy 
1815 Turning Point Ct. Sedro-Woolley, WA 98284 

(360) 855-3553 Scott McPhee 
Jill True 
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801 Trail Road, Sedro-Woolley, WA 98284 

(360) 855-3500 

https://www.swsd.k12.wa.us/ 

 

  

https://www.swsd.k12.wa.us/
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DIRECTIONS TO THE SCHOOLS 

 

Big Lake Elementary- From I-5 take Cook Road exit 232, travel East 

Cascade Middle School- From I-5 take Cook Road exit 232 and travel East. Enter the first 

roundabout and take the 2nd exit onto Washington St; enter the second roundabout and take the 

2nd exit onto Cascade Loop/WA-20/WA-9; enter the third roundabout and take the 2nd exit onto 

W. Moore St/Cascade Loop/WA-20/WA-9.  Turn left onto N. Township St/WA-9. Make a right 

onto McGarigle Road and then a right to the middle school. 

Central Elementary- From I-5 take Cook Road exit 232 and travel East.  Enter the roundabout 

and take the 1st exit onto W. Ferry St.  Stay on Ferry St. and turn right onto Puget Ave.  Turn left 

onto State St. and turn right onto 6th Street.  Take a second left onto Talcott St. 

Clear Lake Elementary- From I-5 take Cook Road exit 232 and travel East.  At Trail Road 

make a right and at the light continue straight onto W. State Street.  Make a right at the 

intersection of W. State Street and State Route 9/WA-9.  Pass through two roundabouts and 

continue on State Route 9/WA-9 and turn left onto N. Front Street, then right onto Lake Street.   

Connections Academy at Job Corps- From I-5 take Cook Road exit 232 and travel East. 

Enter the first roundabout and take the 2nd exit onto Washington St; enter the second 

roundabout and take the 2nd exit onto Cascade Loop/WA-20/WA-9; enter the third roundabout 

and take the 2nd exit onto W. Moore St/Cascade Loop/WA-20/WA-9.  Make a left onto Fruitdale 

Road and make a slight right onto Thompson Dr. (Northern State Road (private).  Watch for the 

sign North Cascades Gateway Center.  Stay on this drive and stay to the left.  When you reach 

the STOP sign you will need to sign in at the Security Office located on the left.  Allow plenty of 

time for security check-in upon arrival on campus. 

Evergreen Elementary- From I-5 take Cook Road exit 232 and travel East.  Enter the first 

roundabout and take the 2nd exit onto Washington St; enter the second roundabout and take the 

2nd exit onto Cascade Loop/WA-20/WA-9; enter the third roundabout and take the 2nd exit onto 

W. Moore St/Cascade Loop/WA-20/WA-9.  Turn left onto N. Township St/WA-9.  Make a right 

onto McGarigle Road and continue on road and make a right into the entrance for the school. 

Good Beginnings- From I-5 take Cook Road exit 232 and travel East.  Continue on Cook Road 

for approximately 4 miles and make a left into the parking lot for the preschool.  If you reach 

Yellow Lane you’ve gone a little too far. 

Lyman Elementary- From I-5 take Cook Road exit 232 and travel East.  Enter the first 

roundabout and take the 2nd exit onto Washington St; enter the second roundabout and take the 

2nd exit onto Cascade Loop/WA-20/WA-9; enter the third roundabout and take the 2nd exit onto 

W. Moore St/Cascade Loop/WA-20/WA-9 and stay on highway for approximately 6.7 miles.  

Make a right onto Lyman Hamilton Hwy which becomes W. Main St.  Turn left onto Lyman Ave 

and the building will be on the right.  
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DIRECTIONS TO THE SCHOOLS-continued 

Mary Purcell Elementary- From I-5 take Cook Road exit 232 and travel East.  Enter the 

roundabout and take the 1st exit onto W. Ferry St.  Take the first right onto Cascade Loop/W 

State Route 20/WA-20/WA-9 then take the first left onto State Route 9/WA-9.  Continue on WA-

9 and enter the next roundabout and take the 3rd exit onto Jameson St.  Make a left onto 7th 

Street and take the first right onto Bennett St. 

Sedro-Woolley High School- From I-5 take Cook Road exit 232 and travel East.  Enter the 

roundabout and take the 1st exit onto W. Ferry St.  Take the first right onto Cascade Loop/W 

State Route 20/WA-20/WA-9 then take the first left onto State Route 9/WA-9.  Make a left onto 

W. State St. and make a right onto 3rd St and continue until you reach the school.  Building will 

be on the left. 

State Street High School- From I-5 take Cook Road exit 232 and travel East.  Enter the 

roundabout and take the 1st exit onto W. Ferry St.  Take the first right onto Cascade Loop/W 

State Route 20/WA-20/WA-9 then take the first left onto State Route 9/WA-9.  Make a left onto 

W. State St. and continue on the street until you reach the school.  Building will be on the left. 
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2018 – 2019 SCHOOL SCHEDULES 

MONDAY, TUESDAY, WEDNESDAY, THURSDAY, FRIDAY 

The following are the daily student/substitute schedules for individual schools in the SEDRO-WOOLLEY 

SCHOOL DISTRICT. It is important that you know the location of each of the schools so that you can arrive at 

your assignment on time.  When accepting assignments in Substitute Online, be sure to check on the start/end 

time for the position. 

STUDENT TIME SUBSTITUTE TIME-varies check Substitute Online 
  ALL DAY 

Mon., Tues., Thurs., Fri. Wed. Mon., Tues., 
Thurs., Fri. 

Wed.  Mon., Tues., 
Thurs., Fri. 

Wed. 

Pre-K  AM PM    
Good 
Beginnings 

       

ELEMENTARY SCHOOLS      

Big Lake 
Central 
Clear Lake 
Evergreen 
Lyman 
Mary Purcell 
Samish 

9:00-3:30 
9:00-3:30 
9:00-3:30 
9:00-3:30 
9:00-3:30 
9:00-3:30 
9:00-3:30 

10:00-3:30 
10:00-3:30 
10:00-3:30 
10:00-3:30 
10:00-3:30 
10:00-3:30 
10:00-3:30 

8:45 
8:45 
8:45 
8:45 
8:45 
8:45 
8:45 

12:15 
12:15 
12:15 
12:15 
12:15 
12:15 
12:15 

 8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 

8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 
8:15-3:45 

MIDDLE SCHOOL       

Cascade 7:48-2:20 8:48-2:20      

HIGH SCHOOLS       
Sedro-
Woolley 

7:55-2:35 8:55-2:35      

State Street 7:45-2:30 8:45-2:30      

CONNECTIONS ACADEMY      

Connections 
Academy at 
Job Corps 

Varies Varies      
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2018 – 2019 INFORMATION FOR THE SUBSTITUTE 

 

NOTICE OF DISCLAIMER 

Substitute employment is an at-will relationship between the SEDRO-WOOLLEY SCHOOL DISTRICT and the 

substitute employee. Due to the at-will nature of this relationship, it may be terminated at any time by either party. 

Accepting substitute work is by no means an offer of permanent and/or on-going employment. Additionally, 

nothing in employee manuals, personnel policies, employment documentation, substitute handbooks, or oral 

communication shall be deemed to create an employment contract or to modify this at-will relationship. 

EMERGENCY SUBSTITUTES 

Emergency substitute teachers are a valuable part of our district. However, Washington Administrative Code 

(WAC) and the Office of the Superintendent of Public Instruction (OSPI) place certain limitations on the use of 

Emergency Substitutes in school districts. WAC 181-79A-231 states: 

As defined by the Superintendent of Public Instruction, WAC181-79A-231 (4A), and outlined in the 

Emergency Substitute Certification; “….persons with an emergency substitute certificate may be 

assigned once the list of otherwise qualified substitutes has been exhausted.” 

Therefore, Emergency Substitutes are not to be prearranged by contracted teachers. You will need to wait for 

the morning phone calls by the substitute office. 

ARRIVAL AND DEPARTURE 

It is very important that you arrive on time!  Some assignments may have a first period prep, but you are paid for 

that time and will be expected to be there. Be aware of the school where you will be subbing, the start time and 

plan for traffic. This all plays into you arriving on time. Parking is limited at many of our school campuses, be 

sure to plan on extra time for that. If your assignment has a 6th period prep, or your assignment does not have 

students, you are expected to stay. 

Please do not leave early. 

COMPUTERS 

To log on to the computer at school, check with the Building Secretary for assistance. 

 
OPTIONAL SERVICE CREDITS 

Substitute teachers may qualify to participate in the Teachers Retirement System (TRS) administered by the 

Washington State Department of Retire Systems. (DRS). For further information, go to www.drs.wa.gov. 

 

http://www.drs.wa.gov/
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PARKING 

Most schools do not have assigned parking. You will know if a staff member has assigned parking 

when you pick up the job on the sub system. Every effort will be made to have this information 

available in Substitute Online.  If you do not see a parking number for the staff member, then 

park in the visitors section.  Be sure to check with the Building Secretary 

 
CELL PHONES/INTERNET 

Cell phones must be off or silenced and WILL NOT be used while in the classroom, on the 

playground, or while involved with students. This also includes texting. Emergencies happen, so 

if you anticipate a problem, please check with the school before using your cell phone. Do not 

use the internet for personal reasons when you are with students. You will have prep periods, 

recess and lunch times to use your phone or the computer. The taking of photos or videos, unless 

specifically authorized, should be avoided at all times. 

 
UNEMPLOYMENT COMPENSATION 

Substitute teachers are ineligible for unemployment compensation provided they are given 

assurance on continuing employment in the same or similar position for the following school 

year. SEDRO-WOOLLEY SCHOOL DISTRICT gives such written assurance for the following year. 

 
CHANGE OF ASSIGNMENT 

Principals may change the assignment of substitutes to fit the educational needs within their 

building. 

 
CERTIFICATES 

If you have questions regarding your certificate, contact the following: 
Office of the Superintendent of Public Instruction 
 
Web site: www.k12.wa.us/certificaction  

Email: cert@k12.wa.us 

Telephone: 360-725-6400 

 

http://www.k12.wa.us/certificaction
mailto:cert@k12.wa.us

