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DIVISION INFORMATION
A. Acknowledgements

This manual was developed by a committee working under the direction of the Associate
Superintendent: Instruction. Mr. Risto acknowledges the following committee members for
their significant contributions in the development of this document.
Brigid Bishop, substitute teacher
Rose Briand, substitute teacher
Stacey Fiveland, Teacher Falun School
Wallace Porter, Principal Falun School
Lynn Hestbak, Principal Early Education and Family Wellness Centre
Wendy Crabtree, Information Liaison
B. Responsibilities: Principal / Teacher / substitute teacher

Principals are responsible to provide a booking and orientation system for substitute
teachers for their school which will include providing access to all necessary resources
required for the substitute to fulfill their role.
Teachers shall plan in such a manner that they provide sufficient information for the
substitute teacher in respect of plans for instruction, classroom procedures, attendance,
student seating plans (the use of pictures for seating plans is encouraged) and room
locations for classes. Their plans should be arranged in such a manner that a substitute
teacher can carry on with the students learning and assessment whether they are able to
prepare in advance for the substitute teacher or not and whether the teacher is away for
part of a day or several days in succession. This will include appropriate access to the
students’ assessment records and the teachers’ daily and unit plans for each subject
taught. (The longer the teacher is absent the more responsibility the substitute will assume
for planning and reporting.)
Substitute teachers are responsible to the Principal of the school to teach in accordance
with the Program of Studies of the Province of Alberta and to provide such supervision of
pupils as required by the principal.
Substitute teachers should follow the teacher’s plans with little deviation unless the
situation leaves no choice. An active role with individual initiative is encouraged, within the
parameters of the lesson, to make the class time as valuable as possible for the students.
Significant deviations from lesson plans are to be reported to the teacher. (As noted above,
the longer the substitute teacher is in the same assignment the more responsibility they
will assume responsibility for planning and reporting.)

Upon arrival at the school the substitute teacher will;
1. Report to the principal or the designate to receive:
A. the teacher’s plans for instruction.
B. the teacher’s timetable
C. the schedule for any special education students in the class who leave the
classroom.
D. the location of any special materials or equipment needed
E. any keys required
F. the supervision schedule (NOTE: Substitutes are expected to assume the
supervisory activities of the teacher being replaced.);
2. Go to the classroom to prepare for the day and to meet the students before the
class commences. (Substitute teachers should be provided with sufficient
uninterrupted time to prepare for the day.);
3. Leave a written record of the day for the returning teacher. You may wish to note
assignments completed any problems students experienced with the assignments
and class behavior – “good” behavior as well as discipline problems, etc.;
4. Complete and have the school administrator or designate sign the timesheet before
leaving the school. Additionally, before leaving the school, confirm that your
employment for the day has been recorded.
C. Application Process

All teachers wishing to be placed on the Division’s substitute teacher list must submit:
1. a Substitute Teacher Questionnaire – available at Division Office or from the website
www.wrps11.ca
2. a copy of their valid Alberta Teaching Certificate
3. a copy of their most up-to-date TQS evaluation
4. a copy of a Criminal Record Check dated within one year of the time of application
5. verification of any relevant teaching experience with other school boards
6. all relevant payroll forms provided at the time of application available from the
website
Substitute teachers must inform the Division’s Human Resources Department of any
changes to their personal information.
Substitute teachers will remain on the Division’s list from year to year unless they request
that the Human Resources Department remove them or if the Associate Superintendent:
Instruction removes them. In the event that they have been removed from the list by the
Associate Superintendent: Instruction they will be notified in writing by the Associate
Superintendent: Instruction

D. Administration Information and Procedures

1. Booking:
A current list of substitute teachers, including grade and subject preferences and
contact information, is maintained by the Human Resources Department and is made
available to each principal through the Docushare records management system. Only
substitute teachers who have completed the application process and who appear on the
list may be hired by a principal or designate. Staff are encouraged not to rely on a
paper copy of the substitute teacher list since it may not be up to date.
School staff will call substitutes as early as possible once the need for a substitute
teacher has been identified.
At the time of the call, a substitute teacher should be made aware of the teaching and
supervision assignment that he/she is being asked to fill.
An attempt should be made to place substitute teachers in their specific teaching field
however, this is not always possible. Substitute teachers have the right to decline any
position that he/she is asked to fill. If they choose to decline an offer their decision will
not affect future bookings.
Where possible, there should not be any last minute changes to the assignment unless
mutually agreed to prior to the substitute teacher’s arrival.
2. Pay Procedures:
A. Time sheets are available at each school and on the website. The substitute teacher
is responsible for completing and submitting the time sheet. This sheet must be
signed by the appropriate school administrator. Time sheets must be forwarded to
the Division Office by the 17th day of each month. Time sheets submitted after this
date will be paid the following month. In December time sheets received by
December 10th will be paid as per the Collective Agreement (10.3). Time sheets
received after December 10th will be paid on the 27th of December.
B. Claims are processed and payment is issued on the 27th of each month by direct
deposit. The salary is calculated, as per the Collective Agreement, on a daily or onehalf day basis as verified by the principal. Should a substitute teacher feel there is
an error in substitute payment, please contact the principal of the school. Substitute
teachers may also contact the payroll department with questions.
C. Substitute teachers who have not received notice of cancellation at least twelve
hours prior to reporting for duty, will provide alternate duties as directed by the
principal and will receive payment for that period of time.

D. Payment of substitute teachers is covered in the Collective Agreement as follows:
Teachers engaged as substitutes shall hold a valid Alberta teaching certificate. Substitute
teachers shall be paid .0036 times the grid figure for four years of education and zero years of
experience for each full day of work and 60% of the full day rate for each half day of work. This
rate is inclusive of vacation pay. Note: The half-day rate does not apply to a substitute teacher
replacing one teacher in the morning and another teacher in the afternoon in the same school.
When a substitute teacher has taught for more than three days consecutively in one position, the
teacher shall be placed on the salary grid in accordance with their years of training and
experience, such placement to be effective from the fourth day of service in that position.
Substitute teachers shall be paid on the same date as all other teachers provided they fulfill their
responsibilities in completing their required payroll information by the established cut-off date.
Any teacher other than a substitute, hired on a day-to-day basis, who teaches in a school which
has a longer day and a shorter school year is to be paid an appropriate rate. Deductions from
annual salary shall be made on the same basis.
Teachers shall accumulate experience increments for substitute teaching with the Wetaskiwin
Regional Division No 11 at the following rate: one year of experience for every 125 FTE days of
substitute teaching earned within a three year period. These increments shall not apply
retroactively but shall come into effect following ratification of this collective agreement. For the
implementation of this clause, teachers who wish to claim experience for previous years shall be
required to provide proof of service to the Board.
When a substitute teacher has accepted employment, such employment shall not be cancelled
without 12 hours notice. Where the anticipated employment is greater than one day, the second
and subsequent days may be cancelled with 12 hours notice.

Note: A copy of the entire Collective Agreement between Wetaskiwin Regional Public
Schools and the ATA is available on the Division’s website.
E. Substitute teachers are eligible for health benefit coverage through ASEBP.
Substitute teachers must contact ASEBP directly if they wish to purchase benefits.
Information is on the ASEBP web site at www.asebp.ab.ca
F. Substitute teachers holding an interim certificate which is about to expire must
contact the Human Resources department which will assist in applying for an
extension.
Substitute teachers wishing to apply for a permanent teaching certificate must
complete two years (400 days) of substitute teaching and must be recommended by
a principal. A principal may make a recommendation on the basis of a successful
evaluation. Upon a successful evaluation, the evaluating principal will submit a letter
of recommendation to the Human Resources department.
Please note that it the substitute teacher’s responsibility to provide a record of all
relevant teaching experience.

E. Occupational Health and Safety

The principal or designate will provide information to substitute teachers regarding hazards or
controls that they need to be aware of to ensure their safety while working at the school.
Substitute teachers can contact the school Health and Safety Leader or the Division’s Health
and Safety Coordinator should there be any questions or concerns.
F. Contacts

G. Division Map

SCHOOL INFORMATION
A. School Programs

Gwynne School Staff 2019-2020
Mr. S. Wilson
Mrs. A. Wasserman
Mr. Daniel Mackenzie
Ms. N. Pickard
Ms. A. Kokot
Mrs. B. Jevne
Mrs. T. Zielke
Miss. A. Handbury
Mrs. I. Kaup
Miss. M. Loov
Ms. B. Frederickson
Mrs. P. High
Ms. L. Pielak
Ms. E. Bukkems

- Principal
- Administrative Assistant/Librarian
- FSLW – Family School Liaison Worker
- Custodian
- Kindergarten
- Grade 1 & 2
- Grades 3 & 4
- Grades 5 & 6
-Grades 7 & 8
-Grades 1-6 Music, Learning Assistance and Learning Support Teacher
- Educational Assistant
- Educational Assistant
- Educational Assistant
- Educational Assistant

B. School Location / Directions
1. Gwynne School, General Delivery, Gwynne AB T0C 1L0
2. Highway map with directions (rural schools)

Gwynne School

C. Contact Information and Booking Procedures
1. Gwynne School phone number – 780-352-3029
2. Principal – Stu Wilson
Administrative Assistant – Angela Wasserman
3. When booking a substitute teacher, we have a combination approach at Gwynne. If the date is
known well in advance then the teacher often will make the substitute arrangements. If staff
are ill and are not able to call the office calls.
4. The substitute should contact the school immediately if they need to cancel scheduled work.
Depending on the time they will either leave a message on the answering machine or may
connect with a staff member already at school.

D. Parking and Checking In
1. Parking is not assigned at Gwynne School. Our process is to park directly beside the last
parked vehicle in the lot in order to maximize space.
2. There are plug-ins available in the winter, but sometimes are difficult to access if drifting snow.
3. Substitute teachers need to arrive by 8:10 am.
4. Substitutes should use the main entrance to the building.
5. Upon entering Gwynne School, all Substitutes should report to the front office. They will speak
to either the Principal or Administrative Assistant.
6. The timesheet will be signed by either the Principal or Administrative Assistant.
7. Substitutes keep their personal belongings in the staffroom or they can take them to their
assigned classroom. Gwynne has no lunch facilities available; substitutes will need to bring a
lunch. Coffee and tea are available in the staffroom.
E. Keys
1. Keys are available at the front office for Substitutes to use. The administrative assistant will
assign a key. Keys must me returned at the end of each day to the front office.
F. School Floor Plan

2.

G. Bell Schedules
Gwynne School Bell Schedule

8:30
8:35 – 9:08
9:08 – 9:42
9:42 – 10:16
10:16 – 10:31
10:33 – 11:07
11:07 – 11:41

First Bell
Period 1
Period 2
Period 3
RECESS
Period 4
Period 5

11:41 – 12:31

LUNCH

12:33 – 1:07
1:07 – 1:41
1:41 – 2:15
2:15 – 2:30
2:32 – 3:06
3:06 – 3:40
3:40

Period 6
Period 7
Period 8
RECESS
Period 9
Period 10
DISMISSAL

H. In-School Communication
1. The form of in-school communication used is by the intercom system / telephone. There is a
list of telephone extensions by each phone in every classroom. You will reach the class you are
trying to contact by pressing the intercom button then by pressing the extension number you
wish to connect with.
I. Attendance Policy and Procedures
1. Attendance is usually done on the computer, but substitutes will not have access to teacher
passwords. The substitute will need to write on a piece of paper the name of the students
absent. Then the list of students needs to be delivered to the office. Attendance is to be taken
and recorded by 9:30 am and 1:30 pm each day.
2. For emergencies there are emergency backpacks in each classroom and computer room. These
backpacks consist of the following:
A. Gwynne School’s Crisis Management Plan
B. Class lists
C. Flashlight
D. Water/ Power aid
E. Gum/ Candy
F. Small games (i.e.) cards

J. School Rules and Discipline Procedures
1. List your school’s priority rules:
A. Student use of cell phones is allowed outside ONLY at assigned recesses. They are not
to be present during instructional times. IPod use is directed by the classroom teacher
according to the individual needs of students and their learning. They are allowed outside.
B. Hats are not to be worn in the building. Substitutes should check with the office regarding
proper school attire. Teachers will direct food usage in their lesson plans.
2. Behavioral expectations – Substitutes should reference our Gwynne School Student/Parent and
Staff Asset Matrix. We focus on 40 Developmental Assets and this document indicates our
partnership with Parents/Guardians and what we value. Any student behaviors that are
proving to be challenging need to directed the office, where they will be dealt with
and appropriate consequence given.
K. Supervision Schedule and Guidelines
1. The school staff's Supervision Schedule is as follows
- Monday – Mr. Kaup/Ms. Kokot
- Tuesday – Mrs. Handbury
- Wednesday – Mrs. Jevne
- Thursday – Miss. Loov
- Friday – Ms. Zielke
Staff on their assigned supervision day, supervise from 8:20 am – 8:35 am, then again from 11:41
am – 12:01 pm (this is noon hour hallway/classroom supervision) or from 12:01pm – 12:31 pm
(Outside/playground supervision) and lastly from 2:15 pm – 2:30 pm. All supervisors are
required to wear a safety vest that is located in the staffroom while they are on supervision
outside.
2. Map of School Grounds

Outdoor Supervision:

1. Expectation of students are:
1. Stay in designated areas
2. Use designated exits and entrances
- K-4 Out and in back door
- 5-8 Out and in front door
3. Show respect for others
4. Show respect for property
5. Show respect for self
6. No play fighting
7. No verbal abuse
8. No physical abuse
9. HANDS OFF!!
10. Keep School Yard Clean
2. As previously stated, all substitutes are expected to wear a safety vest to identify themselves as
a supervisor.
3. We do not use 2-way radios while on supervision as our air way connections seem to pick up a
great deal of interference due to our location.
4. If an injury should occur while on supervision, Substitutes are to send a student into the school
through the front doors to seek assistance.

Lunch / Indoor Supervision

1. All rooms are equipped with microwaves. In kindergarten through grade four, student
supervisors are placed in the classroom to assist with microwave requests. All students have
access to our vending machine at lunch time.
2. If it is the assigned supervision day for the teacher, substitutes are required to supervise the
entire playground along with the hallways and classrooms during the twenty minute lunch time
required supervision
3. Inclement weather procedures follow the same supervision schedule except the outside
playground supervision becomes supervising the individual classrooms. If further information is
required substitutes can speak with front office.
L. School Lunch Routines
1. The supervisory expectations of substitute teachers are the following: if it is their designated
supervision day they follow that schedule, if not once the bell has rung they are free to go to
the staffroom etc.
2. Located in the main office are emergency lunch supplies for any students who may require a
lunch. If a student indicates to the substitute that they are in need of a lunch, then the
substitute should inform the front office.
3. All students are required to eat their lunches with in their designated classroom unless they are
lunchroom supervisors.
4. Gwynne is a closed campus school. Students require a note from parents if they are being
picked up to leave at lunch time. They will also be signed out at the front office.

M. Noon Hour Activities
1. During the second half of lunch all students are expected to exit the building for noon hour
recess unless they are in grade six to nine intramurals. There would be an intramural schedule
posted outside the grade 5/6 and 7/8 classrooms. Students are not allowed in any other parts
of the school during lunch recess.
N. Computer Access, AV Equipment, and other Technology
1. There is no guest login available for substitute teachers. If there is an educational assistant in
the classroom they will be able to access Smart board internet etc. Additional AV equipment is
located in the staff workroom.
2. There is a set schedule for the computer lab. Classroom teachers would have all information in
their lesson plans.
3. If an educational assistant is designated in the classroom then substitutes would have computer
access.
4. Our staff member available for technical support is our Administrative Assistant, Angela
Wasserman.
5. When using our photocopying machine there is no password required.
O. School Emergency Plan / First Aid
1. The protocol for handling and reporting an injury or accident is to bring it to the attention of the
front office; we will print off the necessary documentation and will fill out the information
together.
2. The protocol for dealing with student illness is to bring child to the infirmary located at the front
office. The front office will contact parents/guardians.
3. The protocol for dealing with students who have lice is to bring it to the attention of the front
office.
P. Substitute Mailbox and/or Bulletin Board
(Generally maintained by school's ATA Rep)
1. The school's substitute mailbox is located in the staffroom.
2. The school's bulletin board space with information posted for substitute teachers is located in
the staffroom.
Q. Routines for Collecting Forms and Money
1. No forms or money are to be kept by the classroom teacher. If money arrives when a
substitute is in, they are to bring it to the front office.
R. Monthly School Newsletter with Calendar

Gwynne schools monthly Newsletter and Calendar can be found on the Gwynne School
website http://gwynneschool.ca
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Is located in individual classrooms

