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Dear Substitute Teachers and Educational Assistants, 

 

Welcome to Nauset! As a substitute teacher and/or educational assistant in the Nauset Schools, you 

are a very important member of the team. Whether your assignment is brief or continues over an 

extended period of time, we appreciate your dedication and commitment to meeting the needs of 

every student. 

 

As Nauset employees, we take tremendous pride in our district and our individual schools. Staff 

demonstrate compassion and commitment to our students, and we greatly value the strong support 

of the Brewster, Orleans, Eastham and Wellfleet communities. The lower Cape is truly a unique 

location with rich, diverse experiences and beautiful landscapes, and we appreciate all that it has to 

offer.  

 

We’ve designed this handbook to assist you in your efforts to learn as much as possible about our 

schools, staff and our students. As a substitute, your responsibility is to replace the teacher and/or 

educational assistant and to carry-out, to the best of your abilities, the duties and responsibilities of 

the staff member. We trust that with each assignment, you and your students will have a meaningful 

and productive educational experience. 

 

We wish you the best for a successful school year, and we encourage you to contact our Human 

Resources office at (508)255-8800 or the main office at each school with any questions that may 

arise in the coming weeks and months of your substitute employment. Once again, thank you for 

joining our team!  

 

 Sincerely, 

Joanna Hughes 

 Joanna Hughes 

 Director of Human Resources 

 hughesj@nausetschools.org 

http://nausetschools.org/
mailto:hughesj@nausetschools.org


 

                      OUR NAUSET SCHOOLS   
                 

 

Nauset Regional High School, Grades 9-12 

Patrick Clark, Principal 

100 Cable Road Eastham, MA 02651  

 (508)255-8800   Hours: 8:30 am- 3:15 pm 

 
 

Nauset Regional Middle School, Grades 6-8 

Beth Deneen, Interim Principal 

70 Route 28 Orleans, MA 02653    

(508)255-0016   Hours: 8:15 am- 3:00 pm 

 

Eastham Elementary School, Grades PreK-5 

William Crosby, Principal 

200 Schoolhouse Road Eastham, MA 02642   

(508)255-0808   Hours: 7:30 am-2:15 pm 

 

Eddy Elementary School, Grades 3-5 

Steven Guditus, Principal 

2298 Main Street Brewster, MA 02631  

(508)896-4531   Hours: 7:30 am-2:15 pm 

 

Stony Brook Elementary School, Grades PreK-2 

Keith Gauley, Principal 

384 Underpass Road Brewster, MA 02631  

(508)896-4545   Hours: 7:30 am-2:15 pm 

 

Orleans Elementary School, Grades K-5 

Elaine Pender, Principal 

46 Eldredge Park Way Orleans, MA 02653   

(508)255-0380   Hours: 7:30 am-2:15 pm 

 

Wellfleet Elementary School, Grades K-5 

Mary Beth Rodman, Principal 

100 Lawrence Road Wellfleet, MA 02667 

(508)349-3101   Hours: 7:30 am -2:15 pm 

 

 

 

 



I. Qualifications and Requirements for Substitute Teaching 

 

Applicants must have the following qualifications and complete the requirements in order to become a 

substitute teacher. College experience is not required for substitute educational assistants as a high school 

diploma is all that is required. 

 

 Minimum of two years of college (Please provide transcripts) 

 Completion of an Employment application and screening process including an interview with the 

Director of Human Resources, Joanna Hughes, and the completion of at least two reference 

checks 

 Completion of a criminal background check including both the CORI (Criminal Offender Record 

Information) and the federal SAFIS (Statewide Applicant Fingerprint Identification Service). 

CORI checks will be routinely completed every two years. 

 Completion of Professional Ethics training 

 

 

II.  Professional Ethics and the Importance of Confidentiality as a Substitute Employee 

 

In your role as a substitute, you may have access to confidential student information. Any amount of 

knowledge regarding a student, another Nauset employee or administrator, or any file, report or gradebook 

is considered to be confidential and must not be shared or discussed with anyone. As a substitute, you will 

experience a number of school settings and observe many differences in routines, procedures, and even 

teaching styles. It is important to understand that not all teachers teach in the same manner, but as a 

substitute, it is your role to follow substitute plans and routines as designed by the teacher and/or assistant. 

 

Although it is seldom an issue, substitute employees who are unable to maintain confidentiality may be 

dismissed from their assignment and removed from the Nauset substitute data base. Other reasons for 

dismissal may include lack of initiative, unsatisfactory teaching, inability to arrive at work on time, or difficulty 

with classroom management or gaining and maintaining the respect of students. 

 

The State of Massachusetts requires you to complete an on-line Ethics training that will be provided to you 

upon completion of your substitute application. All employees must complete the training and present proof 

of completion to Human Resources. 

 

 

III.  General Employment Information for Substitutes in the Nauset Public Schools 

 

Assignment to the teacher/educational assistant substitute list is updated annually. Once you have applied, 

completed the application process, and worked as a substitute employee during the school year, you will be 

contacted the following summer to determine your preference to remain on the sub list the following year. 

 

 

 

 



IV.  Payroll Information                        

 

Our current rates of pay for substitutes are as follows: 

(New rates listed below are effective 1/3/2023) 

 

 Substitute Teacher- $127.50 per day 

 Substitute Educational Assistant- $108.00 per day 

 Substitute Nurse- $172.50 per day 

 Substitute Administrative Assistants- $17.00 per hour 

 Substitute Custodians and Cafeteria Staff- $17.00 per hour 

 

Daily rates are pro-rated for part-time or half-day assignments. Substitutes are paid every other week on the 

same pay schedule as the Nauset teachers. Typically, Middle and High School teachers are paid by the 

Region and elementary substitutes are paid by the individual towns. Paychecks are mailed to the 

substitute’s address on file. Federal and state withholding and deferred compensation are withheld from the 

substitute’s salary. A substitute is covered under Workman’s Compensation and the district’s liability 

insurance.  

 

                                                                              

V.  Substitute Online 

 

The Nauset Public Schools uses a program called “Substitute Online” to post and track staff vacancies. 

Instructions on how to access this program, including your user name and password will be provided upon 

final approval of your substitute application. It is important to keep your personal information up to date in 

Substitute Online so that we may contact you as needed. We encourage substitutes to utilize the calendar 

in this program to communicate dates of availability/unavailability for substitute teaching (green for 

available/red for unavailable). In the event that you are no longer interested in being a substitute for Nauset, 

contact Human Resources to have your name removed from the list.  

 

The following provides a general outline of the program as well as some helpful tips: 

 After a teacher enters an absence on www.substituteonline.com, you will be able to view the 

assignment and select the job. 

 Absences are most often entered the night before or the morning of the absence. Check the site 

regularly each evening and early in the morning for the most up-to-date assignments. 

 Accepting a job is a commitment and we count on our substitutes to fulfill the commitments so as 

not to leave the school in a difficult position with no available substitute. 

 Should you be unable to fulfill a job that you already accepted due to illness or other unforeseen 

circumstance, cancel the job immediately, contact the main office of the school, and email the 

administrative assistant to alert them to the change.  

 Substitutes may not cancel one job to accept another, more preferred job unless advance notice 

is given to the school. 

 Nauset’s policy requires substitutes to have no more than 6 job cancellations per school year 

unless without reason. 

http://www.substituteonline.com/


VI.  Arrival at School 

 

Please arrive at your assignment at least 15 minutes before the start of the school day. The start and end 

times for each school are listed on page 2 and include the 15 minute window before and after school.  

 

Once you have arrived, please go directly to the main office to sign-in with the administrative assistant and 

obtain your schedule, an identification badge, and any other materials you may need for the day. School 

procedures, rules, and your specific assignment should be provided as well as a map of the school or an 

escort to your assignment location. Check the mailbox of the teacher or assistant and take any pertinent 

information for your teaching day. Any personal or US postal mail must remain in the mailbox. If you are 

unable to locate substitute plans or have any other questions, contact the main office for assistance. 

 

 

VII. Classroom Expectations 

 

We hope that most if not all of the information needed to carry on the regular classroom program will be 

available to you when you arrive in the classroom. We request that you follow the substitute plans as closely 

as possible. If you are in need of any additional materials or supplies, please contact the office or ask for the 

assistance of a nearby teacher. From time to time, students may also be of assistance to substitutes for 

help with locating certain classroom items, but we caution you to not allow students to access personal 

items in the classroom. 

 

Substitutes should make note of fire and lockdown drill information, any non-teaching duties throughout the 

day, and instructions to follow in case of illness or injury to a student.  

 

Assignments that are completed in the classroom are to be collected and kept for the teacher to review. 

Assistance with grading is typically welcomed however, some assignments may require rubrics or other 

teacher tools to grade. Please set aside these types of assignments for the teacher to grade upon return. 

 

We expect students to treat all substitutes with the dignity and respect that is well-deserved, but on 

occasion, small disruptions may occur. We have found that responding to students in a dignified, sensitive, 

warm, and respectful attitude usually works best at promoting expected behaviors. Appropriate boundaries 

between teachers and students are critical and must remain well-defined at all times. If there are situations 

that require office assistance or an office visit, please call the main office and notify them of the situation 

before sending the student from the room. Please be sure to document the reason for the office referral and 

include it in your notes to the returning teacher. At no time should a substitute be in the role of assigning 

major discipline to a student other than providing normal responses to small incidents. 

 

 

VIII. End of the Day  

 

At the end of your assignment, please be sure to leave a report for the returning teacher indicating the work 

that you covered, homework assigned, notations regarding any departure from the lesson plan, and details 

of any student behaviors or incidents, if any. Positive statements regarding students and/or the entire class 



are greatly appreciated and important. Return to the office and check-out with the Administrative Assistant. 

Remember to return any folders, packets of instructions or schedules which were given to you in the 

morning. Also, please return your identification badge and/or any key pass. 

 

When you leave the classroom at the end of the day, please be sure the area is left in an orderly fashion, 

the windows are secure, and that the Smart Board, any other devices and lights are turned off for the 

evening.  

 

 

IX. School Policies                                                                 

 

Each school has certain policies and procedures, but there are also district-wide procedures that we ask all 

substitutes to follow, including: 

 Classroom materials should be used with discretion, properly cared for during the day, and left in an 

orderly fashion at the end of the day. 

 Under no circumstances should a child be released without the permission of the Principal or main 

office. If a person not connected with the school wants information about a child or asks permission 

to take a child from the school, refer the person to the Principal’s office and alert the main office. 

 If for some reason, money is collected in the classroom for a field trip or other purpose, please bring 

the money in an envelope to the office for safe-keeping. Please do not leave any money or other 

valuables on the Teacher’s desk. 

 Students are not to be kept after school without the prior approval of the Principal. 

 All cases of accident or illness are to be reported immediately to the health office and/or the main 

office. 

 All information concerning students is confidential and must be kept confidential by the substitute. 

 Substitutes are responsible for learning the instructions for all emergency procedures in each 

building where employment is accepted. 

 Substitutes should not photograph or videotape students in any form. Posting images of students or 

assignments to social media is not acceptable. 

 In the event of a major discipline problem, contact an administrator immediately. 

 

 

 

Thanking you for joining us! 
 

 
 



 

 

 

 

 

                                            


