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Official Requirements for Substitute Paraeducators 
 
 
 
I. APPLICATION 
 
 A completed substitute paraeducator application form must be on file. 
 
II. COLLEGE TRANSCRIPT 
 

As a paraeducator, if you have 60 college credit hours (or more) or a teaching license, a copy of 
your license and a copy of your transcript showing earned credits and degree(s)  MUST be on file 
in order to receive the higher amount of pay. 

 
III. INTERVIEW 
 

An interview with the Assistant Superintendent and/or the Director of Special Needs or designee 
is necessary for new-to-the-District substitutes, unless the person was a former  
paraeducator in the District. 

 
IV. PHYSICAL EXAMINATION 
 

Under the Iowa Administrative Code 281.(12.4) a physical examination is required for all persons 
working for a school district.  This is required upon initial employment. 

 
V. CHILD AND DEPENDENT ADULT ABUSE IDENTIFICATION AND REPORTING 
  

A verification of completion of the Child and Dependent Adult Abuse Identification and Reporting 
course must be placed in your file.  This must include completing training within six months of 
initial employment.  If you have already completed the most current course requirement, renewal 
is required every five years. 

 
VI. RIGHT TO KNOW (HAZARDOUS CHEMICALS WORKSHOP) 
 

This is a workshop that is conducted by the District's Director of Student Services several times 
during the year and must be completed as soon as possible.   

 
VII. EMPLOYMENT ELIGIBILITY VERIFICATION FORM (I-9) 
 

Completion of this requirement can be met by stopping in the Human Resource Office and 
completing the I-9 form.  You must furnish your (1) U.S. passport (or Certification of United States 
Citizenship, Certificate of Naturalization, unexpired foreign passport with attached Employment 
Authorization or Alien Registration Card with photograph) or (2) State issued driver's license (or 
U.S. Military Card) AND your original Social Security Number Card (or birth certificate issued by 
State, country, or municipal authority, or an unexpired INS Employment Authorization). 

 
VIII. ASBESTOS MEMORANDUM 
 

Completion of this requirement can be met by stopping by the Human Resource Office and 
completing a form. 

 
IX. BLOODBORNE PATHOGENS 
 

A verification of completion of the Exposure Control Plan for Bloodborne Pathogens course must 
be placed in your file.  This shall be completed within the first year of employment with the district 
and refreshed annually. 
 
EACH SUBSTITUTE PARA-EDUCATOR MUST HAVE ITEMS I THROUGH IX ON FILE IN THE 
HUMAN RESOURCE OFFICE BEFORE BEING CALLED TO SUBSTITUTE. 
 



 
 

X. REMOVAL OF YOUR NAME FROM THE SUBSTITUTE LIST. 
 
 Your name will be removed from the substitute list whenever you request it.  Removal may be for  

any length of time, or you can request to be placed on a "will call" basis. 
 

Around the first of July, each substitute paraeducator will be surveyed as to whether you wish to 
be kept on the substitute list for the ensuing year.  If your response is yes, it will automatically 
renew your substitute paraeducator application. 

 
 

Responsibilities of a Substitute Paraeducator 
 
 
Agreeing to a Substitute Assignment 
 
During 2008-2009, the district began using an automated substitute system (AESOP).  As a substitute 
paraeducator you are able to access the system either via telephone or on-line and can agree to sub at 
any time.  Training on use of the automated system must be completed prior to beginning. 
 
A generic account has been created that will allow access to login to any District computer, and gain 
access to the AESOP system using the link on our District Homepage.  Again, this will not allow access to 
the network, give you a District e-mail account, or allow you to access any other website but the District’s 
website and the AESOP system.  If you have any problems, please contact Janell Birnbaum 
(jbirnbaum@fdschools.org) 515-574-5652, or Jeremy Pearson (jpearson@fdschools.org)  515-574-5676, 
and we will work through those accordingly. 
 
For access to Aesop while on the job, please log in to any available District computer with the following 
information: 
 
 Username: fdcsdsub 
 Password: aesop247 
 
 
 
Arriving at Assigned School 
 
1. Check in with building secretary.  You should report in at the same time the regular teachers  

report for duty.  You will need to clock in upon your arrival.  The school secretary will show you 
where the time clock is located and how to use it.  On the average, paraeducators’ hours are 7:50 
a.m. to 3:50 p.m. (Hours may vary slightly by building).  If for some reason you are unable to get 
there on time, let the building secretary know.  The building secretaries are: 
 
 Butler Elementary  Krystal Morrow             574-5831 
 Cooper Elementary  Heidi Nelson   574-5830 
 Duncombe Elementary  Tina Heyerhoff   574-5832 
 Feelhaver Elementary  Lynette Dalton   574-5835 
 Riverside Elementary  Crystal Austin   574-5837 
 Fort Dodge Middle School Nicole Ritenour/Wendy Mills 574-5711  
     Lakeisha Haugland/Ann Marie Beane   
 Senior High   Cheri Ritenour   574-5777 
 

  
2. Ask the building’s office personnel if there are any special directions for you or special activities 

planned. 
 
3. Determine if the regular teacher has any special duties that you will need to complete. 
 
 
 



 
 

Classroom Preparations 
 
1. Introduce yourself to other staff. 
 
2. Confer with the classroom teacher to determine your responsibilities for the day. 
 
 
Important Considerations 
 
1. Review fire drill regulations and exit procedures.  The signals and procedures for fire and tornado  

drills differ in each building.  Be sure you know the correct procedure for each building and for the  
room to which you are assigned. 

 
2. Maintain a high standard of professionalism and avoid making public comments regarding  

paraeducator-student learning situations between other assignments you have had. 
 
3. DISCIPLINE.  Proper discipline, or classroom order, is a prerequisite for quality learning to occur.   

Be firm, business-like, and demand respect.  Any unusual disciplinary problem should be brought  
to the attention of the classroom teacher. 

 
4. When substituting for an extended period of time, you are to attend scheduled meetings.  When  

in doubt, ask your supervising teacher. 
 
5. If any person comes to your room and requests the release of a student, that person should be  

directed to the administrator.  Students who are to be released must have the approval of an  
administrator. 

 
6. USE THIS HANDBOOK.  Familiarize yourself with all parts of it. 
 
 
After the day is completed 
 
1. You must clock out at the end of the day.  Contact the school secretary if you have any questions. 
 
 

Helpful Hints 
 
 
  1. Be pleasant. 
  2. Be firm and fair. 
  3. Deal with each student in a kind and just manner. 
  4. Model good character 
  5. Maintain dignity. 
  6. Be patient. 
  7. Respect each student. 
  8. Be enthusiastic. 
  9. Talk with students -- not at them. 
  10. Be as prepared as possible. 
  11. Have a healthy and professional sense of humor, but don't overdo. 
  12. Make directions clear and concise. 
  13. Be professional. 
  14. Be prompt. 
  15. Avoid threats. 
  16. Follow normal classroom procedures. 
  17. Ask for help when needed. 
  18. Do not leave students unsupervised. 
 
 

 



 
 

Discipline 
 
 
Teachers and paraeducators are expected to assume the responsibility for handling inappropriate student 
discipline within the building.  Teachers and paraeducators are charged with the responsibility of 
informing students about proper building procedures and rules of conduct.  They are equally obligated to 
correct students for misconduct in the classrooms as well as in the building or on the school grounds. 
 
Every reasonable effort should be made to solve discipline problems before students are referred to the 
office.  Occasionally, inappropriate student behavior may occur which warrants the removal of a student 
by the teacher from the class.  Exclusions from a classroom are to be immediately brought to the 
attention of the school's office personnel by the classroom teacher.  Conditions which may lead to the 
removal of a student from a class would include the following: 
 
 
 1. Disruption of the educational process in the room. 
 
 2. Failure of a student to comply with the normal expected routine(s). 
 
 3. Insubordination to typical teacher request(s). 
 
 4. Extreme tardiness in getting to class. 
 
 
The removal of a student should only be initiated after all other attempts to correct or discipline the 
student have failed.  Teachers and paraeducators should at all times exhibit appropriate, adult-like 
behaviors of dignity, courtesy, and good temper. 
 
Teachers and paraeducators should maintain effective order and control at all times and be supported in 
the use of reasonable means to accomplish this objective.  Teachers and paraeducators cannot use 
physical force to enforce authority or compel obedience.  The use of physical force by a teacher or 
paraeducator is to be limited to those situations where it is necessary to prevent injury to another person 
or self, or for the preservation of property.  A teacher or paraeducator  may not strike a student. 
 
Review and become knowledgeable of the official Student Discipline Policy of the District. 
 
 

 
 

Additional Information 
 
 
Duty Hours 
 
 Monday - Friday  (vary from building to building and position to position) 
 
Attire and Appearance 
 
 Note Board Policy 400.32 on page 17. 
 
Release from Assignment 
 

The substitute paraeducator should check with the building principal (or secretary) at the close of 
the day to see if there is information concerning the return of the regular paraeducator. 

 
 
 
 
 



 
 

 
 
Rate of Pay 
 

The substitute paraeducator rate of pay is $11.35 per hour.  An additional 40 cents per hour will 
be added for 60 college credit hours or more from an accredited institution of higher education. 
Another 30 cents per hour will be added for paraeducator certification or teaching license. A copy 
of the paraeducator certificate, teaching license and transcripts must be on file in the Human 
Resource Office showing proof of 60 college credit hours from an accredited institution of higher 
education in order to receive the higher rate of pay. 
 

Payroll Deductions 
 

Substitute paraeducators are subject to payroll deductions required by law such as Federal and 
State income tax, FICA, Medicare and IPERS. 

 
A withholding on each day’s pay is required by Federal and State laws for income tax purpose as 
well as social security. 

 
Payroll Dates 
 

Substitute paraeducators are paid for the number of days indicated on the electronic time sheets.  
Therefore, please be sure to clock in and out each day you sub.  Any questions relative to 
paychecks or withholdings should be directed to Jodi Presswood, Payroll in the Business Office, 
at 574-5648. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is the policy of the Fort Dodge Community School District not to discriminate on the basis of race, creed, color, 
ancestry, age, gender, sexual orientation, gender identity, national origin, disability, physical attributes, religion, 
political party preference, political belief, socioeconomic status, veteran’s status, actual or potential parental, family 
or marital status,  in its programs, services, and employment practices. If you have questions or grievances related to 
this policy, please contact Marcy Harms, Director of Student Services, Central Administration Office, 104 South 17th 
Street, Fort Dodge, IA 50501, (574-5678) or contact the Civil Rights Midwestern Division for U. S. Department of 
Education Office, 500 W. Madison Street, Suite 1475, Chicago, IL 60661-4544. (Alternate for Section 504 is Lis 
Ristau, Director of Special Needs, 515-574-5675). 
 
The District’s Compliance Coordinator for Affirmative Action is Robert Hughes, Assistant Superintendent, who can be 
reached at 574-5657 or 104 South 17th Street, Fort Dodge, IA 50501. 
 
The District’s Designated Investigator of Physical/Sexual Abuse of Students by School Employees is Marcy Harms. 
She can be reached at 574-5678 or 104 South 17th Street, Fort Dodge, IA 50501. The alternate is Corey Moody. He 
can be reached at 574-5469 or 819 North 25th Street, Fort Dodge, IA 50501. 
 
The District’s Officer for Harassment Complaints and Allegations is Marcy Harms, Director of Student Services. She 
can be reached at 574-5678 or 104 South 17th Street, Fort Dodge, IA 50501. 
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