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Every Child Will Discover and 
Develop Their Unique 

Strengths And THRIVE At The 
Next Level 



Dear Substitute Employee: 

Welcome to the Los Alamos Public Schools 
Substitute Teaching Program. Our mission is to 
enable our students to become resilient and 
resourceful adults who are able to achieve 
their personal goals in an ever-changing world 

The purpose of this handbook is to assist you in 
knowing, following and enforcing the policies, 
procedures and practices of the Los Alamos 
Public Schools System. Substitute teachers 
assume the same responsibilities and duties as 
the regular classroom teacher. The 
information in the Substitute Teacher 
Handbook will be an invaluable resource to you 
in working as a substitute teacher. Please read 
and familiarize yourself with the information 
that will assist you in this important role. The 
suggestions and procedures in this handbook 
are not meant to be all inclusive, but are 
designed to serve as a foundation. 

Welcome aboard and thank you for joining the 
team on our journey to excellence!  Enjoy each 
day that you spend with children, and thank 
you for being an important part of the 
education of our youth. We look forward to 
working with you this year and wish you success 
in all your endeavors. 

Sincerely, 

Jennifer Guy 
Interim Superintendent 

Los Alamos Public Schools 
Board of Education 

  
Melanie Colgan  
Board President 

District IV 
 

Ellen Spector 
Board Vice President 

District I 
 

Christine Bernstein 
Board Secretary 

District III 
 

Erin Green 
Board Member 

District V 
 

Stephen Boerigter 
Board Member 

District II 
 
 

2075 Trinity Drive 
Los Alamos, NM 87544 

505-663-2222 



Vision
We prepare capable and 
confident life-long 
learners.

Mission
We enable our students to become resilient 
and resourceful adults who are able to 
achieve their personal goals in an every-
changing world

We Value
- Safety 
- Student Well-Being 
- Individual Growth 
- Integrity 
- Transparency 
- Diversity

- Respect 
- Empathy 
- Leadership 
-Teamwork 
-Innovation

Commitments All schools and workplaces will be safe 
and civil. 

Every child will discover and develop their unique 
strengths and thrive at the next level 

all students will attain skills, knowledge, and abilities to 
succeed in 21st century society. 

LAPS will effectively communicate with parents, students, 
employees and the Los Alamos community.

Focus Areas - Student Learning 
- Student Well-Being 
- Teacher & Staff Excellence 
- Fiscal Responsibility 
- Quality Facilities 
- Innovative leadership 
- Communications & Collaboration 
- Integrated Technology





LAPS 
School 
Board

Melanie Colgan - President 
Ellen Specter - Vice President 

Christine Bernstein - Secretary 
Erin Green - Member 

Stephen Boerigter - Member



Leadership

Jennifer Guy - Interim Superintendent 
Teresa Gatewood - Business Manager 
Dr. Sharon Fogle - Systems Data & Curriculum 
Kristine Coblentz - Healthy Schools Director 
Marci partin - Comptroller 
Tammara Hinckley - Budget specialist 
Joseph Palmer - HR Director 
Jazmin Vigil - Payroll & Benefits Supervisor 
Regina Mertz - Chief Procurement Officer 
Karla Crane - Student Services Coordinator 
Liz Meek - Asst. Student Services Coordinator 
Allison Watt - Systems Manager 
Tommy Castillo - Director of Facilities 
Keith Rosenbaum - Director of Transportation 
Virgina Terrazas - Director of Pre-K 
Jill Gonzales - Prevention and Attendance admin 
  
Carter Payne - LAHS Principal 
Renee Dunwoody - LAHS Asst. Principal 
Mike Johnson - TFA Principal 
Suzanne Lynn - LAMS Principal 
Andy Ainsworth - LAMS Asst. Principal 
Michele Alther - Aspen Principal 
Shannon Trujillo - Aspen Assistant Principal 
Davine Jones - Barranca Principal
Craig Washnock - Chamisa Principal 
Dr. Brian Grass - Mountain Principal 
Ivanna Austell - Pinon Principal 
 



Online 
Systems



GMAIL

LAPS uses Gmail as its email platform.  
 

Your email is: 
 firstinitial.lastname@laschools.net

You will need access to your school email for the following 
items: 
- School News 
- Correspondences between other LAPS staff 
- Password Resets 
- Professional Development Information 

Please do not remove any account from your school email to 
a personal email at any time. 



Employee 
Management 

portal

Employee management Portal is a finance 
and hr platform. 

 
Your Login is: 

 FIRSTINITIAL LASTNAME (JDOE) 
  

(Please see your Password Sheet reviewed 
during your new hire appointment)

You will need access to Ivisions for the following 
items: 
-Payroll: 
         -W-2 
         -Paystubs 
-HR Information: 
         -Contract (If Applicable) 
         -Letter of Intent (If Applicable) 
 
Your HR Specialist will be giving you an information 
sheet and will also go through the system with you 
for your understanding. 
 
If you require a password reset, please contact the 
Director of HR: 
505-663-2218 or j.palmer@laschools.net



School 
Safety



STANDARD 
RESPONSE 
PROTOCOL

LOS ALAMOS PUBLIC SCHOOLS UTILIZES A STANDARD RESPONSE 
PROTOCOL FOR ALL EMERGENCY SITUATIONS. SUBSTITUTES 

MUST FAMILIARIZE THEMSELVES WITH THE PROCURES IN CASE 
OF AN EMERGENCY.  

ALL STAFF ARE EQUIPPED TO ASSIST A SUB WITH ANY QUESTIONS 
OR CONCERNS REGARDING EMERGENCY PROCEDURES.



EVACUATE

Evacuation is the most common SRP. Evacuations are started 
either by an alarm sounding (i.e Fire) or the building 

administrator going over the PA system announcing the 
evacuation.  

  
When evacuating, you will follow the route posted on the 

door or window of the classroom. 
  

Once you have reached the evacuation location, take 
attendance and report to building administrator or his/her 

designee.   

In the event of an evacuation, you will hear an alarm or the 
following statement three (3) times: 

  
"evacuate to ______________." 



Lockout

Lockouts are common if there is a neighborhood disturbance, 
animal on campus, or criminal activity near by. lockout is 

designed to ensure the building is secure for students.  
  

during this SRP, staff will ensure all exterior doors are secure. 
all interior doors may remain unlocked and business can 

continue as normal. Students are free to go about the halls 
and to the restroom but they may not exit the building at 

anytime during this srp. 

In the event of a lockout, you will hear the following 
statement three (3) times: 

  
"Lockout! Secure the perimeter!" 



Lockdown

Lockdowns occur if there is a threat inside the school. This 
can include an animal, disorderly individuals, or an active 

shooter. 
  

during this SRP, staff will ensure classroom doors are secure, 
lights are off, blinds are closed, and students are quiet and 

out of sight.  

At no point till the all clear is called may students or staff 
open the doors or make any noise.

In the event of a lockout, you will hear the following 
statement three (3) times: 

  
"Lockdown! Locks, Lights, Out of sight!" 



Hold

A hold occurs if there is an emergency occurring in the halls 
or a section of the building. hold is utilized to ensure there is 
room for emergency personnel or building leadership to get 

to situation occurring. 
  
  

In the event of a hold, you will hear the following statement 
three (3) times: 

  
"hold! Clear the halls!" 



Shelter

A shelter occurs if there is inclimate weather outdoors. more 
often, elementary schools will call indoor recess rather than 

shelter. both references indicate that students and staff are 
to remain indoors or under shelter.  

  
  

In the event of a shelter, you will hear the following statement 
three (3) times: 

  
"Shelter!" 



NMERB



NMERB

NMERB requires all retirees to apply for the return to work 
program. if you are a retiree from an employer who 

contributes to the new mexico educational retirement board, 
you are required to submit the return to work application 

prior to subbing.  

there are three options with the return to work program: 

1. you may return to work after approval but may not work 
more than 40 hours in a month (10 hours a week) 

2. you may sit out of the workforce for one (1) complete 
calendar year and then return and work as much or as little 

as you would like. 

3. You may return to work after approval but may only collect 
$15,000 or less in a fiscal year (12 months) 

currently all subs regardless of retirement status or return 
to work status contribute to nmerb. 

 *Note: If you have already completed a return to work 
application for subbing, you DO NOT need to complete another 

one.



IMPORTANT 
CONTACTS



WHO YOU 
GONNA 

CALL?

LAPS HAS A NUMBER OF STAFF HERE TO 
ASSIST YOU IN ANY WAY WE CAN. HERE ARE 

SOME IMPORTANT CONTACTS TO REMEMBER 
IN CASE YOU ARE IN A BIND.

TREY PEREYRA, HR SPECIALIST

- VISIONS 
- SIMPLE K12 
- GMAIL 
- AESOP 
- LICENSURE 
- NMERB

- STANDARD RESPONSE PROTOCOLS 
- CHANGE OF INFORMATION 
- GENERAL HR QUESTIONS

PAYROLL DEPARTMENT

- NMERB 
- W-4 
- TAX INFORMATION 
- PAY 
- DEDUCTIONS 
- TIME CLOCK PLUS

LAPSPAYROLL@LASCHOOLS.NET 
505-663-2220 OR 505-663-2226

R.PEREYRA@LASCHOOLS.NET 
505-663-2245

INDIVIDUAL SCHOOL SITE

- SUB PROBLEMS 
- GENERAL QUESTIONS 
- GUIDANCE ON SUBBING 
- VERIFYING WORK 
-CALLING IN SICK

505-663-2222 
ASK FOR SCHOOL SITE BETWEEN 

8AM & 5PM



Substitute 
teaching 

Need-To-Know



Requirements 

General Work Requirements

Be Prepared and Professional 
Dress Professionally 
Report Early 
Check in 
Review the Day 
Teach Clear Expectations 
Engage Student Learning and Keep on Task 
Positive Interactions 
Respond Appropriately to Student Behavior 
Avoid Traps 
Seek Assistance 

I.  
II. 
III. 
IV. 
V. 
VI. 
VII. 
VIII. 
IX. 
X. 
XI.



SEXUAL HARRASSMENT

 
The School Board considers sexual harassment in the work and educational environment to be 

inappropriate and offensive. The Los Alamos School Board prohibits sexual harassment of school 
district employees, applicants for employment, or students by any employee, volunteer or non-employee 

who conducts business with the school district.  
 This policy applies to conduct during and relating to school, school sponsored activities, and school 

district business.

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual 
advances, requests for sexual favors, or other verbal, visual or physical conduct of a sexual nature 

made by someone from or in the work or educational setting when: 
  

1. Submission to the conduct is made, either expressly or by implication, a term 
or condition of any individual’s employment or educational program. 

  
2. Submission or rejection of such conduct by an individual is used as the basis 

for an employment or educational decision affecting the individual. 
  

3. The conduct has the purpose or effect of unreasonably interfering with an 
individual’s work or academic performance or of creating an intimidating, 

hostile, or offensive working or educational environment, assigned duties or any other condition of 
employment, career development, or educational programs. 

  
4. Submission to, or rejection of, the conduct by the individual is used as the 

basis for any decision affecting the individual regarding benefits and services, 
honors, assignments, programs, or activities available in the work environment 

or through the educational institution. 
  
  

Examples of conduct which may constitute sexual harassment, whether committed by 
a supervisor, any other employee, volunteer or non-employee doing business with the 

school district are: 
1. Unwelcome leering, staring, sexual flirtations or propositions. 

  
2. Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments 

or sexually degrading descriptions. 
  

3. Unwelcome graphic verbal comments about an individual’s body or overly 
personal conversation. 

  
4. Unwelcome sexual jokes, stories, drawings, pictures or gestures. 

  
5. Unwelcome spreading of sexual rumors. 

  
6. Unwelcome touching of an individual’s body or clothes. 

  
7. Cornering or blocking of a sexual nature of normal movements. 

  
8. Displaying sexually suggestive objects in the educational or work environment. 

 
 All Staff are required to read, understand, and follow all polices and regulations. A full copy of this and all other 

policies can be found at laschools.net. For any questions, please contact the Human Resources Department.



TECHNOLOGY

The Los Alamos Board of Education recognizes that electronic media, including the Internet, provides access to a wide 
variety of instructional resources in an effort to enhance educational opportunities. Use of electronic resources must be 

in support of, and consistent with the vision, mission and goals established by the Los Alamos School Board of Education 
and for the purpose of instructional support. 

 
Strict compliance with all applicable ethical and legal rules and regulations regarding access must be maintained by all 

users of the district wide area network and/or other electronic informational services. 
 

In compliance with public law 106-554, known as the Children’s Internet Protection Act, the Superintendent shall institute, 
maintain, and enforce guidelines with respect to access to the district wide area network and/or other electronic 

informational services that: 
1. Provide that a qualifying “technology protection measure,” which includes but is not limited to fire walls, district 

filter, and local school filter, is installed and in continuous operation. 
2. Prevent unauthorized access (hacking) and disclosures of personal information regarding students by online users. 

3. Ensure the security of minors when using electronic mail, chat rooms, and other forms of electronic communication; 
prevent access to visual depictions that are (i) obscene, (ii) child pornography, or (iii) “harmful to minor” as that term is 

defined in section 1721 © of the Children’s Internet Protection Act of 2000. 
4. Institute, maintain, and enforce procedures which provide for monitoring the online activity of users, to the extent 

practical. 
5. Allow disabling of the chosen “technology protection measure” by an authorized person, during use by an adult, only 

for the purpose of bona fide research or other lawful purposes. 
 

The definition of LAPS information and data resources will include any computer, server or network, or access provided 
or supported by LAPS, including the Internet. Use of the computer facilities includes the use of data/programs stored on 

magnetic tape, floppy disk, CD-ROMs, DVD-ROMs, computer peripherals, or other storage media that is owned and maintained 
by the LAPS. The “user” of the system is the person requiring an account (or accounts) in order to perform work in support 

of the LAPS. The purpose of these guidelines is to ensure that all LAPS technology  users share the LAPS technology 
resources in an effective, efficient, ethical and lawful manner. 

 
The Board Recognized that electronic media, including the internet, provides access to a wide variety of instructional 

resources in an effort to enhance educational opportunities. Use of electronic resources must be in support of, and 
consistent with the vision, mission, and goals established by the Los Alamos Public Schools and for the purpose of 

instructional support or administrative functions. All users of the district wide area network and/or other electronic 
informational services must maintain strict  compliance with all applicable ethical and legal rules and regulations 

regarding access. 
 

As a LAPS employee, volunteer, or vendor, you will be expected to maintain appropriate passwords to obtain access for your 
job and/or tasks. All LAPS- issued passwords should be changed within one week of issuance by the user if the application 

enables the user to do so. Not all applications allow this, but the applications where the password should be changed 
immediately include Gmail, IVisions, and AESOP. Passwords should be changed monthly thereafter to maintain the integrity 

of the LAPS network. 
 

Additionally, LAPS technology and electronic resources must not be used to: 
 Harm other people. 

 Interfere with other people’s work. 
 Use a computer to steal property. 

 Gain unauthorized access to other people’s files or programs. 
 Gain unauthorized access to online resources by using someone else’s password. 

  Make changes to the hardware or software configuration of any machine, including installing or deleting any software. 
 Improperly using the network, including introducing software viruses and/or bypassing local school or office 

security policies. 
 Steal or damage data and/or computers and network equipment. 

 Access, puload, download, and distribute pornographic, hate-oriented, proface, obscene, or sexually explicit material. 

All Staff are required to read, understand, and follow all polices and regulations. A full copy of this and all other 
policies can be found at laschools.net. For any questions, please contact the Human Resources Department.



Child Abuse & Neglect

By law, all employees have a mandatory, nondiscretionary duty to report 
known or suspected abuse or neglect of a child to the Children, Youth and 

Families Department (CYFD) or the police department. 
So long as such report is made in good faith, the reporting school employee 

shall be immune from civil liability or criminal sanctions for their action. Any 
school employee who permits a member of a law enforcement agency or an 

employee of the CYFD to interview the child with respect to that report without 
the permission of their parent, guardian or custodian is presumed to be acting 
in good faith and shall be immune from civil and criminal liability that might 

otherwise be incurred, unless the employee acted in bad faith or with malicious 
purpose. 

All school employees shall be required to complete training in the detection and 
reporting of child abuse and neglect, including sexual abuse and assault, and 

substance abuse. Except as otherwise provided in this subsection, this 
requirement shall be completed within the licensed school employee's first year 
of employment by a school district. The periodicity of continued training in the 
detection and reporting of child abuse and neglect, including sexual abuse and 

assault, and substance abuse for existing staff will be determined by the 
administration. 

A school employee who fails to report knowledge or suspicion of child abuse or 
neglect will be subject to disciplinary action. New Mexico law provides that a 

person who violates the mandatory reporting requirements is guilty of a 
misdemeanor.

All Staff are required to read, understand, and follow all polices and regulations. A full copy of this and all other 
policies can be found at laschools.net. For any questions, please contact the Human Resources Department.



General Information & tips

On-Call, Day-Day, As Needed Substitutes 

Substitute teachers are employed on an on-call, day-to-day, as needed basis. Substitute teachers 
will be assigned to serve in the absence of a teacher or to teach a class that does not currently 
have a regular teacher (vacancy). 

Employee absences are unpredictable and fluctuate greatly; therefore, it is impossible to predict 
how many days a substitute will work in any school week or year. Substitute employees are 
encouraged to make themselves available daily and be flexible to various grades and subjects. 
They are expected to work on the days they state they are available. 

Half-day absences are as important as full day absences and substitute employees are expected to 
accept any half-day assignments offered to them. 

Long Term Substitute Teachers 

Long-term substitute teachers are selected by the school principal or his/her designee from the 
approved substitute teacher list. 
  
Long-term substitute teachers are assigned to teacher absences or vacancies ONLY. The principal 
may request a long-term substitute teacher if they have or anticipate having a substitute need 
for ten or more consecutive days in the same classroom. 

Reporting to a School 

Arrive at the assigned school a minimum of twenty minutes before the beginning of the school 
day. Each school will inform you of the expected arrival time. 

1. Report directly to the school office for instructions. 
2. Request the substitute teacher folder and the name of the administrator responsible for 
discipline and curriculum 
3. Go to the assigned room, write your name on the board and begin preparations for the 
students.  
4. Follow the day’s schedule and lesson plans prescribed by the regular classroom teacher. 
5. Become familiar with fire and disaster drill procedures to determine the route students will 
take to evacuate the building. If specific instructions cannot be found, check with a teacher 
close by or the principal regarding the procedure to follow. 
6. Ask if you will be responsible for any extra duty assignments in addition to the regular 
schedule if it is not already listed on your lesson plans. 
7. BEFORE the end of the day, check the regular teacher’s mailbox for memos, urgent messages, 
etc. 
8. At the end of the day, fill out the Substitute Teacher Report or write a note to the teacher 
detailing your experience and leaving any messages about specific students. 
9. Leave the room neat and orderly 
10. Check with the school office to see if you will be needed for the following day. 



Substitute Teacher Folders 

Principals require teachers to develop substitute teacher folders. These folders are available in 
the office or classroom. The purpose of this folder is to provide the substitute teacher with 
information necessary for establishing a safe classroom atmosphere that is conducive to 
learning. The substitute teacher is responsible for implementing the teacher’s lesson plans as 
completely and thoroughly as possible. 

Although folders will be different classroom to classroom and school to school, all folders 
should contain the following information. 

1. Map of the school 
2. Directions for emergency evacuation of students  
3. Intruder alert directions  
4. Names of persons to contact concerning discipline and instruction 
5. Class roll and assigned seating chart  
6. List of students receiving special services (remedial, special education) and the schedule for 
these services 
7. Names of students with special needs (behavior, academic, or medical) 
8. Daily schedule including special classes (art, music, etc.) 
9. Two or three days of lesson plans (if applicable) 

Practices that Promote Good Behavior: 

Follow established classroom rules  
Be consistent  
Make expectations clear  
Follow the class routine as closely as possible 
Engage the students in learning and actively monitor student work by walking around the class 
vary learning activities  
Be sensitive to student needs 
Listen to students  
Use humor appropriately 
Remove temptations such as allowing students to change normal seating 
Gain control calmly and quickly if order is threatened: change seating arrangement, discuss 
incident with a student privately, use non-verbal clues 
Keep consequences and notes objective 



Policies, Procedures and Practices Ever Substitute Employee Must Know 

As an employee of Los Alamos Public Schools, it is your responsibility to know, understand, follow and 
enforce school rules, policies and procedures. Your authority resides not only in your ability to 
handle a situation, but also in the system behind you. For a complete list of Los Alamos Public Schools 
Policies and Procedures, please go to laschools.net. 

1. Under NO circumstance is corporal punishment to be administered. Corporal punishment is not 
allowed in a Los Alamos Public Schools. Corporal punishment includes hitting, pushing, grabbing a 
student or using any other physical force. 
2. The use of profanity will not be allowed.
3. No outside agency or person, including parents, is to question or interview a student except in the 
presence of the principal or his/her designee. Substitute employees have a responsibility to see that the 
rights of the student are not violated. There are no exceptions to this rule. 
4. No persons, including parents, should visit a classroom without the approval of the principal or 
his/her designee. 
5. Accidents and injuries involving any student in a substitute’s care must be reported to the principal 
or assistant principal immediately. 
6. All medication is to be administered by appropriate personnel in the school office. Never give 
medicine to students, including aspirin, Tylenol, and other common over-the-counter drugs. 
7. Students who appear to be ill should be sent to the school office. 
8. Students may not be kept after school hours without the principal’s permission 
9. Notes and other communications should not be sent to parents without approval of the 
principal/designee. Substitute teachers are not permitted to call parents regarding discipline concerns. 
Leave notes for the regular teacher regarding specific infractions and concerns. 
10. Do not introduce controversial subjects or materials. Follow the teacher’s lesson plans fully and 
completely. 
11. Do not advertise products or services. 
12.  All school records and reports must be handled in a confidential manner. Be careful not to divulge 
any confidential information that has been received from contact with administrators, teachers, 
students or parents. Do not share information with neighbors, friends or other teachers/students. 
13.  Verbal and physical acts of bigotry are prohibited, including racial, sexual, ethnic or other types of 
slurs, insults, intimidation, harassment or other conduct directed toward another person’s race, 
national origin, religion, age, gender or handicap. 
14.  All forms of sexual harassment are prohibited. 
15. The use of cell phones is not allowed during instructional time. 
16.  Substitute teachers are not permitted to use a teacher’s computer to check, download, or send 
personal email, forward chain letters, jokes, stories, hoaxes, urban legends, or to access data or 
information. 
17.  The use of tobacco products is prohibited on the campus of Los Alamos Public Schools. 
18.  The unlawful manufacture, distribution, dispensation, possession, sale or use of illegal drugs and 
alcohol on school premises or at any school activity is prohibited. 
19. Locker searches are not permitted. If you receive a tip or suspect a student is in possession of a 
weapon, drugs, or alcohol, notify the closest administrator as quickly as possible. Do not investigate 
on your own. 
20. Students are to be supervised at all times. If there is an emergency and you must leave the room, call 
for assistance from the office or a neighbor in the hall. 



WELCOME TO 
LOS ALAMOS 

PUBLIC 
SCHOOLS!




