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Welcome Letter 
 
 

Dear Substitute, 
 

We want to take this opportunity to thank you for becoming a substitute for 

Manassas City Public Schools. We appreciate the talents you bring as a substitute 

and value the time you spend using them to make MCPS and our students great. 

 

Manassas City Public Schools recognizes the collaborative effort that it takes in the 

community and in the schools to prepare our young people for their lives and 

careers. Our focus in Manassas City Public Schools is providing each student with 

the tools necessary to be successful. 

 

As a substitute, you play a vital role in carrying out the activities planned by our 

teachers, teacher assistants, secretaries, transportation, food services, custodians, 

and school nurses when they are absent. We expect you to contribute to the on-

going education of our students and to make our community a better place in which 

to live and learn. You have chosen a challenging road filled with many rewards. 

Each day that you are with our students, you will see how your time and dedication 

help them learn and be better citizens in our community. 

 
A host of support employees and staff work behind the scenes to assist in making 

our teaching and learning environment first class. If you are interested in 

permanent employment with Manassas City Public Schools, please visit our 

website at http://manassas.tedk12.com/hire/index.aspx.  

 
Sincerely, 
 
 
The Department of Human Resources 
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Handbook Introduction 

The purpose of this handbook is to provide information that will help with questions and 

pave the way for a successful year. Not all district policies, regulations, and procedures 

are included. Those that have been included have been summarized. No modifications 

to contractual relationships or alterations of at-will employment relationships are 

intended by this handbook. This handbook is neither a contract nor a substitute for the 

official district policy manual. Nor is it intended to alter the at-will status of noncontract 

employees in any way. The manual is a guide to, and a brief explanation of, district 

policies, regulations, and procedures related to employment that can change at any 

time. Changes to policies, regulations, and procedures shall supersede any handbook 

provisions that are not compatible with the change. For more information, employees 

may refer to the policy codes that are associated with handbook topics, confer with 

their supervisor, or call the appropriate district office. District policies and regulations 

can be accessed online at 

https://www.boarddocs.com/va/mcpsva/Board.nsf/Public?open&id=policies#.  

 

Equal Opportunity Employer 

The School Board of the City of Manassas is an equal opportunity employer, 

committed to nondiscrimination in recruitment, selection, hiring, pay, promotion, 

retention or other personnel actions affecting employees or candidates for 

employment. Therefore, discrimination in employment against any person on the basis 

of race, color, creed, religion, national origin, ancestry, political affiliation, sex, sexual 

orientation, gender, gender identity, age, pregnancy, childbirth or related medical 

conditions, marital status, status as a veteran, genetic information or disability is 

prohibited. Personnel decisions are based on merit and the ability to perform the 

essential functions of the job, with or without reasonable accommodation. 

 

The School Board of the City of Manassas provides facilities, programs and activities 

that are accessible, usable and available to qualified persons with disabilities. Further, 
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the School Board of the City of Manassas does not discriminate against qualified 

persons with disabilities in the provision of health, welfare and other social services. 

If you suspect discrimination, please contact the Executive Director of Human 

Resources via email at bwingfield@mcpsva.org, or by phone at (571) 377-6025 or at 

8700 Centreville Road, Suite 310, Manassas, Virginia.  

Nondiscrimination Policy 

The School Board of the City of Manassas is committed to nondiscrimination with 

regard to sex, sexual orientation gender, gender identity race, color, national origin, 

disability, religion, ancestry, age, marital status, pregnancy, childbirth or related 

medical conditions, disability, status as a veteran, genetic information or any other 

characteristic protected by law. This commitment prevails in all of its policies and 

practices concerning staff, students, educational programs and services, and 

individuals and entities with whom the Board does business. 

Mission 

Manassas City Public Schools, in partnership with the community, will provide an 

innovative, engaging, inspiring, and challenging learning environment for all students. 

Vision 

Each student will achieve his or her maximum potential as a productive citizen of the 

21st century.  

Beliefs 

 We believe students must have access to high-quality instruction to develop 

skills to support their success and on-time graduation. 

 We believe student learning must include opportunities for critical thinking, 

collaboration, communication, creativity, and citizenship. 

 We believe in open, proactive, communication as one community in support of 

student success.  
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 We believe financial decisions shall be based on an inclusive and open process 

that supports student learning. 

 We believe in an innovative, safe, and orderly environment that maximizes 

student performance. 

Criminal History Background Check 

The 1989 General Assembly amended and reenacted §19.2-389 and §22.1-296.2 of 

the Code of Virginia. These statutory laws relate to criminal history information 

concerning individuals accepting employment, to include the Manassas City Public 

Schools. Manassas City Public Schools is permitted to obtain a Virginia criminal 

history record check on prospective employees. In addition, as a condition of 

employment, individuals accepting employment with Manassas City Public Schools 

must submit to fingerprinting and a criminal history record check. Employment is 

contingent upon receipt, review, and acceptance of the results.  
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MCPS School Board Members and Division Superintendent  

The School Board of the City of Manassas is comprised of seven members who are 

elected by the citizens of the City of Manassas.  

Suzanne W. Seaberg, Chair 

Lisa A. Stevens, Vice Chair 

Christina Brooks 

Alex Iqbal 

Carl Hollingsworth 

Robyn Williams 

Jill Spall 

Dr. Kevin Newman, Superintendent of Schools 

Contact Information for Substitutes 

The staff members in the finance and human resources department can assist you with 

questions you may have concerning pay or job opportunities.  

Finance Department 

(571) 377-6036 

 Rosey Wade, Payroll Coordinator 
 Pam Hardy, Payroll Coordinator 

Human Resources Department 

(571) 377-6068 

 Billie Kay Wingfield, Executive Director of Human Resources 

 Alloyia Sims, Substitute Specialist 

 TBD, Human Resources Specialist  

 Donna Wood, Licensure Analyst 
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Substitute Coordinators 

Substitute Coordinators oversee the placement of and assist substitute teachers. 

Listed below are the Substitute Coordinators for each school:   

Baldwin Elementary School 

 Michelle Friend (571) 377-6103 

Jennie Dean Elementary School 

 Candice Francis (571) 377-6304 

Haydon Elementary School 

 Alicia Portillo (571) 377-6205 

George Round Elementary School 

 Chana Richitt (571) 377-6402 

Weems Elementary School 

 Jessica Gloesslein (571) 377-6501 

Baldwin Intermediate School 

 Teresa Bryson (571) 921-8003 

Mayfield Intermediate School 

 Dawn Porter (571) 377-6607 

Metz Middle School 

 Kelly Sheldon (571) 377-6816 

Osbourn High School 

 Carissa Diaz (571) 377-7250 
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School Contact Information 

 

Baldwin Elementary – Grades Pre K – 4  
1978 Eagle Way 
Manassas, VA 20110 

Dave Rupert, Principal 
Katie Boligitz, Assistant Principal 

571-377-6100 
 
Baldwin Intermediate – Grades 5 – 6  
1978 Eagle Way  
Manassas, VA 20110 

Juliet Finnegan, Principal  
Marlon Mohammed, Assistant Principal 

571-921-8000 
 
Haydon Elementary – Grades Pre K – 4 
9075 Park Avenue 
Manassas, VA 20110 

Karris Brooks, Principal  
Heather Stokes, Assistant Principal 

571-377-6200 
 
Jennie Dean Elementary – Grades Pre K – 4   
1601 Prince William Street 
Manassas, VA 20110 

Brian Coleman, Principal  
Eric Mauck, Assistant Principal 

571-377-6300 
 
Round Elementary – Grades Pre K – 4 
10100 Hastings Drive  
Manassas, VA 20110 

Andrew Wilson, Principal  
Natalie Short, Assistant Principal  

571-377-6400 
 
Weems Elementary – Grades Pre K – 4 
8750 Weems Road 
Manassas, VA 20110 

Michele Hupman, Principal  
Ashley Faaborg, Assistant Principal  

571-377-6500 
 
Mayfield Intermediate School – Grades 5 – 6 
9400 Mayfield Court  
Manassas, VA 20110 
571-377-6600 

Donnie Frischkorn, Principal 
Brian Moore, Assistant Principal  
Kelli Huntley, Assistant Principal 

Metz Middle School – Grades 7 – 8  
9950 Wellington Road 
Manassas, VA 20110 
571-377-6800 

Gary Morris, Principal  
Warren Carrington, Assistant Principal 
Sarah Milhoan, Assistant Principal 
Tracy Sawyers, Assistant Principal  

 
Osbourn High School – Grades 9 – 12 
1977 Eagle Way  
Manassas, VA 20110 
571-377-7000 
 
 

Mike Pflugrath, Principal 
Betsey Ingles-Whitaker, Associate Principal  
Amy Balint, Assistant Principal  
Derek Smith, Assistant Principal 
Bob Nitowski, Assistant Principal 
Karla Hogan, Assistant Principal  
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Requirements 
 
Manassas City Public Schools requires that all substitutes work at least 10 (ten) 

full, or 20 (twenty) half days over the course of the school year. This equates to 

working one full day per month. Those who do not may be removed from the 

substitute pool. 

 

Long-Term Substitute Teacher 

An applicant should have a four-year degree in order to become a long-term 

substitute teacher. The long-term substitute rate of pay will start on the first day of 

the assignment, and continue until the end of the substitute assignment. No 

substitute shall be used to fill a vacancy for more than 90 teaching days during one 

school year (8 VAC 20-671-320). In rare instances when a licensed teacher cannot 

be employed, the school division may request an exception from the Virginia 

Department of Education. 

 

Absence Management  

Absence Management is an automated substitute placement and absence 

management system. All substitutes are required to accept assignments through 

Absence Management via the telephone or by proactively logging into the system. 

Login details for Absence Management are e-mailed to substitutes upon completion of 

orientation and substitute shadowing. The day of an assignment, substitutes are 

required to check in at their assigned location with the Substitute Coordinator. They 

must sign in at the start of the day, and sign out when they leave to verify their 

attendance. Long-term substitutes must also complete and turn in a weekly time sheet. 

Please note, assignment times will vary dependent upon the schools scheduled hours 
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Absence Management Quick Start Guide for Substitutes 

This Absence Management Guide provides information and guidelines on how to: 

 Log on to the Absence Management system 

 Navigate the Absence Management website  

 Find and accept jobs online 

 Manage your schedule 

 Cancel an assignment 

 Manage your availability  

 Specify your call times 

 Change your PIN 

 Find and accept jobs over the phone 

 View user guides and training videos 

A copy of the QuickStart Guide can be accessed via the internet at 

http://help.frontlinek12.com/WebNav/Docs/SubstituteQuickStartGuide(English).pdf 

 

Job Cancellation 

Should there be a circumstance in which a substitute is unable to complete his/her 

assignment, it is the substitute’s responsibility to remove themselves from the position 

in Absence Management and notify the school’s Substitute Coordinator. If you cannot 

reach someone, please email or call the Substitute Specialist, Alloyia Sims at 571-377-

6023 or asims@mcpsva.org. Jobs cannot be cancelled online by the substitute 

within 1 hour of the start time. Short-notice cancellations risk leaving a job unfilled, 

causing an inconvenience to both the students and staff. Substitutes who cancel jobs 

the same day as the assignment cannot accept another job for that day. Repeated last 

minute cancelations may result in your removal from a school’s substitute list or 

deactivation as a substitute. Failure to cancel a job will result in a 24-hour penalty to 

the substitute. The substitute will be unable to accept new jobs within 12 hours.   
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Compensation 

Substitutes are paid on a semi-monthly basis. The rate of pay is as follows:  

Substitute Position Rate of Pay 

Bus Driver $18.63 / hour 

Bus Aide $14.60 / hour 

Cafeteria $13.90 / hour 

Custodian $13.90 / hour 

Clerical $82.50 / day 

Instructional Assistant $95.00 / day 

School Nurse $32.00 / hour 

School Security Officer $92.00 / day 

Translator $18.63 / hour 

Permanent Substitute Teacher $ 115.65 / day 

Teacher – Daily Rate (15 Days or Less)  

High School Graduate/College $114.00 / day 

Bachelor’s Degree or higher $136.00 / day 

MCPS Retired Teacher $144.00 / day 

  

Teacher – Long Term Rate 

(16 Consecutive Days in One Assignment) 

 

Bachelor’s Degree or higher $185.00 / day 

MCPS Retired Teacher $203.00 / day 

  

Substitute Teacher Training Rates   

Substitute Shadowing $82.50 / day 

Substitute Professional Development $100.00 / day 
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Resignation or Unavailability to Work 

If you no longer wish to substitute or are unavailable for a period of time for any 

reason, it is your responsibility to notify the Human Resource Department in writing. 

Failure to notify Human Resources will result in your name remaining on the list 

and continued phone calls. 

 

Required Work Hours 

There are only two types of substitute assignments, half day or full day. If you accept a 

position that is less than either of those, you must report at the beginning of the school 

day or at midday as indicated on the chart below. If you are unsure of your report time, 

please contact the school.  

 

 Full Day A.M. Half Day P.M. Half Day 

School Start End Start End Start End 

Baldwin Elementary 8:00 am 4:00 pm 8:00 am 12:00 pm 12:00 pm 4:00 pm 

Baldwin Intermediate 6:45 am 2:45 pm 6:45 am 10:45 am 10:45 am 2:45 pm 

Jennie Dean 8:00 am 4:00 pm 8:00 am 12:00 pm 12:00 pm 4:00 pm 

Haydon Elementary 8:30 am 4:30 pm 8:30 am 12:30 pm 12:30 pm 4:30 pm 

Mayfield Intermediate 6:45 am 2:45 pm 6:45 am 10:45 am 10:45 am 2:45 pm 

Metz Middle School 7:00 am 3:00 pm 7:00 am 11:00 am 11:00 am 3:00 pm 

Osbourn High School 7:45 am 3:45 pm 7:45 am 11:45 am 11:45 am 3:45 pm 

Round Elementary 8:30 am 4:30 pm 8:30 am 12:30 pm 12:30 pm 4:30 pm 

Weems Elementary 8:00 am 4:00 pm 8:00 am 12:00 pm 12:00 pm 4:00 pm 
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Substitute Training 

Substitute Orientation and Training is conducted year-round to train all new substitutes.  

Professional Development for Substitutes 

The Human Resources Department provides paid professional development throughout 

the school year for substitutes. Registration is required.  

Staff Development 

Substitute teachers may participate in staff development workshops offered by the 

Manassas City Public Schools for regular teachers. Compensation will not be provided 

for attending staff development. Exceptions may be made for long-term substitutes. 

Licensure 

MCPS substitutes with a Virginia teaching license may contact our licensure analyst 

regarding recertification. For more information or assistance, please contact the 

licensure analyst in the Department of Human Resources. 

Removal from the Substitute List 

A substitute who fails to serve satisfactorily or does not meet the expectations of a 

school administrator, may have his/her name removed from the school’s substitute 

roster. Depending on the nature and severity of the incident reported, the Executive 

Director of Human Resources may determine the need to permanently remove a 

substitute from the system and terminate his/her employment. In either case, the 

substitute will be notified in writing via the postal system.  

What a Substitute Should Expect 

 A substitute may be contacted for work as early as 5:30 a.m. the day of an 

assignment, or as late as 9:00 p.m. for future assignments. The automatic 

calling system can contact a substitute up to thirty (30) days in advance. We 

strongly recommend that substitutes keep calendars to reference jobs they 

have accepted.  

 A substitute should expect to be provided, from the school where they are 
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reporting for the substitute assignment, a student roster and, if applicable, a 

seating chart for each class.  

 A substitute should expect to be provided by the school complete lesson plans 

that are easy to read and designed to cover the time allotted for each subject.  

 If pertinent to the assignment, a substitute should receive information on 

students with medical and/or special education needs, with a reminder that the 

information is strictly confidential. If there is a question about a student’s health 

care needs, please consult the school nurse. 

 

School Guidelines 

Each school has been encouraged to inform substitutes of guidelines that will make 

the substitute’s day comfortable and rewarding. Ask your school’s administrative office 

for a copy of their guidelines. The guidelines should include some of the following: 

 Work hours 

 Classroom management of office procedures 

 Parking information  

 Daily schedules (activity bell, lunch, recess, etc.) 

 Layout of building for emergency exits 

 Introduction to an employee within the building that a substitute could contact if 

a problem arises 

 Explanation of forms, if needed, such as pupil attendance, tardy, discipline, 

referral, clinic pass 

 Explanation of the form a substitute would sign upon arrival and prior to 

departing the building 

 

Requirements for Arrival and Departure 

All substitutes must complete and turn in a weekly time sheet for each location. 

Payroll can be delayed if a timesheet is not submitted on time. You may also be 

required to sign in on arrival and sign out before leaving in the afternoon. 
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Classroom Responsibilities 

 

The information below identifies procedures substitutes are to follow on a daily basis: 

 Arrive early. Arrive at the school with sufficient time to organize your materials 

and familiarize yourself with school rules, bell times, and procedures.  

 Dress for authority. Dress in a professional manner. Do not assume that jeans 

are acceptable attire. As a substitute, you need to establish yourself as a role 

model. Avoid dressing like the students. Be sure your clothing covers you while 

bending, kneeling, reaching, sitting, etc. Substitutes working with preschoolers 

and special education students are advised to wear comfortable clothing. 

Substitute P.E. teachers and Substitute P.E. Instructional Assistants can wear 

appropriate athletic clothing and shoes.  

 Report to the school’s main office. Sign-in and pick up your schedule. Take 

advantage of available resources, starting with the main administrative office at 

the school or facility. Check with administrators, counselors, and secretaries to 

get any general information you will need to know that day. Collect the classroom 

keys, class rolls, schedule, and lesson plans. Ask about special assemblies or 

events scheduled for that day. 

 Introduce yourself. Write your name, today’s date, and the day’s lesson on the 

board. It is often helpful to number the assignments. Introduce yourself to the 

teacher next door or across the hall.  

 Greet students as they arrive. Have an opening activity for students to 

complete as they enter the classroom. This will ensure that the students sit down 

and become focused for the beginning of instruction.  

 Locate seating chart. Make sure to locate class seating chart(s) as soon as 

possible. Be on top of the roll call situation. Take roll and follow the school’s 

attendance reporting procedures. 

 Implement lesson plans. While you should typically find a well-planned lesson 

available for use, you can always ask another teacher for assistance. Follow all 
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lesson plans to the best of your ability. Leave a note as to why, if you were not 

able to adhere to the plans.  

 Supervise the students at all times. Students assigned to the regular 

classroom teacher must be supervised at all times. Never leave students alone. 

 Report to the school administration. Immediately report to the school 

administration any incidents involving student injuries, misconduct, suspected 

drug or alcohol use, suspicion of possession of weapons or other banned or 

illegal items, or suspicion of child abuse or neglect. 

 Familiarize yourself with school emergency procedures. The Safety in 

Schools section in this guide gives general guidelines but individual schools will 

provide you with information for their specific location. 

 Maintain good classroom discipline. Students are masters at detecting when 

people are insecure and they sometimes take advantage of the situation. 

Immediately contact the school administrator regarding major discipline issues.  

 Report any concerns you have to the school administrator. You are 

encouraged to speak with the school administrator, principal, and assistant 

principal(s) about any problems or concerns. Develop a working relationship 

with the administrators.  

 Maintain a professional relationship with administrators, staff, parents, 

and students. Be respectful of everyone you come in contact within the course 

of your substitute assignment. 

 Make sure the classroom is clean at the end of the day. Ask the students to 

take a few minutes to straighten up the classroom, return learning materials to 

their proper location, and put desks back in order the way that the regular 

teacher would leave them.  

 Leave a note for the teacher. Communicate, in writing, about the day’s events. 

Make it as easy as possible for the teacher to return to work. Try to provide 

specific, positive feedback about how the class day went. Be sure to include 

work covered as specified in the plan book, any change in the lesson plans and 



 

19 | P a g e  
Rev. 8/17/2022 

  

the reason, misconduct of students, and communication received from parents 

and students who were helpful and well behaved.  

Classroom Management Tips 

The following tips, if practiced routinely, may help eliminate classroom problems before 

they begin: 

 Take control early and let students know that rules will be enforced. Explain how 

you intend to manage the classroom through the instructional period/day lesson. 

Help students understand your intentions with a lesson. Making lessons 

interesting will help you keep students interested.  

 Students are familiar with discipline plans left by their teacher; please try to 

follow them.  

 Students may just be asking a neighbor a simple question. If problems persist, 

then start with a positive reminder. Making eye contact can sometimes be a 

reminder to students that you have an idea they are causing a problem.  

 Moving around the room will help keep all students involved in the lesson. 

Moving to students who are causing problems will sometimes get them to stop 

acting inappropriately.  

 Never degrade or intimidate students when disciplining. Always stick to the 

rules. Remember, being fair and consistent is an important feature of working 

with students.  

 As the adult in the classroom the substitute is expected to be the authority 

figure. Treat all students with respect. Avoid discussions that contain 

controversial topics, personal qualities, decisions, opinions, or judgements.  

 

Student Health and Welfare 

 

Suicide Prevention  

Suicide is the third leading cause of death in Virginia for ages 10-24 years of age. If you 
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have concerns about a student’s well-being, contact a school counselor or school 

administrator immediately.  

Addressing Food Allergies in the Schools 

We are responsible for the health and safety of our children while at school. A food 

allergy is the most common cause of anaphylaxis, a life-threatening reaction. 

Anaphylaxis is a serious allergic reaction that is rapid in onset and may/can cause 

death. Epi-pens are stocked at all school sites and there is an Epi-pen Rescue Team at 

each school. It is very important that you are aware of all students with life threatening 

allergies. Many parents provide Epi-pens for their children and we have a prescription 

for them while at school. The school nurse will notify you of students with allergies. 

Know all of your students’ life-threatening food allergies. Listed below are directives to 

assist you in avoiding a student’s allergic reaction to food: 

 Avoid using food for activities 

 Watch that students don’t share food at recess or when going to and from buses 

 For any field trip, be sure you have emergency medications on the trip and know 

the emergency action plan 

 Do not allow students to trade food at lunch or at snack time 

 Read ingredient labels for all foods used by a student with allergies when foods 

are not brought from his/her home  

This regulation can be viewed at:   

http://go.boarddocs.com/va/mcpsva/Board.nsf/goto?open&id=AENQ6667BABF  

 

Bloodborne Pathogen Training for School Personnel 

Bloodborne Pathogens are infectious materials in human blood and bodily fluids that 

can cause disease in humans. Exposure can result in serious illness. All staff should 

treat all blood and body fluids as potentially infectious. It is impossible to tell who is 

infected with Hepatitis or HIV. Manassas City Public Schools has an Exposure Control 

Plan in place. You must wear gloves any time you come in contact with blood. It is 
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important to wash your hands frequently when working with students and use a barrier if 

you come in contact with blood. If you do come in contact with blood and are 

unprotected, report it to your school nurse.  

Medication for Students 

If possible, parents are advised to give medications at home and on a schedule other 

than during school hours. If it is necessary for a medication to be given during school 

hours, the procedures set forth in Manassas City Public School Policy JHCD-M shall be 

followed, which are highlighted below: 

1. Employees of the School Board of the City of Manassas may give 

nonprescription medication to students only with the written permission of the 

parent or guardian. Such permission shall include the name of the medication, 

the required dosage of the medication, and the time the medicine is to be given. 

Such medicine must be in the original container and delivered to the principal, 

school nurse, or school division designee by the parent or guardian of the 

student. 

2. Employees of the School Board of the City of Manassas may give medication 

prescribed for individual students only pursuant to the written order of a 

physician, physician assistant, or nurse practitioner and with written permission 

from the student’s parent or guardian. Such medicine must be in the original 

container and delivered to the principal, school nurse, or school division 

designee by the parent or guardian of the student. 

3. Each enrolled student who is diagnosed with diabetes, with parental consent 

and written approval from the prescriber, is permitted to: 

 carry with them and use supplies, including a reasonable and appropriate 

short-term supply of carbohydrates, an insulin pump, and equipment for 

immediate treatment of high and low blood glucose levels, and 

 self-check his own blood glucose levels on school buses, on school property, 

and at school-sponsored activities. 

4. Students with a diagnosis of asthma or anaphylaxis, or both, are permitted to 
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possess and self-administer inhaled asthma medications or auto-injectable 

epinephrine, or both, as the case may be, in accordance with this policy during 

the school day, at school-sponsored activities, or while on a school bus or other 

school property. 

 Written parental consent that the student may self-administer inhaled asthma 

medications or auto-injectable epinephrine, or both, is on file with the school. 

 Written notice from the student’s health care provider is on file with the 

school, indicating the identity of the student, stating the diagnosis of asthma 

or anaphylaxis, or both, and approving self-administration of inhaled asthma 

medications or auto-injectable epinephrine, or both, that have been 

prescribed for the student; specifying the name and dosage of the 

medication, the frequency in which it is to be administered and the 

circumstances which may warrant its use; and attesting to the student’s 

demonstrated ability to safely and effectively self-administer the medication. 

Professional Expectations 

Our school community encompasses a wide variety of races, ethnicities, cultures and 

religions. MCPS’ employees strive to treat each student and staff member with respect. 

School personnel perform on two equal levels, as professionals and as adult role 

models. 

 

Tobacco Use 

The use of tobacco products on school property, including all schools and school 

athletic facilities, parking lots and grounds, support facilities and vehicles including 

school buses, is strictly prohibited. The link for this policy is  

http://go.boarddocs.com/va/mcpsva/Board.nsf/goto?open&id=AEHMP9563DD2  

 

Alcohol, Drugs, and Narcotics 

It is the policy of MCPS to prohibit employees from being under the influence of and to 

prohibit the use, sale, dispensing, possession, or manufacture of illegal drugs and 
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narcotics or alcoholic beverages on its premises, on or in school buses or vehicles. This 

prohibition also covers all legal or prescription drugs which impair an employee’s ability 

to perform his/her job safely or properly.  

 

Corporal Punishment 

No employee of MCPS shall subject a student to corporal punishment. “Corporal 

punishment” means the infliction of, or causing the infliction of, physical pain on a 

student as a means of discipline.  

 

Confidentiality 

During your employment within a MCPS facility there may be times when you will have 

access to or become aware of information concerning students, their families, and even 

staff. As an MCPS employee you are expected to understand the confidential nature of 

the information and treat it accordingly. This also includes the school work, grades, and 

classroom behavior of a student. 

 

Technology Use Guidelines for Staff 

Access to the division’s computer system shall be (1) for the purposes of education or 

research and be consistent with the educational objectives of the division or (2) for 

legitimate school business. The use of the division’s computer system is a privilege, not 

a right. The link for this regulation is 

http://go.boarddocs.com/va/mcpsva/Board.nsf/goto?open&id=C38KCE50AEF6  

 

Electronic Media/Social Networking 

Use of cell phones, personal laptops and other personal electronic media is prohibited 

during your substitute assignment. Under no circumstances can substitutes take photos 

of students or staff or allow themselves to be photographed. Nothing regarding your 

employment as a substitute should appear on social network pages such as Facebook, 

Twitter, Snapchat, Instagram, or YouTube. Do not share your personal information with 

students or receive e-mail addresses or phone numbers from them. Use of social 
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networks to interact with students is prohibited.  

 

Prohibition Against Harassment and Retaliation 

The School Board of the City of Manassas is committed to maintaining an educational 

environment and workplace that is free from harassment.  In accordance with law, the 

Board prohibits harassment against students, employees, or others on the basis of sex, 

sexual orientation, gender, gender identity, race, color, national origin, disability, 

religion, ancestry, age, marital status, pregnancy, childbirth or related medical 

conditions, status as a veteran, genetic information or any other characteristic 

protected by law or based on a belief that such characteristic exists, hereinafter 

referred to as protected group status, at school or any school sponsored activity.The 

School Board of the City of Manassas is an equal opportunity employer. This policy can 

be viewed at: 

http://go.boarddocs.com/va/mcpsva/Board.nsf/goto?open&id=C38KDB50C1C1  

 

Attendance  

Punctual and regular attendance is an essential responsibility of each substitute. 

Tardiness or absence causes problems for students and administrators and disrupts the 

workflow. If you accept an assignment you are expected to show up on time. Consistent 

patterns of excessive cancellations, “no shows”, or tardiness may result in removal from 

the substitute list.  

 

Inclement Weather and Emergency Management 

When, in the judgement of the Superintendent/designee, conditions exist which are 

hazardous to the health and safety of students and employees, the 

Superintendent/designee shall take the appropriate action by: 

1. Delaying the opening of schools. 

2. Dismissing students early from schools. 

3. Closing school or division for the entire day, or 

4. Taking other action necessary to safeguard the health and safety of students and 
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employees.  

The decision to close schools for an entire day or to delay school openings will be made 

as early as possible prior to scheduled start times. Except in unusual circumstances 

demanding emergency measures, the decision will be made prior to 5:30 a.m. on the 

morning of a closing or delay in opening, so that the information can be broadcast on 

the news media prior to 6:00 a.m. When no information is given on radio, television, or 

our website, schools will be open. 

 

Media Outlets 

The following television, radio, and internet sites are used to announce Manassas City 

Public Schools’ delays, closings, and other division actions:  

 

 

*Spanish stations 

 

 
TELEVISION  

 
AM RADIO 

 
FM RADIO  

 
INTERNET  

 

NEWS4 
Channel 4 

  

WMAL 630 
WOL 1450 

WINC 92.5 
WBIG 100.3 

Manassas City Public Schools 
www.mcpsva.org*  

 

FOXTV 
Channel 5 

  

WTEM 980 
WACA 1540* 

WHUR 96.3 
WAVA 105.1 

MCPS Facebook 
www.facebook.com/manassascitypublicschoo
ls/  

WJLA 
Channel 7 

  
WWRC 1260 

WPGC 95.5 
WTOP 103.5 

What’s Up Prince William 
https://whatsupwoodbridge.com/  

 

NEWS 
Channel 8 

  

WYSK 1350* 
WHUR 96.3 
WAVA 105.1 

MCPS Mobile App  

WUSA 
Channel 9 

  
WZHF 1390* 

WASH 97.1 
WJZW 105.9 

Manassas Patch 
https://patch.com/virginia/manassas 
 
Potomac Local 
https://potomaclocal.com/news/manassas/  

MCPS Cable 
Comcast: Channel 18 

WKCW 1420* 
WMZQ 98.7 
WRQX 107.3 

Inside NOVA 
https://www.insidenova.com/ 
  

 
Verizon: Channel 39 

 
  

 WLZL 99.1*   
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Manassas City Public Schools uses the division’s Connect 5 system to inform parents 

and employees of weather-related closings and delayed school openings. It is our goal 

to notify the public by 6:00 a.m.  

 

2 Hour Delayed Opening  

During a two-hour delayed opening, the following events will occur: 

 Students in all schools arrive two hours late. 

 Morning buses will be two hours late. Students will use regular bus stops unless 

noted otherwise. 

 Field trips may be canceled pending weather conditions. 

 Athletic trips may be approved by Superintendent/designee and Director of 

Transportation on a case-by-case basis pending assessment of road conditions 

and weather predictions.  

 Lunch will be served at all schools. 

 The Minnieland SAC before school program will open at 9:55 a.m. for Weems 

and 10:20 a.m. for Round. The Boys and Girls Club (Dean) opens at 6:00 a.m. 

 Gifted & Talented (GT) Center classes at Haydon for third or fourth graders will 

be canceled for that day. 

 

Early Closing  

When schools are closed early because of emergency conditions: 

 Students will be dismissed early as determined by the Superintendent/designee. 

 After school program (Minnieland SAC at Weems and Round) will not be open. 

 Lunch will be served unless notified otherwise by the Superintendent/designee. 

 

School Closed – Code Blue  

All classes and school activities (day and evening), including Minnieland SAC, adult 

education classes, and recreational programs are canceled. The school system is 

closed down.  
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School Closed – Code Gray  

All classes and school activities (day and evening), including Minnieland SAC, adult 

education classes, and recreational programs are canceled. School buses will not 

operate. Rare exceptions may be made for important activities that cannot be 

rescheduled. All exceptions will be approved by the Superintendent/designee. 

 

Substitute Teacher Responsibilities during Emergency Situations 

Substitute teachers are responsible for implementing appropriate procedures to protect 

students. Be sure to know the emergency procedures for the school you are substituting 

in and how to contact the main office in the event of an emergency. Locate fire drill and 

tornado drill maps in the classroom and be familiar with evacuation procedures. In 

addition, as a substitute teacher, you should be familiar with and prepared to handle the 

following topics/situations: 

 Emergency Management Overview 

The safety and well-being of students, staff, and community is always our top 

priority. We always strive for safe and secure schools. We have a Crisis 

Management Plan at each school site and update it annually to ensure that all 

students and staff can have a safe and positive school experience. Drills occur 

regularly so we are prepared to handle any crisis. There is a Crisis Response 

Team at each school site. Know your part and make the right decision at the right 

time. Additional information may be obtained at: 

http://go.boarddocs.com/va/mcpsva/Board.nsf/goto?open&id=AEATAE766830 
 

 Culture of Safety 

Every staff member should be aware of potential hazards in their work 

environment and promote safety at all times. Successful risk reduction begins 

with people. Safety impacts on quality of life and insurance rates. Safety is a 

serious issue. Manassas City Public Schools provides a culture of safety for all 

students, staff, and visitors. Additional information may be obtained at: 
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 Safety Drill Information 

Manassas City Public Schools has designated codes and drills. The listing below 

identifies the codes and drills along with specific instructions for each: 

Lockdown (Armed Intruder, Hostage, Shooting, Weapons Incident) 

 Conduct a visual check of hallway for students and staff. Quietly 

bring anyone in the hall into your room.  

 Do not allow anyone to leave the classroom. 

 LOCK and close the classroom door. Cover the windows. Turn off 

the lights. 

 EVERYONE (staff and students) should assume the “drop and 

cover” position out of line of sight and silent.  

 Take roll. Prepare a list of unaccounted for students or staff and any 

additional people in your room.  

 DO NOT ANSWER OR OPEN THE DOOR FOR ANYONE! 

 Emergency Response Personnel will have a key for access. An “All 

Clear” will be issued door to door.  

 

Evacuation (Fire Drill, Bomb Threats, Gas Leak)  

 Turn off the classroom lights and close the classroom door. 

 Take the class roll and the RED EMERGENCY BAG with you. Bring 

your Walkie Talkie if you have one and turn it on. (Staff members 

may want to bring their purses with them if they can grab them 

quickly.)  

 Quietly exit the building through the designated evacuation route.  

 Take the class roll once you have evacuated. Prepare a list of 

unaccounted for students or staff and any additional people with your 

class. 

 Remain at the evacuation site until the “All Clear” is given. 
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Secure the Building (Conditions outside/community to keep students inside 

– terrorists, angry individual in building, fight, canine sweep) 

 LOCK the classroom door; keep it closed. 

 Bring everyone indoors including those in trailer- if safe to do so. 

 May be instructed to shelter-in-place – i.e. cafeteria or gym. 

 Contact the office about unaccounted for students and staff. 

 Continue with normal instruction. 

 Wait for the “All Clear” to be given. 

 

Tornado Drill 

 Bring students to the tornado shelter area (designated interior rooms 

or spaces in the hallway) 

 Signs are placed in the building that indicate safe shelter areas.  

 EVERYONE (staff and students) must sit on the floor facing the wall 

and cover their heads.  

 Stay away from doors and windows.  

 

Earthquake Drill 

 EVERYONE (staff and students) performs the DROP, COVER, and 

HOLD procedure until the shaking stops. 

 Take cover under a desk or table by dropping to the knees with 

backs towards windows and protecting their heads using one arm 

while using the other arm to hold onto the desk or table. Hold on to 

furniture legs if the furniture moves.  

 If you are outside, move to an open area away from buildings, trees, 

and power lines.  

 Once the shaking has stopped, assist any injured staff and students. 

 Once the administrator determines it is safe, Code B (Evacuation) 

will be initiated. 
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CALENDAR SUBJECT TO PERIODIC REVISION BY THE SCHOOL BOARD 

2022-2023 School Year Calendar 

Approved 2/8/2022  
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Period Covered Payday 
July 30 – August 5 

August 31 
August 6 – August 12 
August 13 – August 19 

September 15 
August 20 – August 26 
August 27 – September 2 

September 30 September 3 – September 9 
September 10 – September 16 
September 17 – September 23 

October 14 
September 24 – September 30 
October 1 – October 7 

October 31 
October 8 – October 14  
October 15 – October 21 

November 15 
October 22 – October 28 
October 29 – November 4 

November 30 
November 5 – November 11 
November 12 – November 18 

December 15 
November 19 -November 25 
November 26 – December 2 

December 23 
December 3 –December 9 
December 10 – December 16 

January 13, 
2023 

December 17 – December 23 
December 24 – December 30 

 

 

Period Covered Payday 
December 31, 2022 – January 6, 
2023 January 31 
January 7 – January 13 
January 14 – January 20 

February 15 
January 21 – January 27 
January 28 – February 3 

February 28 
February 4 – February 10 
February 11 – February 17 

March 15 
February 18 – February 24 
February 25 – March 3 

March 31 March 4 – March 10 
March 11 – March 17  
March 18 – March 24 

April 14 
March 25 – March 31  
April 1 – April 7 

April 28 
April 8 – April 14 
April 15 – April 21 

May 15 
April 22 – April 28 
April 29 – May 5 

May 31 
May 6 – May 12 
May 13 – May 19 

June 15 
May 20 – May 26 
May 27 – June 2 
June 3 – June 9 June 30 
June 10 – June 16 

 

 

 

 

2022 – 2023 School Year 

Substitute Payroll Dates 
  

 1st Day of School – August 10, 2022 

 Last Day of School – May 31, 2023 
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will to the occasion by recognizing Substitutes 

for the 2021-2022 school year and beyond! 

 

Substitute Recognition and Awards 

 

 

 

                                

Recognize New award programs will be introduced to our Subs for the 2021-2022 

school year. The S.T.A.R. program will also be promoted to remind staff 

that it includes Subs. Check out the Sub Homepage at 

https://www.mcpsva.org/substitute to view a full list of programs. 

Invite Help recruit for Subs! Spread the word that our Subs are dedicated and 

hardworking and we recognize them for their contributions. Learn more 

about the Sub recognition programs and how you can nominate by 

visiting the Sub Homepage! 

Salute There is no time like now! If you see a Sub, easily recognized by a blue 

staff lanyard, say “Thank You!” to show your appreciation. 

Encourage We want to inspire Subs to work for MCPS and return year after year! 

Providing positive feedback and showing appreciation, will encourage 

Subs to work at your location when you are in need. 
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2022-2023 Award Programs 

S.T.A.R. Program 

Compliments are submitted using the S.T.A.R. nomination form on the MCPS  
homepage. The Substitute will receive a S.T.A.R. Substitute lanyard with the first  
nomination. For each additional nomination, the Substitute will receive S.T.A.R. 
pins to place on the S.T.A.R. Substitute lanyard.  
 

Most Helpful Award 

Awarded to the Substitute who works the most full-day shifts during the school  
year. The substitute category (clerical, teacher, bus driver, etc.) is not a factor. 
 

Most Accommodating Award 

Awarded to the Substitute who picks up the most Long-Term Substitute 
assignments during the school year. Assignments will be counted individually. 
 

Most Resourceful Award 

Awarded to the Substitute who can recruit the most subs to join the MCPS team!  
To be counted, a recruit must include the Substitute’s name on his/her 
application. Once a recruit is hired, to remain eligible he/she: 

 must be active for at least 60 days. 
 must be active at the time the award is given. 
 must have worked a minimum of 5 assignments at the time the award is given.  

 

All-Around All-Star Raffle 

Substitute Coordinators will submit nominations. One nomination will be  
accepted per school. The name and description of why the sub was the most  
helpful to the school during the school year must be submitted to Human  
Resources by the deadline (TBD). A raffle will be held to present 1st, 2nd, and 3rd 
place prize winners. 
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Substitute Monthly Bonus 

 

We appreciate your commitment and encourage you to work on a regular basis. 
If you qualify for the Monthly Bonus, you can receive $250! 

 

Eligibility 

 Substitutes must work 10 full days or 20 half days within a month. 
 

Payment 

 The $250 bonus will be paid out on the last paycheck of the following month. 

 

Substitute Referral Bonus 

 

We are always looking for great substitutes to join the MCPS team! Refer any 
substitute and receive $100! 

 

To receive credit for the new hire, your first and last name must be on the Manassas 
City Public Schools employment application under General Information: “How did you 
learn about this position?” 

 

Eligibility 

 Human Resources staff and administrators are not eligible to participate. 
 

Payment 

 To be paid the bonus, the new substitute must have worked at least 5 full days. 
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“Sub”sational Substitute Checklist 

Preparing for your assignment: 

 Dress neatly and appropriately for the assignment. 
 If possible, arrive at least 20 minutes prior to the beginning of your shift. 
 Be sure to bring your sense of humor along and your personalized Super-Sub 

Pack (optional). 
 Bring the following with you: your substitute ID badge, the name of the 

teacher/staff member for whom you are subbing, and the job number from 
Absence Management. 

Prior to entering the class: 

 Report to the main office to sign in. 
 Ask for a copy of the school’s guidelines (student pass directions, playground 

rules, bus duty, lunch procedures, etc.). 
 Ask if there will be any special duties associated with the regular employee’s 

assignment (drills/testing/etc.) 
 Find out how to refer a student to the office. 
 Look for fire alarm, evacuation, and other drill procedures. 
 Check on location of gloves and additional personal protective equipment for 

possible exposure incidents. 
 Note if any child in your classroom has medical concerns. 
 Find out how to report absences and tardiness.  
 Locate the restrooms, employees’ lounge, and health clinic. 
 Ask for the names of the teachers on both sides of your classroom and, if 

possible, introduce yourself to them. 

In the classroom: 

 Enter the classroom with confidence. Your first impression will take you a long 
way. 

 Check for the exit map located by the door and for the emergency call button (if 
available). 

 Locate sub plans. If you cannot find them, check with another teacher or the 
office staff. 

 Write your name on the board and introduce yourself. 
 Review lesson plans and follow as closely as possible. 
 If audio or visual equipment is needed, make sure it is in the classroom and 

working properly before class starts. 
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 If money is to be collected, record the amount, the name of the pupil, and the 
purpose for the collection on a sheet to be turned in to the office at the end of 
the school day. 

 Check to see if all the books, handouts, and paper are close at hand or in the 
classroom. 

 Check the seating chart. 

End of the day: 

 Remind students of homework. Have students clean their desks and the area 
around their desks. 

 Leave desk, books, and room in good order. 
 Be sure to leave a note for the teacher giving details for the day. 
 Return to the front office. If applicable, turn in any money collected. 
 Sign out and turn in any materials you may have. 

 

“Sub”sational Ideas – Super Sub Pack 

There will be situations when the teacher will leave lesson plans that are difficult to 

decipher or too short for the time available. These situations leave you with the task of 

having to fill that time with manageable and worthwhile activities for students. Every 

good substitute should have a backup plan and carry some basic teaching supplies. 

The following items listed below can help you create your own “SUPER SUB PACK” 

 The Substitute Handbook 
 A Package of Colored Markers or Pencils 
 Several Ball Point Pens (Red, Blue, Black) 
 Pencils 
 A Roll of Tape 
 A Pair of Scissors 
 Activity Books (Age Appropriate for Reference) 
 A Few Favorite Reading or Picture Books (Age Appropriate) 
 A Number Cube for Games 
 Several Post It Notes 
 Name Tags 
 5 X 8 Cards 
 Non-Food Item Rewards (Unscented stickers, mini trophies, etc.) 
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Substitute Online Resources 

Read this article from We Are Teachers for some great ideas! 

 

50 Tips, Tricks and Ideas for Substitute Teachers 

https://www.weareteachers.com/50-tips-tricks-and-ideas-for-substitute-teachers/  

Printable Sub Kits for Grades K-8 
 
https://www.teachervision.com/substitute-teacher-resources  
 
11 Key Tips for Substitute Teachers 

https://www.indeed.com/career-advice/career-development/substitute-teacher-
tips 
 
National Safe Schools Council 

www.schoolsafety.us 

SafeKids.com 

www.safekids.com  

National Program for Playground Safety 

www.uni.edu/playground 

 

Suggestions 

Substitute teaching is a demanding yet rewarding job. We hope this handbook provides 

you with the information you need to make your employment with MCPS successful. All 

suggestions and comments are welcome. Please send email to: asims@mcpsva.org 
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Frequently Asked Questions 

 
  

1. What if I show up for a job assignment and someone else is there with the 
same job number?  
 
Please do not leave the school. Go to the front office and ask for the school’s 
Substitute Coordinator for further assistance.  

 
2. I accepted a job, and verified it the morning of, but when I got to the 

school I was told it was cancelled. What should I do?  
 
Please do not leave the school. Go to the front office and ask for the school’s 
Substitute Coordinator for further assistance. 
 

3. I accepted a job, but when I got to the school I was told it was cancelled. 
The school informed me they tried to call me for an hour or more with no 
success. What should I do?  
 
If the school tries to call you and has no success in reaching you, MCPS will not 
pay you. You can try to find another job by accessing Absence Management 
online or by phone at 1-800-942-3767.  
 

4. I did not get paid for all the hours I worked. What should I do?  
 
Please reach out to the school’s Substitute Coordinator for further assistance. 
Your hours will have to be verified with your sign in/out records and/or 
timesheets. 
 

5. Do substitutes receive badges?  
 
Yes, substitutes will receive a photo badge from the Human Resources 
Department. This badge will not gain you access in to any schools. 
 

6. I forgot my Absence Management Log In Information. How can I get it 
again?  
 
Visit https://www.frontlineeducation.com/signin/ and click Forgot ID or 
Username OR Forgot PIN or Password. Follow the instructions. 
 

7. I misplaced my Absence Management PIN. How can I get it again?  
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Visit https://login.frontlineeducation.com/ and click Forgot PIN or Password. 
Follow the instructions. 
 

8. How do I add preferred schools to my profile?  
 
Please log in to Absence Management. Click “Preferences”. Select “Schools” in 
the sidebar. Choose “Show me assignments of the schools selected below”. 
You can now add or remove the necessary locations. 

 
9. How often do I have to work to remain an active MCPS Substitute?  

 
You must work at least 10 (ten) full or 20 (twenty) half days within a school year 
excluding the summer months.  
 

10. Are substitutes eligible for benefits?  
 
No, benefits are not offered to substitutes.  

11. Do substitute assistants get long-term pay?  
 
Yes, there is long-term pay for substitute assistants.  

12. Can we leave the school premises during our lunch time?  
 
No, we ask our substitutes to remain at the school during their lunch break. 
 

13. Are substitutes allowed to sub in their child’s school?  
 
Yes, you are allowed to sub at your child’s school. However, we do not 
recommend substituting in the same classroom. 
 

14. I am subbing at a school for one day, and the teacher has a planning 
period. What should I do during this time?  
 
When arriving for an assignment, speak to the Substitute Coordinator or the 
front office for an assignment to do during that time frame. They may assign hall 
duty, bus duty, working in the front office, etc.  
 

15. Are jobs offered to substitutes during the summer?  
 
Manassas City Public Schools does not have jobs for substitutes during the 
summer.  


