
Classified Substitutes FAQ 
 
Schools  

● Woodland has 6 schools that could have a substitute position become available. Columbia Elementary 
School is grades PRE K-4, North Fork Elementary School is grades K-4, Woodland Middle School is 
grades 5-8, Woodland High School is grades 9-12, TEAM is an alternative high school program, Yale is a 
remote and necessary school grades K-4.  

● Paraeducator substitutes will check in at the front office of the school before going to your assignment. 
Cook substitutes will check in with the head cook in the kitchen. Custodial substitutes will check in with 
Tegan Steen, facilities secretary, prior to their shift. 

● You can find out more about each of the schools on our website including directions and contact 
information.  

 
Classified Substitutes (Paraeducator, Cook, Custodial, Secretary) 

● Paraeducator is an umbrella of many jobs. Recess is an aide on the playground. Instructional Assistant is 
an aide in the classroom. ELL Instructional Assistants work with our bilingual students in small group 
instruction in the ELL room and support them in the general education classroom under the direction of the 
classroom teacher.  Title 1 or Learning Assistance Program (LAP)  are support staff who work with 
individual students, small groups or within the classroom setting with students that need extra support in 
math or reading. Special Education will be working with our special need students and can be either an 
Instructional aide in a resource room classroom teaching small group in math, reading or writing or one on 
one which is working with one student supporting them within the general education classroom under the 
direction of the special education teacher as well as the general education teacher. Diverse support is 
working with our most high need students usually in a diverse support classroom and some time within the 
general education classroom as well. If you have any questions concerning the title of the job please 
contact the secretary at the school for more information. 

● Food service has earlier start times than paraeducators to ensure food is prepared in time for students. If a 
kitchen has a last minute absence that needs to be filled they will call as soon as the need is known. If a 
cook wakes up sick the call could be as early as 4:00 am with a start time as early as 5:30 am or as late as 
10:30 am, depending on the school. If you are interested in working in the kitchens please let me know. 
We will need a current food handlers card and a signed guidelines for cooks. 

● Custodial substitutes could work different shifts at different schools. If you are interested in interviewing as 
a custodial substitute let Nicole know and she will work with Scott Landrigan. 

● Secretary - If you are interested in being a secretary substitute you will work with the individual schools to 
check their need and process. 

 
Dress 

● Paraeducators - Dress according to the job you will be filling taking into account weather if outside and 
movability with kids. Please dress in a way that communicates you are a professional. 

● Food Service - Make sure to follow the food service guidelines when substituting in a kitchen. 
● Custodial - Clothing should be clean and appropriate for the job and the weather.  

 
Cell Phones 

● While at work, substitutes should not  use their cell phones except during breaks or lunch. Personal calls 
during the workday interfere with employee productivity and can be distracting to others.  
 

Start and End Times 
● Please make sure you give yourself enough time when you check into the school to get to where your 

assignment is located 



Confidentiality 
● In many situations we are bound by FERPA and/or HIPPA 
● Some of what is discussed in the schools is confidential. To  honor the privacy of students, employees and 

the community, it is an expectation that matters of confidentiality are not shared with anyone else. 
● When information is being shared with you, ask yourself these two questions. Do I need to know? Is this 

the right place for this conversation to happen? Respond accordingly. 
 

Log-Ins 
● You will receive log-ins to three programs: 

○ Skyward - This is our payroll program where you can print off check information. 
○ AESOP - This program is what we use for filling substitute jobs.  
○ Computer Log-In - This allows you to access computers at schools. 

Training 
● Paraeducator substitutes - Schools will give you a folder that will outline expectations. Please familiarize 

yourself with what is in the folder and follow up with the secretary if you have questions. 
● Custodial substitutes - After processing we will notify Scott Landrigan that you are cleared to work as a 

custodial substitute and he or his secretary will set up training times with you. 
● Cook substitutes - After processing we will notify Laura Perry and Stacy Brown that you are cleared to 

work as a kitchen substitute and one of them will set up training times with you. 
 
ID Badge 

● Please wear your badge whenever you are working. If you forget your badge you will need to get a visitor 
badge from the school’s office. 

 
AESOP 

● There are many training videos and helps built into AESOP to help get you familiar with the program. 
● Filters - You can filter the schools you are interested in working at, your availability and your call time. 

Recognize that any filter can limit how many jobs you see. 
● Combining Districts - AESOP allows you to combine districts if you substitute at more than one. When you 

log into the second district, select the district tab and follow the directions to combine them.  It can be a 
positive for substitutes since it shows you as unavailable when you are working at another district so you 
won’t get early morning calls when you are already working.  

● Preferred Substitutes - If you work at a job that seems a great fit you can ask the employee if they will 
make you a preferred substitute. As a preferred substitute you will be notified by email when the employee 
puts in a job. 

● If you drop a job you have taken within 24 hours of the start of the job you are blocked from other jobs.  
● AESOP is your timesheet - Make sure and check AESOP for accuracy. It is what you will be paid. If you 

see a discrepancy contact the school secretary to correct any errors. 
● School Closures - When weather or other problems cause our district to close it will be communicated on 

the district website and on AESOP. You can also sign up for flash alerts on our website. 
 

Payday 
● Classified Substitutes are paid $16.50 for paraeducators, $17.30 for DSP paraeducators, $15.50 for 

cooks, $18.25 for custodial, and $18.79 for secretaries. The Cook/Custodial substitute position at Yale is a 
blend of the two rates. 

● Payroll cutoff is the 10th of every month. 
● Payday is the last business day of the month. 
● Our payroll department tries to get checks on direct deposit from the very beginning but if your first check 

is a hard copy check it will be available at the Business Services office on payday and if not picked up by 
the end of the day it will be mailed. 
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