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DVUSD Mission Statement 

The Deer Valley Unified School mission is to provide extraordinary educational opportunities to every 

learner. 



http://www.dvusd.org/
mailto:keillynee.mendez@dvusd.org
mailto:payroll@esiaz.us
mailto:hr@esiaz.us


 

2 

 

Dear Certified Substitute, 

You are appreciated and valued…         

Welcome to Deer Valley Unified School District.  Our district serves students who live in and 

near our 367 square mile boundary, located in Phoenix, Glendale, Peoria, Anthem, New River, 

Cave Creek and unincorporated areas of Maricopa County. We have sixteen (16) K-6 

Elementary Schools, fifteen (15) K-8 Schools, three (3) Middle Schools, five (5) High Schools, 

one (1) K-12 Online Academy, one (1) Pathways Program for afterschool learning and one (1) 

Alternative Campus. We also have thirty-seven (37) Preschools. 

Your services are valued and your job is to ensure the continuity of quality education happens 

for our students.  We ask that you adhere to the same policies and guidelines as our faculty. 

Please review this handbook carefully, as it will help you be successful in your role with our 

district.  

 

 

CORE VALUES 

Respect: We treat each other with dignity. 

Accountability:  We fulfill our commitments. 

Integrity:  We are honest and ethical. 

Student Driven:  We put students first. 

Excellence:  We strive to be extraordinary.
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Deer Valley Unified School District uses Frontline Education Absence Management system.  You can access 

their web address 24 hours a day at app.frontlineeducation.com or by Phone 1-800-942-3767. PLEASE NOTE 

THAT FRONTLINE HAS AN 800 NUMBER. 

 

http://www.app.frontlineeducation.com/


 

4 

 

Report to your assignment at least 20 minutes prior to the start time of the job. This allows you the time to 

familiarize yourself with the classroom and the learning activities planned for that day.  

Teachers have a prep-period built into their schedule, you may be asked to cover for another class during this 

time.  Please be flexible. 

 

EXPECTATIONS AND RES PONSIBI LITIES :  

Substitute Dress Code: 

You are a role model for our students. Substitutes are expected to dress professionally.  Athletic clothing should 

not be worn unless teaching physical education or supervising specific physical education related activities. 

Clothing is to be clean, modest and safe. 
 

Educational Services Incorporated (ESI) has outlined dress standards in their employee handbook.  DVUSD 

substitutes are expected to meet (or exceed) high expectations required to positively represent the site, distric
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If plans are not readily available, please check with the grade level or department teachers first to see if they can 

help. If not, then, contact the school office. The principal /assistant principal and the office staff are there to 

help you make the day a productive one for your students. 

 

Your class arrives: 

Getting Acquainted: 

 Substitute teachers who greet students cheerfully, make eye contact with them, and observe students as 

they settle down, give the impression that they are in charge of the class.  By starting the day quickly, 

firmly, and decisively when the bell rings, substitutes signal students that learning has begun. 

 Introduce yourself, write your name on the chalkboard and smile.  Take roll efficiently.  This sends a 

clear message to students that instructional time is important.  Be prepared and organized to move 

rapidly and accurately through the attendance.  Making eye contact with each student as they respond 

enables substitutes to establish themselves as clear authority figures. 

 Students are to be under your supervision at all times.  A class is never left unattended.  If any 

emergency arises which necessitates your leaving the room, step to the nearest classroom and ask for 

assistance from your neighboring teacher, or call up to the front office.  There are phones in each room. 

Management Plan:  

 Before class starts, substitutes should familiarize themselves with the existing classroom management 

plan, taking note of the rewards and consequences used by the classroom teacher.  If a plan is not readily 

available, you should ask neighboring classrooms for help.  Make sure to implement the teacher’s 

management plan in a firm, fair, and consistent manner. 

 Substitutes should have in mind positive reinforcement for good behavior and suitable consequences for 

unacceptable behavior as well. A firm but friendly attitude from a substitute who expects good behavior 

will bring out the best in students.  Yelling at students is not an acceptable form of management. 

 
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Drug Free Workplace: 

 Arizona law prohibits smoking and tobacco products on school grounds.  This includes parking lots, 

athletic fields, school vehicles, and any school sponsored events. 

Confidentiality: 

 Please be aware information pertaining to students with special needs and 504 plans is to remain 

confidential. It is our policy that all information considered confidential will not be disclosed to external 

parties, or to employees, except on a need to know basis. If you are uncertain or have questions, please 

check with the school principal, department supervisor or a qualified staff member. 

Medication:  

 If working at a school site, all personal medication must be reported to and stored in the school nurse’s 

office. Even Aspirin or Ibuprofen. A substitute should never administer medication of any type to a 

student.  

Releasing Students:  

 Under no circumstances should a student be released without permission of the principal or teacher.  If 

any person outside of school staff seeks information about students, or requests permission to take a 

student, refer that person directly to the school office.  The principal / designee will determine whether 

the student should be excused and will notify you of the decision. 

Restroom Policy: 

 Each campus has a staff/adult restroom.  Temporary employees should never use the student restrooms.  

Please check with the front office for the closest staff/adult restroom. 

Professional Conduct: 

 

 Stay positive. Be respectful of all staff members, students and parents. Your attitude will set the tone for 

the class.  

 

 Cell Phones are not to be used during instructional time for any assignment that you have 

accepted. 

 

 Complaints, suggestions or concerns should be discussed with the Principal, Substitute Specialist and/or 
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Communicate the Significance of Learning: 

The goal of the substitute is to provide students with continuity in learning when the classroom teacher is 

absent.  In order to communicate to students the significance of the day’s learning, a substitute can demonstrate 

a concern for the importance of instruction by being organized and spending minimal time on routine tasks such 

as attendance.  By being prepared with knowledge of the lesson content, materials and supplies, students will be 

actively involved in the learning process and engagement will be at its highest level. 

 

Research based instructional strategies listed below will increase engagement from students and encourage a 

positive learning environment: 

 

 Optimize student attention and participation by utilizing management and motivational techniques. 

 Don’t allow students to shuffle papers, get out materials, or do their work when directions are being 

given for assignments.  

 Ask individual students to repeat parts of the directions.  

 Implement time limits for efficient pacing 

 Use icebreakers to develop relationships 

 Use charts, graphics and organizers to help students frame information 

 Use grouping strategies to promote collaboration in the classroom 

 Provide bell work to signal class day has begun 

 Utilize bell to bell instruction as each minute of the period is learning time. 

 
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Changes in personal information such as your address, phone number, banking or tax information must be 

communicated with ESI at hr@esiaz.us or (480) 719-3271.  

RENEWING  FOR THE NEXT SCHOOL YEAR :  

Substitutes working in DVUSD must fulfill the required 10 days substituting if they wish to continue the 

following year.  Check Web Alerts on Frontline Absence Management for renewal dates. 

At the end of each school year certified substitutes will be contacted by ESI to let them know that they can be 

assured of continued employment with ESI as a substitute employee for the next school year, if they wish.  ESI 

will provide the district an updated active list. 

The district will post a Web Alert on Frontline Absence Management System with information on how to renew 

your badge with DVUSD. It is YOUR responsibility to come into the District Office to renew your badge and 

complete your renewal paperwork.  Failure to do so will serve as notification to DVUSD that you no longer 

wish to continue as a substitute. 
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