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Dear colleagues,

Thank you for becoming a substitute with Pemberton Township Schools.

Pemberton Township's Department of Human Resources welcomes you. Our district

consistently strives to provide an excellent education for all of its students. High

academic standards and a wealth of co-curricular and extra-curricular activities

prepare our students to meet future challenges while providing a solid foundation for

daily success. In order for our students to have quality education, we need substitutes

like you.

This handbook was created to provide you with important information that can help

you on your substitute journey. Your comments and suggestions for improving this

manual are welcomed and appreciated.

Your hard work will not and does not go unnoticed. You play an integral part in our

education system. We appreciate your time and willingness to join our school district.

All the best,

Jannett Pacheco

Director of Human Resources
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Contacts
Please email or call 609-893-8141 dialing the following extensions:

Christine Melnyk
Absence Management Coordinator

- ext. 1030 cmelnyk@pemb.org

Jannett Pacheco
Director of Human Resources

- ext. 1021 jpacheco@pemb.org

Anna Wade
Payroll Specialist (CSI Pay Portal)

- ext. 1017 awade@pemb.org

Joshua Bentham
H.R. Specialist (Safe Schools)

- ext. 1019 jbentham@pemb.org

Joseph Bowen
Security Chief

- ext. 1009 jbowen@pemb.org

Sue McGuinness
Admin. Assistant (Worker’s Compensation)

- ext. 1004 smcguinness@pemb.org

Holly Hensley
Technology Help Desk (Email Access)

- ext. 1071 hhensley@pemb.org

3



Table of Contents
Building Administrators and Directors - Extensions...................................................................................5

Individual Schools - Extensions............................................................................................................ 6

Addresses and Map of Schools............................................................................................................. 7

Substitute Reporting Times................................................................................................................. 8

School Calendar............................................................................................................................... 9

Job Description................................................................................................................................ 10

District Policy #3216 - Dress and Grooming............................................................................................ 11

Frontline

- Creating an Account............................................................................................................. 13
- How to use Frontline..............................................................................................................15
- Job Title Abbreviations and Meanings....................................................................................... 17
- Unable to Make an Assignment................................................................................................17

- Inclement Weather & Cancellations.......................................................................................... 17

Payroll Information

- Pay Rates........................................................................................................................... 18
- Payroll Schedule................................................................................................................... 19

District Access

- Email Access Instructions.......................................................................................................20
- How to access CSI Pay Portal..................................................................................................23
- How to access Safe Schools................................................................................................... 26

Class Management.......................................................................................................................... 28

Class Management Resources............................................................................................................ 30

Advice From School Nurses................................................................................................................ 31

Tips to Keep Students in Class............................................................................................................32

Substitute Teacher Report................................................................................................................. 33

Substitute Appraisal/Observation Form............................................................................................... 34

Important Reminders........................................................................................................................35

Smoking and Vaping Policy................................................................................................................36

Alcohol and Other Drug Use on School Grounds.....................................................................................36

Student Safety/Drills........................................................................................................................36

Announcement Instructions................................................................................................................37

Severe Weather Drill........................................................................................................................ 38

Fragrance Policy..............................................................................................................................39

Worker’s Compensation.................................................................................................................... 40

Substitute Orientation Presentation.................................................................................................... 42

4



5



6



Addresses and Map

Brotherhood Administration Building 1 Egbert St. Pemberton, NJ 08068

Samuel T. Busansky Elementary School 16 Scrapetown Rd. Pemberton, NJ 08068

Denbo-Crichton Elementary School 1412 Junction Rd. Browns Mills, NJ 08015

Howard L. Emmons Elementary School 14 Scrapetown Rd. Pemberton, NJ 08068

Fort Dix Elementary School 1199 Juliustown Rd. JB MDL, NJ 08640

Helen A. Fort Middle School 301 Ft Dix Rd. Pemberton, NJ 08068

Pemberton Township High School (PTHS) 148 Arneys Mount Rd. Pemberton, NJ 08068

Marcus W. Newcomb Middle School 300 Ft Dix Rd. Pemberton, NJ 08068

Pemberton Early Childhood Center (PECEC) 100 Arneys Mount Rd. Pemberton, NJ 08068

Stackhouse Elementary School 125 Trenton Rd. Browns Mills, NJ 08015

Transportation 150 Juliustown Rd. Browns Mills, NJ 08015
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2024-2025 Substitute Reporting Times
TEACHER/NURSE POSITIONS
School Start End

PTHS 7:05 AM 2:25 PM

Helen Fort 7:35 AM 2:55 PM

Newcomb 7:35 AM 2:55 PM

Busansky 7:40 AM 3:00 PM

Emmons 7:40 AM 3:00 PM

Fort Dix 7:40 AM 3:00 PM

Denbo-Crichton 8:40 AM 4:00 PM

PECEC 8:35 AM 3:55 PM

Stackhouse 8:55 AM 4:15 PM

Please follow the hours listed in Frontline for the following positions:

• Classroom Aide
• Secretary
• Custodian
• Maintenance
• Cafeteria
• Cashier
• Security
• 4-HR Aide
• 4-HR Cafe Aide
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Job Description
Position: Substitute Teacher

Department: Human Resources

Qualifications:
1. A current and valid New Jersey Substitute Certificate or New Jersey Teaching

Certificate.
2. Has successfully undergone a Criminal History investigation.
3. Meets the health qualifications required of all personnel.

Reports to: Principal

Overall Responsibility: To supervise the assigned classroom(s) and/or students as assigned.

Essential Areas of Responsibility:
1. Follows information provided from the district through the Substitute Handbook and

orientation.
2. Monitors the hall before, after and between class periods where appropriate.
3. Takes accurate attendance on each day and/or period.
4. Follow the teacher’s plans as closely as possible. Supplements activities when

necessary.
5. Interacts with students - monitoring their activities and classroom behavior.
6. Maintains a relationship with the class conducive to learning.
7. Enforces safety habits, rules and regulations.
8. Is punctual and dependable. (Report by time designated by assignment).
9. Supervises students at all times.
10. Performs other duties as assigned by the Administration and/pr listed in teachers’

plans.

Adopted by: Pemberton Township Board of Education
Date: March 24th, 2011
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Link to Frontline Sign In
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https://login.frontlineeducation.com/login?signin=e9f87a79a6d3428b23221796c9498d18&clientId=superSuit#/login
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Title Abbreviations and Meanings
HDCP - Handicap
RR & I - Resource Room and Inclusion
SPEC. SERV. - Special Services
MD - Multiple Disabilities
PSD - Preschool Disabilities
Supplemental - Additional help/coverage (not assigned to a specific employee)
Floater - Coverage moving from classroom to classroom
Vacancy - Coverage while a position is vacant

Unable to make an Assignment
In the event you are unable to make a job assignment, here is what you need to:

- Go to “Scheduled Jobs” in Frontline and click “Cancel”.
- If this option is not available to you, that means you are trying to cancel

within the cut-off times (1.5 hours before the start time of each school).
- You will need to call and email the school’s secretary and Christine

Melnyk (ext. 1030 / cmelnyk@pemb.org) immediately.
If you are in a multi-day assignment, please contact Christine Melnyk (ext. 1030 /
cmelnyk@pemb.org) and inform her of your absence. Attempting to cancel
multi-day assignments on your end will result in the cancellation of all the
previous and future days attached to the assignment. This may lead to pay
discrepancies.
Please contact the main office if you are going to be late for an assignment.

Inclement Weather & Cancellations
There are days where it is necessary to delay the openings of schools or cancel
classes for the entire day. There are multiple ways you will be informed of these
changes: the district website homepage, Frontline (not the mobile app version), a
text, a call, and an email from the district. For delayed openings, please check
back before heading out to your assignment in case the day was changed to
closed.

If you are not receiving any information from the district email or phone number,
please submit a ticket to IT. (https://tech.pemb.org/home/)
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If you've accessed OneLogin before, you may have already completed the security questions and can skip this step.
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Link to OneLogin 22

https://pemberton.onelogin.com/login2/?return=eyJ0eXAiOiJKV1QiLCJhbGciOiJIUzI1NiJ9.eyJicmFuZF9pZCI6Im1hc3RlciIsInVyaSI6Imh0dHBzOi8vcGVtYmVydG9uLm9uZWxvZ2luLmNvbS8iLCJmZl9tdWx0aXBsZV9icmFuZHMiOmZhbHNlLCJpc3MiOiJNT05PUkFJTCIsImF1ZCI6IkFDQ0VTUyIsImV4cCI6MTcxOTgzOTY3OCwicGFyYW1zIjp7fSwibWV0aG9kIjoiZ2V0In0.qxdkYV9Ka853cmc-ApTdeSeM9JFZxlq2FimCG82T0tI#app=


Link to CSI Payroll Portal Login
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https://csiportal.pemb.org/login;r=%2Fdemographics
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Link to Safe Schools Login
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https://pemberton-nj.safeschools.com/login
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Classroom Management

First Things First
● Report to the Principal’s Office
● Get the Office Phone Extension
● Introduce Yourself and Your Assignment
● Know Teacher’s Name
● Sign-in on the Sub Sign In Sheet provided by the office secretary
● Review Schedule and Materials

○ Individual Student Schedules/Health Issues
● Locate Restrooms, Cafeteria, Faculty Room

Responsibilities
● Take careful attendance (Notify office immediately if a student is

absent/missing)
● Must supervise constantly
● Fill out lesson/class reports; turn into secretary indicating availability of

plans, attendance forms, materials, etc.
● Follow school’s procedures

○ Emergency, Lunch, Dismissal
● Get help early!

○ Get a next door buddy
○ In-Class Support Teacher

● At the end of the day, be sure to leave the classroom in order. Erase the
whiteboard, organize the teacher’s desk, and straighten student desks and
chairs.

Classroom Must Do’s
● First Impressions - Write name on Board
● Review Rules and Procedures
● Start and End Lessons on Time
● Be Active and Aware
● Keep a positive attitude
● Follow and enforce posted classroom rules
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● Keep students busy and on task
● Provide lesson closure activities
● During Class

○ Be consistent
○ Make personal contact, walk around
○ Keep class under control
○ Always show respect: Never Use Sarcasm
○ Refer to students as students
○ Issue no passes only for absolute emergencies
○ Have “Fillers” ready to keep students busy

Good Teaching Strategies
● Provide “Do Nows”
● Write your name on the board and make clear to the students the proper

pronunciation
● Always show confidence
● Refer to students by name
● Be flexible
● Share student learning objective(s) - What will the student know and be

able to do after the lesson
● Share expectations, especially during transitions
● Do not teach while sitting behind the desk - walk around the room
● Avoid being trapped
● K-W-L

○ What do I KNOW?
○ What do I WANT to KNOW?
○ What did I LEARN?

● Think - Pair - Share
● Popcorn
● Prevent Behavior Problems

○ Give choices; Do not embarrass; Discipline in private/Praise in public;
Redirect in a positive manner.

○ Reward good behavior (School/Teacher may have a reward system
in place.)

○ I understand…
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Classroom Management Resources
During overwhelming times in our life, it's important to find ways to relax and
cope. The Virtual Calming Room is a place for educators and students to find
tools and strategies for managing emotions and feelings. Enjoy and take some
time for yourself!

Sounds & Music

Puzzles & Games

Guided Meditation

Yoga & Breathing

Visual Relaxation

Coloring

Resources & Apps

K-5 Digital Curriculum Start-Up Checklist

Secondary Curriculum Resources - Getting Started Guide 
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https://docs.google.com/document/d/1DsdQBYYk_isGvktoBgP213y6p-pF9TqGl7dTAsS44DA/edit
https://docs.google.com/document/d/1P2VHwFSLCWO6txanHoeD1N0NhTOOSvCvToqMMrm26jk/edit?usp=sharing
https://sites.google.com/pemb.org/virtual-calming-room/home?authuser=0
https://sites.google.com/pemb.org/virtual-calming-room/sounds-music?authuser=0
https://sites.google.com/pemb.org/virtual-calming-room/puzzles-games?authuser=0
https://sites.google.com/pemb.org/virtual-calming-room/guided-meditation?authuser=0
https://sites.google.com/pemb.org/virtual-calming-room/yoga-breathing?authuser=0
https://sites.google.com/pemb.org/virtual-calming-room/visual-relaxation?authuser=0
https://sites.google.com/pemb.org/virtual-calming-room/coloring?authuser=0
https://sites.google.com/pemb.org/virtual-calming-room/resources-apps?authuser=0


Advice From School Nurses
● Do not dispense medication (prescription or over-the-counter) to any

student. Send him or her to the nurse’s office or main office.
● Refer all students with injuries (even minor cases) to the nurse’s office. In

an emergency you may need to escort the student. If you are unable to,
contact the main office to send someone to escort them. Or, in a less
serious situation, have another student accompany the injured student.

● Prevention is the best antidote for medical emergencies. Always stay with
the students. Contact another adult if you need to leave the students at
any time. If you have recess duty, walk around the playground and be
proactive about potentially dangerous behavior. Remember that you are
the adult in charge.

● Returning students who require medical equipment, such as crutches,
wheelchair, cane, etc. must have a doctor’s order for the equipment.

● Any changes to a student's medical condition, medication, or recent
medical procedure should be brought to the attention of the school nurse.

● Questions or concerns pertaining to students’ medical history should be
directed to the school nurse.

● If you are a long-term substitute teacher or substitute nurse with access to
Genesis, many students have information in Genesis that is marked with a
red cross +. As a substitute nurse, be sure that all substitute teachers are
aware of students’ medical conditions while in the classroom.

​

​
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Important Reminders
● Building assignments may change upon arrival at the building as

determined by the administrator based upon the needs of the building.
● Never leave students unattended.
● All cases of accident or illness must be reported to the main office and

nurse’s office immediately.
● Substitute teachers must maintain discipline by means other than corporal

punishment. Extreme behavior problems should be referred to the
principal’s office.

○ In the event that a student is being consistently disruptive in class:
■ Remain calm
■ Avoid yelling and inappropriate language
■ Call security to escort the student (Never tell a student to

leave the classroom without an escort)
● Students are never to be released from the building during school hours

without permission from the school office.
● Do not violate the confidentiality of information concerning students or

staff members.
● Personal cell phones are not to be used while students are present.
● Taking pictures or videos of students without permission from their parents

is unlawful.
● Please do not touch the students or verbally demean them in any way.
● Do not criticize students or their work.
● If you are going to be late for an assignment, please contact the Main

Office beforehand. Note the time you arrive on the sub sign in sheet.
● Do not allow students out of their seats unless the lesson plan calls for

collaborative learning groups.
● You must notify the building secretary if you need to leave an assignment

early due to an emergency.
● Any money collected must be deposited to the Main Office.
● Lesson plans are expected to be carefully adhered to. Students should not

be given “free time”.
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Smoking and Vaping
The Board of Education prohibits smoking or use of E-cigarettes/vapes at all
times anywhere in the school district buildings and school grounds.

Alcohol and Other Drug Use on
School Grounds
The sale, purchase, transfer, use or possession of alcohol, drugs or tobacco both
on and off school grounds is prohibited. This prohibition applies to all forms of
illegal or controlled dangerous substances and alcoholic beverages whose sale,
purchase, transfer, use or possession is prohibited by law.
Board Policy #3218 and N.J.S.A. 18A:40A.

Student Safety/Drills
Shelter in Place

● Used when there is a need to keep hallways clear of students.
● Business as usual in the classroom.
● No movement between classes when the bell rings.
● Bathroom requests are denied unless an emergency exists. Security must

accompany students.
● Security will accompany students needing to see the nurse.
● Windows do not need covering, doors locked.

Lockdown
● Used when there is an imminent threat inside of the building, or directly

outside.
● Teachers visually sweep hallways, encouraging people in the hallways to

enter their room before closing the door.
● Magnets up/doors shut and locked, all door windows covered, lights out, all

occupants move into a “blind” corner (a corner that is not visible from the
doorway), everyone is quiet.

● Once your door is shut, do not open it for anyone other than an
administrator accompanied by law enforcement.

● Listen for a duress signal!

36



Emergency Evacuation
● Used for fire evacuation and for bomb threats.
● Evacuate using the maps on the inside classroom wall (near the door).
● Follow the primary route unless directed otherwise or if there is an

immediate danger on your primary route.
● Fire evacuation is 300 feet from the building.
● Bomb threat is 500 feet away from the building.
● Return to the building by way of your initial exit route.

Reverse Evacuation
● Used when conditions inside of the building are safer than outside.
● Usually used in conjunction with shelter in place or lockdown.
● Requires anyone outside to return to the building.
● May also be used to move staff and students away from classrooms facing

an exterior wall, and moving them to an interior room.

Announcement Instructions
Shelter in Place

● Anyone can make the announcement.
● The announcement to go into a shelter in place is made at the time of the

event.
● Announcement to end the shelter in place is made when hallways/building

are clear of danger/concerns.
● All announcements are broadcast over the pa system and walkie-talkie

radio.

Lockdown
● Anyone can make the announcement.
● The announcement to go into a lockdown situation is “lockdown, lockdown,

lockdown.”
● We will no longer announce a lockdown as a “drill”
● All announcements are broadcast over the pa system and walkie-talkie

radio.
● Once the lockdown is concluded, the person making the announcement

must include a standard duress signal to signify the event is truly
concluded. the duress signal is “the lockdown is now concluded, the time is
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(xxxx).” if the time is not given in the announcement, then the lockdown
continues unabated.

Fire Drill
● Anyone can make the announcement.
● Advance notice must be given to staff by way of email and the pa system

shortly before the fire drill begins.
● All announcements are broadcast over the pa system and walkie-talkie

radio.

Severe Weather Drill
Activating a Tornado/Storm Drill

The following message will precede the drill:
Attention all faculty, this is (principal/designee). All staff are instructed to
immediately activate protocols for a Severe Weather Drill.
We must ensure that this message is delivered to staff/students who are outside.

Protocols for Severe Weather Drill:
● All students involved in outside activities will return to school immediately.
● All students need to exit the Classrooms, Library, Gyms, or the cafeteria.
● All students should move to the halls, away from exterior windows and

doors.
● Students should be kneeling in rows against the walls (age appropriate).
● Students should put their heads down, with their hands over the back of

their heads, and their eyes must remain closed (age appropriate).
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Worker’s Compensation
​
​ All employees should be aware of the proper procedures to follow when a work-related injury

occurs. All injury reports, telephone notifications, and questions regarding claims handling
should be directed to Susan McGuinness, at ext. 1004.

WHAT IS WORKERS’ COMPENSATION?
Workers’ compensation is a statutory benefit in the State of New Jersey. If you are injured in
the course of your employment, workers’ compensation insurance covers you for medical and
lost wages, and you do not need legal assistance to obtain these benefits.

WHO IS COVERED?
All employees, whether full or part-time, are covered under workers’ compensation. The
insurance only covers those employees who have sustained an injury while working.

HOW DO I REPORT A WORK-RELATED INJURY?
All work-related injuries must be reported to a District Nurse, Principal, Supervisor and Susan
McGuinness IMMEDIATELY, and in no instance greater than 24 hours, as required by Board of
Education Policy Number 8440. In accordance with this policy, disciplinary action may be taken
for failure to report work-related injuries in the established time frame. Be advised that
acceptance of claims for workers’ compensation may be delayed or denied if not reported
within 24 hours. Employees must complete an "Employee Injury - Treatment Record Form"
for all injuries. These forms can also be obtained from the School Nurse.

WHAT IF AN INJURY OCCURS AFTER NORMAL WORKING HOURS (“OFF-HOURS”)?
The employee must complete the “Employee Injury – Treatment Record” form that can be
found in a hanging folder in the Head Custodian’s office area. Upon completion, these forms
should be FAXED TO 609-894-0586, OR Scanned immediately to smcguinness@pemb.org at
Brotherhood.

WHERE DO I GO IF MEDICAL TREATMENT IS REQUIRED?
The first action is to go to the School Nurse if available. Medical treatment for work related
injuries beyond first aid must be provided by District Authorized Physicians, or in emergency
cases only, by the emergency department of the nearest public hospital. The district will not be
responsible for payment of medical bills from unauthorized physicians. If you are going for
medical treatment, your supervisor, school nurse, or Susan McGuinness must first obtain a
case number, before you go to the treating physician. If you are going to the emergency
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department for treatment, a case number is not required. All injuries requiring medical
treatment must be reported to 609-893-8141 ext. 1004 immediately following the doctor’s
appointment stating the physician’s diagnosis and return to work status.

WHAT IF I NEED A PRESCRIPTION FILLED?
If you need a prescription filled, please contact Susan McGuinness, at 609-893-8141, ext.
1004. If you pay out of pocket expenses, send the receipts along with a copy of the prescription
to Susan McGuinness, Claims Coordinator.
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Substitute Orientation Presentations
Link to Presentation

PECEC Presentation
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https://www.canva.com/design/DAGJtY1ahoc/TymsG8xAdErJMeAnbikZrQ/edit?utm_content=DAGJtY1ahoc&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://docs.google.com/presentation/u/0/d/1S8DPsT0LD4XmntA-53B0umWnQziIXTsj/edit



