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òIDAHO FALLS SCHOOL DISTRICT 91 DOES NOT DISCRIMINATE OR DENY SERVICES ON THE BASIS OF AGE, RACE, RELIGION, COLOR, NATIONAL ORIGIN, GENDER AND/OR DISABILITY.ó



WELCOME TO SCHOOL DISTRICT 91

On behalf of Idaho Falls School District 91, we welcome and thank 

you for your willingness to share in the responsibility of educating 

our students.  

You fill a very important role, and your presence in the classroom 

can have a very positive impact on what students learn. 

We want each day to be successful and meaningful for you.   

This presentation has been prepared to inform you of the duties of 

a substitute teacher and support you in fulfilling those duties.  

Should you ever have questions or concerns, please check with a 

building administrator or call the district office, 525 -7500.



DISTRICT 91 
MISSION 
STATEMENT
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COOPERATION WITH OUR COMMUNITY, IS TO DEVELOP THE 

WHOLE CHILD IN AN ATMOSPHERE OF EXCELLENCE 

CHARACTERIZED BY MUTUAL RESPECT, SHARED RESPONSIBILITY 

FOR LEARNING, A COMPREHENSIVE CURRICULUM, QUALITY 

INSTRUCTION AND TECHNOLOGY THAT FACILITATES COLLEGE 
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IDAHO FALLS SCHOOL DISTRICT 91 EDUCATES APPROXIMATELY 10,000 STUDENTS IN TWELVE 
ELEMENTARY SCHOOLS (GRADES PRE-KINDERGARTEN TO GRADE 6), TWO MIDDLE SCHOOLS 
(GRADES 7ð8), TWO HIGH SCHOOLS (GRADES 9ð12), ONE MAGNET HIGH SCHOOL 
(GRADES 9-11), ONE ALTERNATIVE HIGH SCHOOL (GRADES 9-12) AND A JUVENILE 
DETENTION CENTER.  

A BOARD OF FIVE ELECTED TRUSTEES GOVERNS THE DISTRICT.  BOARD MEETINGS ARE 
GENERALLY HELD THE SECOND WEDNESDAY OF EACH MONTH. THE SUPERINTENDENT, 
DISTRICT ADMINISTRATORS AND BUILDING PRINCIPALS DIRECT THE DAY-TO-DAY 
MANAGEMENT OF THE DISTRICT.  THE DIRECTORS OF ELEMENTARY AND SECONDARY 
EDUCATION HAVE DIRECT RESPONSIBILITY FOR THE SUBSTITUTE TEACHER PROGRAM.  AT THE 
SCHOOL LEVEL, SUBSTITUTE TEACHERS WORK UNDER THE SUPERVISION OF THE BUILDING 
PRINCIPAL

GENERAL INFORMATION 



THE PURPOSE OF THIS PRESENTATION IS TO PROVIDE GENERAL INFORMATION 
TO SUBSTITUTE AND TEMPORARY EMPLOYEES REGARDING WHAT IS EXPECTED
OF THEM BY IDAHO FALLS SCHOOL DISTRICT 91.

THEREFORE A MEANS OF COMMUNICATING GENERAL INFORMATION TO 
SUBSTITUTE AND TEMPORARY EMPLOYEES OF THE DISTRICT. THEY ARE EXPECTED 
TO CONFORM THEIR CONDUCT TO GUIDELINES CONTAINED IN IT. IT IS 

IMPORTANT THAT SUBSTITUTE AND TEMPORARY EMPLOYEES UNDERSTAND 
WHAT THIS PRESENTATION IS NOT.

FOREWORD



FOREWORD

ÅIt is not a contract of employment.

ÅIt does not specify the duration of your employment.

ÅIt does not require just cause or any other reason for termination of your 

employment.

ÅIt does not limit the reasons for which you may be disciplined or discharged.

ÅNothing in it constitutes a contractual term, covenant, or promise, either 

express or implied, of any kind.

ÅNothing in it creates any enforceable right or privilege on the part of any 

substitute or temporary employee.

ÅIt is subject to modification or revocation, in whole or in part, at any time, at 

the sole and exclusive discretion of the district, without prior notice to or 

consent of the substitute or temporary employees.



IDAHO FALLS SCHOOL DISTRICT 

91 SUBSCRIBES TO THE 

EMPLOYMENT AT-WILL 
DOCTRINE. NOTHING STATED 

OR IMPLIED IN THIS 
PRESENTATION CHANGES THE 

EMPLOYEE AT-WILL STATUS.

ÅWe sincerely hope the 

information in this presentation 

will be helpful and enlightening. 

Because personnel policies will 

always be an area of high 

interest, we encourage questions 

through contact with an immediate 

supervisor or with the Human 

Resources Coordinator.



EQUAL EMPLOYMENT OPPORTUNITIES

IDAHO FALLS SCHOOL DISTRICT 91 IS AN EQUAL OPPORTUNITY EMPLOYERAND PROVIDES EQUAL EMPLOYMENT  TO ALL 
APPLICANTS AND EMPLOYEES REGARDLESS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, GENDER, AGE, MARITAL STATUS, OR 
DISABILITY. DISTRICT POLICY STRICTLY PROHIBITS SEXUAL HARASSMENT.

EMPLOYMENT PAPERWORK
EMPLOYEES MUST SUPPLY THE DISTRICT WITH THE INFORMATION REQUIRED TO COMPLETE AN EMPLOYMENT ELIGIBILITY 

VERIFICATION FORM I-9, VERIFYING THE EMPLOYEE IS LEGALLY ELIGIBLE TO WORK IN THE UNITED STATES, WITHIN THREE BUSINESS 
DAYS OF THE DATE EMPLOYMENT BEGINS. EMPLOYEES MUST ALSO COMPLETEA W-4 FORM INDICATING TAX WITHHOLDING 

INFORMATION AND ALL OTHER EMPLOYMENT PAPERWORK REQUIRED BY THE DISTRICT.

SCHOOL-COMMUNITY RELATIONS
A GOAL OF SCHOOL-COMMUNITY RELATIONS IS TO BRING ABOUT A HARMONY OF UNDERSTANDING BETWEEN IDAHO 

FALLS SCHOOL DISTRICT 91 AND THE PUBLIC IT SERVES. ALL DISTRICT PERSONNEL ARE ENCOURAGED TO SUPPORT SCHOOL ACTIVITIES 
AND THE EDUCATION PROGRAM BY EXHIBITING A POSITIVE ATTITUDE TOWARD THEIR WORK, CO-WORKERS, STUDENTS, AND 
PATRONS OF THE DISTRICT.

PERSONNEL RECORDS AND FORMS
A FOLDER WILL BE KEPT ON ALL PERSONNEL. PAY INFORMATION AND PERIODIC EVALUATIONS ARE KEPT IN THE 

EMPLOYEEõS PERSONNEL RECORD AS WELL AS PERSONAL INFORMATION. PAYROLL SHOULD BE MADE AWARE OF ANY CHANGES IN 
ADDRESS, TELEPHONE NUMBER, MARITAL STATUS, BENEFICIARY OR DEPENDENTS. NAME CHANGES MAY BE MADE ONLY CONSISTENT 

WITH THE EMPLOYEEõS SOCIAL SECURITY CARD. THE PERSONNEL RECORD FOR EACH EMPLOYEE WILL BE KEPT AS A CONFIDENTIAL 
MATTER AS PER IDAHO CODE SECTION 33-518 AND WILL NOT BE OPEN TO THE GENERAL PUBLIC EXCEPT AS REQUIRED BY IDAHO 
CODE SECTION 9-340(36). MATERIALS PLACED IN THE EMPLOYEEõS FILE ARE NORMALLY AVAILABLE FOR THE EMPLOYEEõS REVIEW WHILE 
IN THE PRESENCE OF A PERSON RESPONSIBLE FOR THE FILES. HOWEVER, SUCH MATERIALS AND FILES ARE THE SOLE PROPERTY OF THE 

DISTRICT. THE DISTRICT RESERVES THE RIGHT, IN ITõS SOLE DISCRETION, TO KEEP DOCUMENTS, RECORDS, NOTES, CORRESPONDENCE, 
OR OTHER MATERIALS RELATING TO ANY EMPLOYEE IN ONE OR MORE OTHERFILES, SEPARATE FROM THE EMPLOYEEõS GENERAL 
PERSONNEL FILE, AND TO ALLOW OR DENY ANY EMPLOYEE ACCESS TO THOSE FILES OR MATERIALS, IN ITõS SOLE DISCRETION.

GENERAL POLICIES


