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llSD #469 NOTICE OF NON-DISCRIMINATION 

Applicants for admission and employment, students, parents of elementary and secondary school students, employees, sources of referral 
of applicants for admission and employment, and all unions or professional organizations holding collective bargaining or professional 
agreements with Unified School District #469 are hereby notified that this institution does not discriminate on the basis of sex, race, color, 
national origin, gender, age, religion, marital status, veteran status, disability or any other basis prohibited by state or federal law in 
admission or access to, or treatment, or employment in, its programs and activities. Any person having inquiries concerning Unified 
School District #469 compliance with the regulations implementing Title II, Title VI, Title VII, Title IX, the Age Discrimination Act of 
1975, Boy Scouts of America Equal Access Act 2001, USERRA, Section 504, or reports of specific complaints, or alleged discrimination, is 
directed to contact Unified School District #469, 200 E. Mary Street, Lansing, Kansas 66043, (913) 727-1100. The Superintendent is 
designated by USD #469 to coordinate the institution's efforts to comply with the regulations implementing Title Il, Title VI, Title Vil, 
Title IX, the Age Discrimination Act of 1975, Boy Scouts of America Equal Access Act 2001, USERRA, Section 504 or other applicable 
federal, state or local law. Any person may also contact the Office of Civil Rights, U.S. Department of Education, 8930 Ward Parkway, 
Suite 2037, Kansas City, MO 6411 I, (816) 268-0550, TDD (877) 521-2172, regarding the institution's compliance with regulations 
implementing Title II, Title VI, Title VII, Title IX, or Section 504. (07/2016) 













PAYROLL PROCEDURE 

Substitutes are paid on the 15 th of the month. For days assigned in the month prior (i.e. payment 
October 15th are days worked September 1 - September 30.) If you have not chosen direct deposit, 
then your check will be mailed to your home address. 

Payroll information is available through Sky w ard access 
https://sky w ard.iscorp.com/scripts/wsisa.dll/WService= wsedulansingks/skyportaloginw.w. 
Login is first name.last name and the temporary password is 123456. Lost passwords are 
available by calling 913-727-1100. 

Payment for substitute teaching in Lansing School District is as follows: 

Level I -
Level I I -
Level I I I -

Certified teachers or those once certified in teaching 
Those with a college degree 
Those without a degree but having 60 hours 
* Long-Term Substitutes

$120.00 
$110.00 
$90.00 
1/188 of base pay 

*Long-term positions occur after 10 consecutive days in the same teaching assignment.

SUBSTITUTE TEACHING PROCEDURES 

REPORTING TO THE SCHOOL 

Report to the school office 20 minutes prior to the beginning of school. Make certain the secretary 
knows who you are substituting for and records your name for payroll purposes. 
Ask the secretary for any special instructions, keys, etc. 

"Be flexible." You may be asked to cover other classrooms during plan time or other teacher 
release time if the school has a need 

Review lunch count procedures, absentee reporting, plans left by the regular teacher and any other 
information that the office and/or classroom teacher has left for you. Be sure to note any special 
schedules of students in the class 

FRONTLINE AND EVALUATION INFORMATION 

The program that you will use to sign up for jobs is called Frontline, formerly known as AESOP. 
Once the district office has all the necessary documents, you will receive an invitation through your 
email. You will need to follow the link to set up you Frontline account. 

The Frontline program will also be where you will go to leave feedback for the teacher, as well as the 
program where teachers will evaluate your performance 










