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Preface 

 
THIS HANDBOOK AND ALL POLICIES, PROCEDURES, OR OTHER 

INFORMATION INCLUDED IN THIS DOCUMENT DOES NOT CREATE A 

CONTRACT, EXPRESSED OR IMPLIED, BETWEEN GREELEY-EVANS 

SCHOOL DISTRICT 6 AND ANY EMPLOYEE OR EMPLOYMENT 

CANDIDATE. 

SUBSTITUTE EMPLOYMENT IS AT-WILL, MEANING THAT THE 

EMPLOYEE OR GREELEY-EVANS SCHOOL DISTRICT 6 MAY TERMINATE 

THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY OR NO 

REASON, WITH OR WITHOUT ADVANCE NOTICE. 

 

Greeley-Evans School District 6 substitute staff may use the Substitute Handbook as a source of 

general employment information. 

Procedures contained within the Substitute Handbook are based on district policies adopted by 

the Greeley-Evans School District 6 Board of Education (“Board”).  This handbook is not all-

inclusive and does not contain all personnel policies.  All policy and regulation revisions are 

subject to Board approval.  The handbook is based on policies and procedures, as they exist at 

the time of publication and may change without advance notice.  All previously issued 

handbooks and inconsistent memoranda are superseded. 

An effort has been made to ensure there is no inconsistency between this handbook and other 

regulations.  If a discrepancy or omission exists between this handbook and district policy, 

district policy will prevail.  If a discrepancy or omission exists between this handbook and local, 

state or federal laws, the laws will prevail. 

You are expected to review and become familiar with all policies and regulations.  A complete set 

of Board policies and regulations are available on the district website at www.greeleyschools.org. 
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OUR MISSION 
 

 Engage, Empower, Inspire   
 

 District 6 provides every student with a personalized, well-rounded and 

excellent education in a safe, caring environment. 

 

OUR VISION 
 

 District 6 educates today’s students in partnership with families and 

communities to succeed in tomorrow’s world. 

Values and Beliefs 
 

 Our students come first. 

 We know every child can achieve. 

 We commit to excellence, innovation, and continuous improvement. 

 We ensure safe and healthy schools. 

 We view diversity as an asset. 

 We provide opportunity and choice. 

 We partner with families and communities. 
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INTRODUCTION 

Welcome to Greeley-Evans School District 6.  The District counts on our substitutes as vital 

members of our achievement team to help students excel in the absence of the classroom 

teacher or the classified staff member.  This guide is to provide information that will answer 

questions that a substitute may have, provide general information about the district, and exists 

as a guide to assist in a successful year of substituting. 

Serving as a substitute is a rewarding assignment within the school system.  The work takes a 

versatile person to adapt to one grade level or subject one day to another.  You are very 

important to Greeley-Evans School District 6 and are recognized as an essential part of the 

education process. 

GENERAL INFORMATION 

Greeley-Evans School District 6 uses Absence Management (Absence Management (AESOP)) 

for our entire substitute tracking needs. Absence Management (AESOP) is an automated 

absence management and substitute placement system from Frontline Technologies.  

All substitute hires are approved by the Greeley-Evans School District 6 Board of Education.  

Substitutes serve on an on-call basis and are not guaranteed a minimum number of employment 

days per school year.  Substitutes have the ability to set preferences on locations, days and 

subjects.  Substitutes also have the option to decline positions due to personal schedules. 

We have two types of substitutes in our district, certified and classified.  All new incoming 

substitutes are required to fill out an application, provide accurate documentation, and 
make an appointment with our Substitute Coordinator for onboarding processes.  All 

Substitutes must work at least four (4) days per month to stay active on the substitute list. 

MINIMUM REQUIREMENTS FOR SUBSTITUTE TEACHING-CERTIFIED 

Substitute teaching applicants must hold and maintain a current 3 or 5-year substitute 

authorization or a professional teacher’s license from the Colorado Department of Education 

(CDE). 

A 3-year substitute authorization requires a bachelor's degree or higher from an accepted, 

regionally accredited college or university.  

A 5-year substitute authorization requires a current or expired Colorado teacher's 

license/certificate or a current out-of-state teacher's license/certificate.  

For more information regarding licensure in the State of Colorado, you can visit the Colorado 

Department of Education website at www.cde.state.co.us. 
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Requirements for Long-Term Substitute Teaching 

A long-term position is one in which a substitute is in the same position for more than 15 

consecutive work days.  In order to teach in a long-term substitute position, a candidate must be 

highly-qualified, as defined by CDE, in the subject area being taught.  When a long-term 

position becomes available, substitutes will be notified of the opportunity and the school 

principal will interview and select the substitute for the job. 

TEACHING TIME 

Substitute teaching time is defined as the actual hours during the regular school day when the 

substitute teacher is assigned and providing service within the building.  The work schedule 

includes teaching hours as well as time spent performing other duties assigned by the site 

principal and/or office manager.  Teaching time shall be exclusive of lunch. 

The beginning and ending times for each job can vary depending on the position and location of 

the job.  Substitutes are expected to report for work and remain for the entire job as defined by 

the beginning and ending times in Absence Management (AESOP).  If you cannot work the 

entire job, do not accept the assignment.  Failure to fulfill the complete work shift, as scheduled, 

can result in removal from the list of active substitutes.  

Substitute teachers are not entitled to a planning period.  Substitutes are not permitted to leave 

the building during the shift, except for lunch.  If not enough substitutes teachers are available 

to cover all absences, substitute teachers may be asked to teach in multiple classrooms.  In 

addition to regular teaching duties, substitute teachers are required to perform other duties of 

absent teachers including hall duty, lunch supervision, playground duty, busy duty, etc. 

All substitutes should report to the office upon arriving for the day to sign-in.  They will 

complete their portion of the Substitute Sign-In Form including: current date, name, 

confirmation # (job #), assignment and absentee.  You should be prepared with this information 

when arriving for a job.  It is the substitute’s responsibility to ensure the sign-in form is filled 

out in its entirety. Incomplete information could result in processing and payment delays.  At 

the end of the day, you must sign-out and return any security badges or other school property to 

the office staff. 

It is the substitute’s responsibility to ensure all CDE requirements are met and all licenses or 

authorizations are current.  While the district will make every attempt to notify the employee 

of an expiring license, it is the substitute’s responsibility to maintain a current authorization 

or license while working.  Failure to maintain a current authorization or license will result in 

immediate removal from the active sub list. 
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PAYROLL INFORMATION 

Substitute pay can vary based upon the position and/or qualifications of the substitute. The 

specific pay rates for each position are as follows:  

CERTIFIED SUBSTITUTES 

Position Full Day Rate Half Day Rate 

Teacher $ 110.00 $ 55.00 

Modules Completed Literacy 

Training Only 

$ 110.00 $ 55.00 

Retiree $ 120.00 $ 60.00 

Long Term (after 15 days) $ 200.00 $ 100.00 

Nurse $ 80.00 $ 41.50 

Retiree/Literacy Training $110.00 $ 55.00 

Certified substitutes are scheduled to work either a four or eight hour job.  A 4-hour job will be 

paid at the half day rate; an 8-hour job will be paid the full-day rate. If you work two 4-hour jobs 

within the same day, you will be paid for one full day, not two half days. To qualify for the higher 

“module” rate, a substitute must complete the Foundations of Literacy module through the 

Professional Development Office or the University of Northern Colorado.  For more 

information, contact the Professional Development office at 348-6280.  To qualify for retiree 

pay, a candidate must be retired from Greeley-Evans School District 6 or any other school 

district.  Long-term pay is for jobs greater than 15 days.  The pay rate of the long term certified 
sub will be in effect immediately and there will no longer be a 15 day wait to receive the higher 
rate of pay.

 On June 9, 2014, the Board of Education approved a new policy requiring direct deposit of 

all employees. Policy DKA states, “Employees shall be paid on the last business day of each 

month by direct deposit to individual accounts. Direct deposit is required for all employees. 

New employees who have not had the opportunity to sign up for direct deposit will have their 

first paycheck mailed but must sign up for direct deposit for subsequent pay periods.” 
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CLASSIFIED SUBSTITUTES 

Position Hourly Rate 

Educational Interpreter (DHH) $ 20.88 

Campus Monitor $ 15.06 

Secretary/Office Manager $ 15.06 

Special Education & Preschool Assistant $ 13.33 

Library/Media Associate $ 12.74 

Health Clerk $ 13.33 

Instructional Assistant $ 12.16 

ISS Monitor $ 12.16 

Lunch Monitor $ 12.16 

Classified substitutes are paid for actual hours worked at the appropriate rate for the position. 

PAY PERIODS & PAY DAYS 

Pay periods for substitutes begin on the 16th day of each month and end on the 15th day of the 

following month. All employees are paid on the same schedule regardless of position or 

classification. Employees are paid once a month on the last business day of each month. A 

complete list of current payroll dates can be found on Infinite Visions under Employee 

Resources > Information Center > Payroll Forms > Payroll Due Dates Calendar, 2016-17. 

Specific questions concerning a substitute’s paycheck should be addressed to the Payroll Office 

at (970) 348-6116. 
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CONCERNS 

If there are performance concerns with a substitute in a building, the following steps may be 

taken: 

 The principal may contact the substitute and discuss the concerns.

 The principal may submit concerns in writing to Human Resources with a request that

the substitute not be assigned to that building and/or classroom in the future.

 Human Resources will contact the substitute to discuss concerns.

If the substitute has concerns regarding the school or site, the following steps may be taken: 

 The substitute may contact the principal and discuss the concerns

 The substitute may submit confidential concerns in writing to Human Resources.

 The substitute may request to not be assigned to that building and/or classroom in the

future.

ASSIGNMENT INFORMATION 

All substitutes are assigned by Absence Management (AESOP) or Human Resources.  

Assignments will be posted on Absence Management (AESOP) (www.aesoponline.com) as they 

are received by Human Resources or entered by the employee.  The amount of substitute usage 

can vary from day-to-day.  We experience the highest needs on Mondays, Fridays, and prior to 

District holidays.  In order to increase the amount of jobs available to you, we suggest opening 

up your availability to all days and all sites. 

CALLS TO SUBSTITUTES 

The Absence Management (AESOP) phone system has two calling periods; 5:00 a.m. - 1:00 p.m. 
and 4:00 p.m. – 9:00 p.m. each day.  Occasions arise where a substitute is needed after school 

has started, so calls can be expected at any time.  The Absence Management (AESOP) phone and 

online systems are available 24/7. 

If a substitute pre-arranges an assignment with a district employee, The Office Manager at that 

school will verify with the substitute, then enter it into Absence Management (AESOP) for the 

employee.  An email will be automatically generated by Absence Management (AESOP). 

The district has setup a confidential online survey to gather data in order to help substitutes 
and schools work together to provide the best environment for student learning.  While not 
required, we ask all substitutes to complete a survey for each job.  The survey can be found 

at: https://goo.gl/forms/DNkH35IJourv2XUw2.  We encourage all substitutes to leave 
feedback on each job so we can use the data to improve your experience in the schools. 
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When contacted, the substitute will be told the name of the absent employee, the school, the 

grade or subject, start and end time of the job and the Confirmation number.  We will also 

indicate any special instructions (i.e. travel between schools, morning or afternoon duty, special 

attire for the day, etc.).  All teachers must provide to the substitute teacher, detailed sub plans 

for the job.  The sub plans may be on the teacher’s desk, with the Office Manager, or uploaded to 

Absence Management (AESOP) as an attachment. 

Substitutes must be aware, if accepting jobs in Absence Management (AESOP), to notice if the 

job is a multiple day absence and/or at multiple schools in one day (itinerant schedules).  

Greeley-Evans School District 6 does not pay for gas or mileage for substitutes. 

Employees must enter their absences in Absence Management (AESOP) for all leave types.  When 

employees enter their absence information, they will use the “Notes to the Substitute” to give instructions 

left by the employee for the substitute teacher. 

AVAILABILITY 

When substitutes know in advance they will not be available on a certain date, they should 

indicate their unavailability on Absence Management (AESOP) through the website with the 

“Non-Work Days” tab.  If substitutes use a “Non-Work Day”, either on the phone or on-line, you 

will not be called for assignments for that specific date.  However, you may be contacted 

directly by HR or a school site.  Absence Management (AESOP) allows for substitutes to 

indicate their desire to work only on certain days, in certain schools. 

All substitutes must commit at least 4 days a month to substitute at Greeley-Evans School 

District 6 in order to stay in the sub pool.  If a substitute has not worked for our school district 

in the last month, the substitute will be inactivated.  Please contact Human Resources if you 

believe you were inactivated in error. 

ACCEPTING A JOB 

It is essential for all students to have qualified instruction; therefore, a substitute should accept 

only those assignments that are within their competence.  When a substitute feels unqualified to 

take an assignment, they should decline the job.  If a Certified substitute is asked to teach out of 

their licensed field, it is because there is not a substitute teacher available who is endorsed in 

If you have accepted a job and will be unable to fulfill the job you are required to cancel 

through Absence Management (AESOP) on-line or by calling Human Resources.  In order 

to give the system time to find a replacement, we ask that you notify us of the cancellation 

at least 2 hours prior to the start of the job. 
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that area.  At times, a shortage of subs is a very urgent problem, and cooperation in these cases 

is greatly appreciated. 

 

REMOVAL FROM THE SUBSTITUTE LIST 

 

If for any reason your situation changes and you are no longer available to serve as a substitute, 

please submit your request to be removed, in writing to Human Resources. 

 

DAILY SUBSTITUTE PROCEDURES 
 
ARRIVAL 

 
Google interactive maps are included through Absence Management (AESOP) to aid the 

substitute in determining the best route to the job assignment. 

 

Upon arrival, please report to the main office.  Either the office manager or the principal will 

acquaint the substitute with the procedures for the day. 

 

Substitutes are to enter the assignment information on the Substitute Sign-In Form.  For those 

assignments that include more than one school, be sure to sign-in at every school. 

 

EXPECTATIONS 
 

 Dress professionally, setting a good example for the students. 

 Become familiar with the building, especially the fire escape routes, media center, music 

room, art room, gymnasium, cafeteria and lounge.  Review the classroom teacher’s daily 

schedule, lesson plan book, seating charts, textbooks, and other materials. 

 Maintain, as fully as possible, the established routines and procedures of the school and 

classroom to which he/she is assigned. 

 Teach the lessons outlined and described by the absent teacher. 

 Consult with the building principal before initiating any teaching or other procedures not 

specified by the absent teacher.  If playground or other duties are assigned to the regular 

teacher, the substitute teacher is expected to fulfill that responsibility. 

 Check the attendance procedures of your assigned school. 

 Be available to cover a class or assist as needed if there is a planning period.  Substitute 

teachers working are not entitled to a planning period and may be asked to fill in for 

other teachers during the schedule planning time.  Also, please be aware that substitute 

teaching assignments may change if other needs arise in the building. 

 All substitutes should refrain from expressing personal opinions and reactions about 

various subjects (i.e., religion, politics, etc.). 

 When serving on an assignment, the substitute must remember that substituting is a 

position of public trust.  Confidential information concerning individual students must 

not be discussed. 
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 Remain at school until the school day has ended, regardless of whether there is a class 

during the last period.  Ask an administrator where assistance is needed. 

 No use of personal cell phones or tablets during classroom hours. 

 No personal work of any kind will be permitted while on duty. 

 

END OF DAY 
 

The classroom should be left as it was found at the beginning of the day and in readiness for the 

next day.  When appropriate, correct any papers and leave them on the teacher’s desk.  Leave 

notes or feedback for the teacher on the progress of the day.  The preferred method is to enter 

them electronically through AESOP using the “Feedback” field under “Past Jobs”.  Sign out on 

the Substitute Sign-In Form at the conclusion of each day. 
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SUGGESTIONS FOR CLASSROOM CONTROL 
 

Encouraging students to behave is a complex skill.  Here are some hints/ideas which may be 

helpful to you:  

 

 The tone of the day is set when students first enter the room, so be at the door to greet them.  

Be sure they know what is expected of them as soon as they come into the room. 

 Be well organized.  Careful preparation cannot be overemphasized.  Use written plans with 

all materials needed for use.  Know how you are going to conduct each activity. 

 Start giving instructions at the sound of the bell.  Give directions carefully and call on 

students to repeat what you have said. 

 Before beginning a new concept, find out what the students already know about the subject.  

If they don’t have the requisite background, knowledge and skills, teach these first. 

 Speak softly but firmly, setting the pattern for quietness.  The tone, pitch, and volume of 

your voice will strongly influence the noise pattern in your room.  Keep it loud enough to be 

heard, but quiet enough not to assault the ears of your listeners.  Noise begets noise – yelling 

tends to cause students to yell. 

 Firm insistence on acceptable behavior should begin at the start of the day/call period.  

Don’t hesitate to be firm, consistent, and fair in dealing with students.  They are entitled to 

know what is expected of them. 

 Remember that it is easier to loosen up in your restrictions in a classroom than it is to 

tighten down once things become chaotic. 

 Anger and sarcasm have no place in a classroom. 

 To change a student’s behavior, give specific instructions for an activity and explain why the 

new activity is better. 

 Give students appropriate responsibilities. 

 Students should not be threatened.  Once a directive is given, it should be understood and 

followed through. 

 A sense of humor is invaluable.  Smiles are much more potent instruments for securing good 

behavior than are frowns.  Circulate around the room.  Students appreciate and respond to 

genuine interest in them on the part of the teachers. 

 The best preventive measure for restlessness in the classroom is work and change.  Have 

frequent changes of pace and don’t give the students time to misbehave. 

 The key to good discipline is careful planning plus adequate preparation and enthusiasm.  Be 

ready for the day before the students come into the room.  Be enthusiastic – enthusiasm is 

catching.  Keep the room neat and orderly.  A neat, orderly room has a calming effect on the 

students.  Be sensitive to the physical needs of students.  
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IMPORTANT POLICIES 
Procedures contained within the Substitute Handbook are based on district policies adopted by 

the Greeley-Evans School District 6 Board of Education.  This handbook is not all-inclusive and 

does not contain all personnel policies.  All policy and regulation revisions are subject to Board 

approval.  The handbook is based on policies and procedures, as they exist at the time of 

publication and may change without advance notice.

 

DRESS CODE (BOARD POLICY GBEBA) 
 

Teachers and other staff members project an image to the community and to students about the 

professionalism of the district. During the workday and at all work-related activities, employees 

shall adhere to a professional standard of dress and shall be neat and clean in appearance.  

Examples of professional attire include, but are not limited to, collared shirts, dress slacks, ties, 

dresses and coordinated separates.  The principal has the final authority to decide what 

professional attire is. 

 

Unacceptable items 

 

The following items are deemed disruptive to the classroom environment or to the maintenance 

of a safe and orderly school and are not acceptable in school buildings, on school grounds, or at 

school activities: 

 

1. Shorts, dresses, skirts or other similar clothing shorter than mid-thigh length.  

 

2. Sunglasses and/or hats worn inside the building. 

 

3. Inappropriately sheer, tight or low-cut clothing (e.g., midriffs, halter tops, backless clothing, 

tube tops, garments made of fishnet, mesh or similar material, muscle tops, etc.) that bare or 

expose traditionally private parts of the body including, but not limited to, the stomach, 

buttocks, back and breasts. 

 

4. Tank tops or other similar clothing with straps narrower than 1.5 inches in width. 

 

5. Beach footwear (such as flip-flops). 

 

6. Any clothing, paraphernalia, grooming, jewelry, hair coloring, accessories, or body 

adornments that are or contain any advertisement, symbols, words, slogans, patches, or pictures 

that:  

 

 Refer to drugs, tobacco, alcohol, or weapons.  

You are expected to review and become familiar with all policies and regulations.  A complete 

set of Board policies and regulations are available on the district website at 

http://www2.greeleyschools.org/Board/Manual/toc.asp. 
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 Are of a sexual nature. 

 By virtue of color, arrangement, trademark, or other attribute denote membership in 

gangs which advocate drug use, violence, or disruptive behavior. 

 Are obscene, profane, vulgar, lewd, or legally libelous. 

 Threaten the safety or welfare of any person. 

 Promote any activity prohibited by the student code of conduct. 

 Contain partisan or political information. 

 Otherwise disrupt the teaching-learning process. 

 

ALCOHOL AND DRUG-FREE WORKPLACE (BOARD POLICY GBEC) 
 

The Board recognizes that the maintenance of a drug- and alcohol-free workplace is essential to 

staff and student safety and helps to ensure a safe and productive work and learning 

environment. Therefore, it is the policy of the Greeley-Evans Weld County School District 6 

(“District”) to maintain a workplace that is free of illegal drugs and alcohol. 

 

Employees shall not manufacture, possess, distribute, dispense, use, possess, or be under the 

influence of illegal drugs or alcohol while on duty.  

 

STAFF USE OF THE INTERNET AND ELECTRONIC COMMUNICATIONS 
(BOARD POLICY GBEE*) 
 

The Internet and electronic communications (e-mail, chat rooms and other forms of electronic 

communication) have vast potential to support curriculum and learning. The Board believes 

they should be used in schools as a learning resource to educate and to inform. 

 

The Board supports the use of the Internet and electronic communications by staff to improve 

teaching and learning through interpersonal communication, access to information, research, 

training and collaboration and dissemination of successful educational practices, methods and 

materials. 

 

The Internet and electronic communications are fluid environments in which users may access 

materials and information from many sources. Staff members shall take responsibility for their 

own use of district computers and computer systems to avoid contact with material or 

information that violates this policy. 

 

No expectation of privacy 

 

District computers and computer systems are owned by the district and are intended for 

educational purposes and district business at all times. Staff members shall have no expectation 

of privacy when using the Internet or electronic communications. The district reserves the right 

to monitor, inspect, copy, review, and store (at any time and without prior notice) all usage of 

district computers and computer systems, including all Internet and electronic communications 

access and transmission/receipt of materials and information. All material and information 
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accessed/received through district computers and computer systems shall remain the property 

of the school district. 

 

Public records 

 

Electronic communications sent and received by district employees may be considered a public 

record subject to public disclosure or inspection under the Colorado Open Records Act. All 

employee electronic communications are retained, archived and destroyed in accordance with 

applicable law. 

 

WORK-RELATED INJURY OR ILLNESS  
 
All district staff are covered by workers’ compensation insurance for work-related injuries or 
illnesses. The Colorado Workers’ Compensation Act and the Colorado Department of Labor and 
Employment govern the management of work-related injury claims. 
 
 
 
Employee Responsibilities: 
 

1. Report all on-the-job accidents immediately (Same Day). (Policy EBBB) 
 
Report all vehicle accidents with district-owned vehicles to the supervisor of 
transportation and to the appropriate administrator. 
 
Report all employee on-the-job accidents to the risk management specialist and to 
the appropriate supervisor, principal and administrator. 
 
Report all student accidents on the way to and from school and on school property, 
on the appropriate form, to the health services liaison or principal. 
 
Report all patron accidents other than those listed above to the risk management 
specialist. 
 

2. Report all employee work-related injuries or illnesses immediately 
(Same Day). 
 
Obtain, complete, and submit a Workers’ Compensation Employee’s Report of a 
Work-Related Injury. This report may be obtained from the employee’s supervisor, 
foreman, office manager, kitchen manager, custodial building manager, school nurse, 
health clerk, or the risk management specialist. It is also available on Infinite Visions 
under “Employee Resources”; “Information Center”; “Worker’s Comp Forms”. 
 
Section 8-43-102 (1.5) of the Colorado Revised Statutes requires that if the employee 
is injured on the job, written notice must be given to the employer within four 
working days after the accident. The employee’s completion of the employee’s work-
related accident report satisfies this requirement. 
 

3. Notify the risk management specialist if medical treatment is needed. 
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The risk management specialist will then notify him/her of the date and time of the 
appointment. Every employee sent to the designated worker compensation medical 
provider must have a scheduled appointment. No one will be seen on a walk-in 
basis. 
 
The employee may not seek treatment from his/her personal physician. The 
designated worker compensation medical provider must treat him/her for any 
work-related injury or illness.  
 
The designated workers’ compensation medical providers for Greeley-Evans School 
District 6 are: 

 
Workwell Occupational Medicine   
1275 58th Ave, Suite C 
Greeley, CO 80634 
(970) 350-6810 
Hours: 8:00 AM to 5:00 PM Monday – Friday 
 
 
CHAMPS  
1900 16th St. 
Greeley, CO 80631 
(970) 350-2471 
Hours: 8:00 AM to 5:00 PM Monday – Friday 

  
The employee will be responsible for all medical costs if he/she does not use the 
designated workers’ compensation medical provider. The employee’s health 
insurance will not provide benefits for a work-related injury. 
 
Prescriptions written by the workers’ compensation medical provider should be filled 
at one of the following pharmacies located in Greeley or Evans (King Soopers, Rite-
Aid, Safeway, Target, Walgreens or Wal-Mart). The employee must inform the 
pharmacy that the prescription is for treatment of a work-related injury or illness so 
that he/she does not have to pay for the prescription(s).  
 
No co-pays are necessary when being treated for a work-related injury. 

 
4. If an emergency occurs and/or if injured after 4:30 pm or on weekend 

days, report to the following emergency room. 
 

Emergency Room at North Colorado Medical Center 
1801 16th Street Greeley, CO 80631   (970) 352-4121 

IF A WORK-RELATED INJURY OCCURS OUTSIDE OF GREELEY, REPORT TO 
THE NEAREST EMERGENCY CARE FACILITY BY A LICENSED MEDICAL 
PHYSICIAN.  
 
Inform the emergency room staff that this injury is a work-related and that you work 
for Weld County School District 6, Greeley, CO.  
 
Contact the risk management specialist on the next business day to report your 
injury. Failure to report your injury could result in your financial obligation for the 
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emergency room visit. (See directions above under Report All Work-Related Injury 
or Illness.) 
 

5. Use the designated workers’ compensation medical provider for all 
follow-up treatment following an emergency room visit. 

 
The workers’ compensation medical provider may recommend a follow up 
appointment. The employee must schedule the follow up appointment before leaving 
the medical office. The employee must return for any follow up appointments. 
Failure to keep these appointments may subject the employee to reduced workers’ 
compensation benefits. 

 
6. File a First Report with the risk management specialist. 

 
Contact the risk management specialist to seek directions on how to file the First 
Report. A First Report must be filed with our workers’ compensation insurance 
carrier for each work-related injury/illness even if no medical treatment is required. 

 
 

7. Send a copy of the physician’s report if medical care is provided. 
 
The employee ensures: 
 

 He/She will provide a copy of the physician’s report and send or fax it to the 
risk management specialist each time he/she is seen by the workers’ 
compensation medical provider.  

 

 He/She will provide his/her supervisor or manager with a copy of the 
physician’s report. If the physician indicates on the report that the employee 
should not return to work, he/she must notify the supervisor or manager. 

If the physician indicates on the report that the employee should not return to work, he/she 
must also contact the risk management specialist as soon as possible.  
  

Contact Information: 
 

Pam Stoll 
Risk Management Specialist 

 
Office: (970) 348-6113 
Fax:  (970) 348-6034 
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ADDITIONAL RESOURCES 
 
DISTRICT CONTACT INFORMATION 
 

Administration Office 

 

1025 9th Avenue 

Greeley, Colorado 80631 

Phone:      (970) 348-6000 

 

Human Resources 

 

Phone:      (970) 348-6070 

Sub Desk: (970) 348-6073 

Absences Management:    (800) 942-3767  

Fax:           (970) 348-6031 

Website:  www.greeleyschools.org 

 

Infinite Visions 

https://fmsweb.greeleyschools.org 

 

AESOP 

https://www.aesoponline.com 
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