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BISD Vision Statement 
To Be A Leader In Preparing Every Student To Excel in Tomorrow’s World 

 
 

BISD Mission Statement 
To Provide An Education That Challenges All Of Our Students To Excel 
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Introduction 

 

The purpose of these guidelines is to provide information that will help with questions and 

support a successful experience as a substitute. Not all District policies and procedures are 

included. Those that are, have been summarized. Suggestions for additions and improvements to 

these guidelines are welcome and may be sent to Calvin Itz, Director of Employee Relations and 

Professional Staffing.  

 

These guidelines are neither a contract nor a substitute for the official District policy manual. 

Nor is it intended to alter the at-will status of noncontract employees in any way. Rather, it is a 

guide and a brief explanation of District policies and procedures related to employment as a 

substitute. For more information, District policies can be accessed online at www.bisd.net . 

 

The substitute teacher is vital to the safe and efficient operations of our schools. The substitute 

must have a willingness to be flexible to meet the needs of the students and campus, and 

effectively carry out the plans provided.  

 

Our priority is to make every minute count while our students are in our care. The substitute 

should have the mindset that they are doing the work of a teacher or staff member and that they 

are continuing the learning with their work rather than simply being an adult presence. The 

normal program and lessons should be strictly adhered to whenever possible. 

 

Duties of the classroom teacher cannot be defined by rules and regulations. Thus, this booklet 

does not encompass the entire scope of duty of the substitute, nor does it address every question 

which will confront the substitute. Success is dependent upon responsible, professional decision-

making which is governed by good judgment. It is important to remember that the welfare of all 

students should be of utmost importance at all times. 

 

This guide will provide assistance in defining areas of responsibility and shall serve as a valuable 

reference. It is our desire that an understanding of the topics addressed herein will lend 

themselves toward a more efficient operation of the District. 

 

 

 

 

 

 

 

 

 

 

 

Job Description  

http://www.bisd.net/
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Belton Independent School District 
Job Description 

 

Job Title:  Substitute Teacher 
Department:  Campus Assigned 
Reports To:  Principal /Administrator 
   Various Schools within District 
FLSA Status:  Non-Exempt, As Assigned 
Pay: Sub Pay Grade  
 
SUMMARY 
Provide quality instruction that enables each child to pursue his/her education as smoothly and 
completely as possible in the absence of the regular teacher. Substitute teachers should assume the 
responsibilities as the regular teacher for supervision of students in the classroom, building, on the 
playground or on a field trip at assigned campus.  He/she manages student learning in accordance with 
the goals and directives of the school district.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Reports to the campus office upon arrival at the school building 

 Maintains and respects confidentiality of student and school personnel information. 

 Maintains a discipline and classroom control that fosters a safe and positive environment for all 
students and staff in accordance with school and district policies 

 Duties performed typically in school settings to include: Classrooms, gymnasium, cafeteria, 
auditorium, and recreational areas 

 Dress and grooming of district employees shall be clean, neat, professional and in a manner 
appropriate for their assignments – outlined in the Belton ISD Substitute Training Handbook 

 Responsible for the control of classes 

 Check with campus office to see if teacher has duty in the cafeteria, hall, etc. 

 Check attendance following school procedures 

 Check the room’s fire drill procedures upon arrival 

 Follow the lesson plans carefully 

 Never leave the classroom unattended 

 Leave a written summary of work for the teacher 

 Report incidents of abnormal happenings to the principal 

 Obligated to report any and all suspected cases of child abuse/neglect to the principal’s office 

 Return keys and any confidential information to the main office when you leave 

 Check with the office at the close of the school day to see whether they need to report the next 
day 

 Leave the room orderly and neat 

 Performs other related duties as assigned by building administrator(s) in accordance with 
school/district policies and practices 

 Long-term substitutes, (20 days or longer in the same position and for the same employee), will 
assume all of the same responsibilities as the regular teacher/employee. 
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SUPERVISORY RESPONSIBILITIES 

 None 
 
QUALIFICATIONS 

 All substitutes are required to attend the Belton ISD Substitute Training Class and AESOP 
Training. 

 Candidate must agree to authorize Belton ISD to conduct a criminal history 
search/fingerprinting. 

 
EDUCATION and/or EXPERIENCE  

 Degree and Valid Teaching Certificate 

 Degree (4 year)/Non-Certified 

 Non-Degree must have High School Diploma or General Education Certificate GED or Associates 
Degree 

 
LANGUAGE SKILLS 

 Ability to read, analyzes, and interprets general business periodicals, professional journals, 
technical procedures, or governmental regulations. 

 Must be able to follow oral and written directions and have the ability to establish effective 
working relationships with staff and students. 

 
MATHEMATICAL SKILLS 

 Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume 

 Ability to apply concepts of basic algebra and geometry 
 
REASONING ABILITIES 

 Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardized exists 

 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form 
 
OTHER SKILLS AND ABILITIES 

 None specified 
 
PHYSICAL DEMANDS 

 The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. 

 Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

 While performing the duties of the job, the employee is regularly required to walk, sit, and talk 
or hear, frequent walking, standing, stooping, lifting up to 50 lbs 

 Occasional movement of students by wheelchairs and other mechanical devices may be 
required. 
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 Regular instruction to special needs children may be necessary. 

 Daily personal and close contact with children to provide classroom management and learning 
environment support is required on assigned days. 

 Regular contact with other staff members and building administrator(s) is required on assigned 
days as a substitute. 

 Occasional travel with students on field trips may be necessary 

 Specific vision abilities required by this job include close vision, distance vision, and ability to 
adjust focus. 

 
WORK ENVIRONMENT 

 The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. 

 Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

 Substitute is subject to inside and outside environmental conditions, noise and hazards. 

 The noise level in the work environment is usually moderate. 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are 
not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be 
required. 
 
Created:  December 2007 
Prepared By:  Belton ISD Human Resources Department 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

School Calendar  
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https://tx50000217.schoolwires.net/cms/lib/TX50000217/Centricity/Domain/271/20190325-bisd-
district-calendar.pdf  

 

Belton ISD Campus Directory 

 

Campus Address Phone Students’ 

School Hours  

Principal 

Belton Early Childhood 

School 

501 E. 4
th
 Ave. Belton  215-3700 7:40am-3:05 Sue Banfield  

Charter Oak Elem 8402 Poison Oak Rd. – 

Temple 

215-4000 7:40am-3:05 Jennifer Conner  

Chisholm Trail Elem 1082 S. Wheat Rd. - Belton  316-5100 7:40am-3:05 Elizabeth McMurtry 

High Point  

Elem 

1635 Starlight Dr. - Temple  316-5000 7:40am-3:05 Amy Armstrong 

Pirtle Elem 714 South Pea Ridge - 

Temple  

215-3400 7:40am-3:05 Becky Vaughn 

Lakewood  

Elem 

11200 FM 2305 Temple  215-3100 7:40am-3:05 Dr. Becky Musil  

Leon Heights  

Elem 

1501 North Main - Belton 215-3200 7:40am-3:05 Marcie Beck  

Miller Heights Elem 1110 Fairway Dr. – Belton  215-3300 7:40am-3:05 Hope Orsag 

Southwest Elem 611 S. Saunders Belton 215-3500 7:40am-3:05 Stacy Cox  

Sparta Elem 1800 Sparta Rd.  

Belton 

215-3600 7:40am-3:05 Julee Manley  

Tarver Elem 7949 Stonehollow Temple  215-3800 7:40am-3:05 Brooke Itz   

Lake Belton MS 8818 Tarver Dr. Temple  215-2900 8:10am-3:45 Kris Hobson 

North Belton MS  7907 Prairie View – Temple  316-5200 8:10am-3:45 Michelle Tish 

South Belton MS 805 Sagebrush Belton 215-3000 8:10am-3:45 Kevin Taylor  

Belton HS 600 Lake Road Belton 215-2200 8:50am-4:25 Ben Smith  

 

Belton New Tech High 

@ Waskow  

320 N. Blair St. Belton 215-2500 8:50am-4:25 Jennisty Thomason  

DAEP  302 N. Blair 215-2571 7:40am-3:05 Sandy Garrett 

 

Substitute Hours and Payroll Information  

 

https://tx50000217.schoolwires.net/cms/lib/TX50000217/Centricity/Domain/271/20190325-bisd-district-calendar.pdf
https://tx50000217.schoolwires.net/cms/lib/TX50000217/Centricity/Domain/271/20190325-bisd-district-calendar.pdf
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Substitute Duty Hours  

The substitute shall be expected to be on duty the entire school day (including conference 

periods) and to perform all duties of the regular teacher or staff member they are subbing for.   

 

Substitutes are expected to be available through the Frontline Absence Management phone call 

system or by logging in to check for available positions at an appropriate time to fulfill full day 

and half day assignments. It is not appropriate for a substitute to consistently take jobs to fill 

vacancies mid-morning or mid-afternoon. From time to time, campuses may contact a substitute 

to fill a position mid-morning or mid-afternoon, but this should not be the primary method for 

taking positions.   

 

The substitute is not a full time teacher and therefore is not eligible for a conference period and 

may be reassigned to other duties during this period. 

 

Individual campus circumstances may require the assignment of a substitute for only a portion of 

the school day. Substitutes are also subject to reassignment during the day. At the beginning of 

each teaching day, the substitute must go to the school office and sign a Belton ISD sign-in 

sheet. Failure to sign this report could result in the delay of the substitute receiving a pay check. 

  

School day schedules for teachers vary. This includes before and after school duties that may be 

required by the teacher that is absent. 
 

Procedures when a Substitute Arrives on Campus and a Position is no Longer Needed  

Campus staff assigned to contact and monitor substitute teachers are to use the following 

procedures to correct situations presented: 

 When two substitute teachers arrive for the same assignment, the job is to be given to the 

individual with the job number. The second person is to be dismissed without pay. 

 When a substitute teacher arrives on campus for a job assignment that has been cancelled, 

an explanation regarding the situation should be provided. The substitute is to be 

dismissed without pay. The campus will contact the District Substitute Coordinator to 

determine if there is another unfilled position in the district. If there is, the position will 

be offered to the substitute. If declined, the substitute will be dismissed without pay.  

 When a substitute teacher arrives to take an assignment that has been scheduled 

incorrectly (i.e., the wrong date and/or time were entered), an explanation should be 

provided and the substitute should be dismissed without pay. If available, the substitute 

teacher should be offered the assignment for the correct date and/or time. Substitute 

teachers are to sign in for their assignment when they arrive at the campus. Campus 

secretaries will have a list of jobs reported for the day with half-day assignments and full-

day assignments. 

 

 

Campus Bell Schedule  

High School    8:50 – 4:25  
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Middle School    8:10 – 3:45  

Elementary Schools   7:40 – 3:05    

Belton Early Childhood  7:40 – 3:05 

Alternative School   7:40 – 3:05 

BNTHS @ Waskow   8:50 – 4:25 

 

Pay  

Non-Degreed Substitute:  $75.00 per day, $37.50 per half day (4hrs or less) 

Degreed Substitute (Bachelor’s) $85.00 per day, $42.50 per half day (4hrs or less) 

Certified Teachers    $100.00 per day, $50.00 per half day (4hrs or less) 

Clerical Substitute   $75.00 per day, $37.50 per half day (4hrs or less) 

 

Payroll Calendar  

 
BELTON INDEPENDENT SCHOOL DISTRICT SUBSTITUTES PAYROLL CALENDAR 2019-2020 

 
 

Payroll Contacts:  

Payroll Email: payroll@bisd.net , fax 254-215-2008 

Carolyn Farek, Payroll Specialist: Carolyn.farek@bisd.net, 254-215-2014 

Yanet Valladeres, Payroll Specialist: yanet.valladares@bisd.net  254-215-2013 

 

Skyward Finance - Accessing Your Paycheck and Information - https://www.bisd.net/staff  

Log-in – firstname.lastname 

Password – your date of birth using all 8 digits (no slash, dash, etc.) 

 

Mandatory Direct Deposit on Paychecks  

In regards to your paycheck, it is your responsibility to examine each paycheck stub for accuracy 

mailto:payroll@bisd.net
mailto:Carolyn.farek@bisd.net
mailto:yanet.valladares@bisd.net
https://www.bisd.net/staff
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and immediately notify the Payroll staff if a discrepancy is noted.  Please allow reasonable time 

for the discrepancy to be researched and corrected, if necessary. 

Payroll Office: 254-215-2014   

 

Change of Address / Phone Number  

It is important that our files contain your most current address at all times so that all payroll 

information may reach you when necessary.  To change your address please submit in writing 

your Name, New Address, New Phone Number to substitutes@bisd.net  

 

Form W-2 Wage and Tax Statement  

IRS Forms W-2 Wage and Tax Statement will be issued by January 31, in accordance with 

federal regulations. The Business Office will mail all terminated and Substitute employee’s W-2 

forms. W-2 forms MAY NOT be picked up. 

 

Form W-4 Employee’s Withholding Allowance Certificate  

District employees may file a new Form W-4 at the Payroll Office to change withholding 

allowances for any reason at any time during the year.  The IRS requires a new form W-4 be 

filed with the employer in cases such as change in marital status, credits, deductions, or number 

of exemptions.  Form W-4 may be obtained at each campus/department and at the payroll office. 

 

Substitute Application and Hiring Process  
A degree is preferred for being selected as a Substitute in Belton ISD (must provide official 

transcript). 

 

BISD hires substitutes in the following areas: Substitute, Clerical Substitute, Licensed 

Vocational Nurse Substitute, and Nurse Substitute. All of these applications can be found on the 

employment page at https://www.bisd.net/domain/2684  

 

Note: Before their first day of work, all substitute employees must have submitted fingerprints to 

the National Criminal History Review Information database (NCHRI) as required by the Texas 

Education Code (TEC ch  153dd, ch 232c). 

 

Before the first day of employment, applicants must have the following on file in the Human 

Resources Office: 

• 2 Forms of ID (see list of acceptable ID on I-9 Form) 

• Copy of high school diploma, transcript, or GED 

• Copy of college transcript or diploma showing your degree 

• Copy of Teaching Certificate 

• Letter of Reasonable Assurance  

• Other Earnings Payment Authorization 

• I-9, Employment Eligibility Verification 

• W-4 Form 

• Voided check for Direct Deposit 

https://www.bisd.net/domain/2684
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• Emergency Contact Information Form 

• Ethnicity Form 

• Public Access Information Form  

• Drug Free Workplace Form 

• Handbook Receipt 

• Health Insurance Form 

 

Applicants who are invited to substitute teach must attend an orientation session.  

 

All substitute teachers (returning and newly hired) must complete the required annual training 

provided by Human Resources.  

 

Each applicant must be approved by the Human Resources Office. A Frontline ID and Pin 

number will be issued to each applicant when their forms are completed and a Criminal History 

check has been run. 

 

Substitutes may utilize the automated sub calling system, Frontline (AESOP), by going to their 

website, www.login.frontlineeducation.com , or be contacted daily from 5:00 AM to 9:00AM 

and 5:00PM to 10:00PM. 

 

Employee absences will be posted on Frontline as they occur. If posted absences are not filled in 

a timely manner, Frontline will begin the telephone calling process. 

 

If you are unable to fulfill your assignment, you must call the campus and the sub help line. 

Human Resources Substitute Office - 254-215-2021 or Substitutes@bisd.net  

 

Substitutes are required to work 2 days per month (September-May). 

 

Any change of name, address, telephone number, educational status, or availability must be 

reported in writing to the Human Resources Office or you may email Annette Quinones at 

Annette.quinones@bisd.net  

 

Documents validating a change from non-certified to certified status must be added to the 

substitute’s Human Resources folder. 

 

A substitute who is unable to continue working for BISD, must contact the Human Resources 

office. Please email Annette Quinones at Annette.quinones@bisd.net  

 

Principals are encouraged to recommend persons as substitutes, but placement on the list shall be 

through the Human Resources Office. Only persons approved by the Human Resources Office 

are eligible for substitute teaching and payment of wages. 

State law prohibits smoking, using tobacco products, or e-cigarettes on all District-owned 

property and at school-related or school-sanctioned activities, on or off school property. 

mailto:Substitutes@bisd.net
mailto:Annette.quinones@bisd.net
mailto:Annette.quinones@bisd.net
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Logging Into Frontline Absence Management For First Time  

Once Belton ISD staff load your information into Frontline Absence Management, you will 

receive an email from Frontline instructing you to update your username and password.   

 

Description of Positions and Acronyms 
Functional Academics (FA) – In an FA classroom, students may have cognitive and/or physical 

needs which require a high level of support. FA students need frequent reminders, lots of 

encouragement, patience, and high levels of supervision and coaching.  

 

Life Skills (LS) – Life Skills students may require higher levels of physical support and possibly 

have medical needs that require frequent assistance. LS students need lots of encouragement and 

high levels of physical support which may include, feeding, walking, bathroom support, etc.   

 

Preschool Program for Children with Disabilities (PPCD) – PPCD is located at Belton Early 

Childhood School (BECS) and serves children ages 3-5 years old. PPCD students are our earliest 

learners and often need support with speaking, moving around the campus and classroom, 

toileting, and may need as much support as hand-over-hand during activities.   

 

AIMS – This is a self-contained special education classroom for students who need close 

supervision and a high level of behavioral support. You can expect to encounter behaviors that 

may not be seen in any other classroom. This position requires the adult to always be in control 

of his/her emotions, maintain a supportive tone, and a high level of respectful talk with other 

adults and students.   

 

BIP - A behavior intervention plan is a plan with strategies to support a student in their decision 

making. This may include accommodations to help support a student’s behaviors.  An example 

might be, cooling off time, going to a refocus area, going to the counselor, etc.   

 

IEP – Individualized Education Plan – This is a special education document that outlines 

educational goals, accommodations, and modifications required for a student. If accommodations 

are listed on a lesson plan, they must be followed.  

 

Insurance for Substitutes 
Upon hire, Substitutes will be offered participation in the District’s insurance program. If the 

substitute chooses to opt out of the district plan, a waiver to decline insurance is required. 

 
Belton ISD provides health coverage to employees through TRS-ActiveCare. A district substitute 

is eligible to enroll in TRS-ActiveCare if the district reasonably expects the substitute to work at 

least 10 hours per week. Hours worked for other school districts are not considered in 

determining whether a substitute is eligible for benefits through Belton ISD.  
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Although the district reasonably expects substitutes to work at least 10 hours per week, the 

district does not guarantee that you will receive 10 hours every week. The district’s need for 

substitutes varies from week to week. In some weeks, you may not receive any assignments. 

Similarly, the district understands that some weeks you may not be able to accept assignments 

due to illness or other personal reasons.  

If you are a new substitute, you must enroll in or decline medical coverage within 31 days from 

date of hire. If you decline coverage, you cannot enroll again until the next plan year unless you 

experience a special enrollment event.  

If you elect to enroll, you will be responsible for the full premium. You must submit payment 

for one calendar month with your enrollment form. The premiums for subsequent months will be 

deducted from your pay for the preceding month. If your pay is not sufficient to cover the full 

premium, you must submit the full payment to the district by the 30
th

 of that month. If the 30th 

day falls on a weekend or a day the district is closed, the payment must be made the preceding 

business day. If you fail to timely pay the monthly premiums, the district will proceed with the 

coverage cancellation process. Your coverage may also be cancelled if you lose eligibility for 

TRS-ActiveCare. 

A substitute who is enrolled in TRS-Active Care and who is then removed from the substitute 

roster becomes ineligible for health coverage and will be provided notice regarding continuation 

coverage under COBRA (if eligible). Cancellation due to non-payment is considered a voluntary 

drop: Therefore you would not be eligible for COBRA. 

Substitute Teaching After Retirement 
Persons receiving retirement benefits from the Texas Teacher Retirement System may substitute 

teach for an unlimited number of days during the school year as long as the pay is not more than 

other substitute teachers are being paid. Regardless of the number of days worked as a substitute 

teacher, the person is not entitled to additional creditable service under the Texas Teacher 

Retirement System. 

 

Employment begun on a temporary, day-to-day basis, which becomes permanent, shall be 

considered to have been permanent employment since the first day of the assignment. In such 

cases, the substitute shall forfeit retirement benefits for all months of employment in that 

position. 

 

The Teacher Retirement System of Texas should be contacted if there are questions as to the 

effect of a particular substituting situation on one’s status as a retiree.  The employee is 

responsible for all communications and decisions made by and with the Teacher 

Retirement System of Texas (https://www.trs.texas.gov/Pages/Homepage.aspx).  
 

https://www.trs.texas.gov/Pages/Homepage.aspx
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Responsibilities of the Principal or his/her Designee toward Substitutes: 
 Communicates to the substitute where and how to sign in. 

 Directs the substitute to the teacher’s classroom and locate lesson plans, grade books, and 

supplies needed for the school day. 

 Provide the substitute with a schedule of school activities for the day. The schedule 

should include beginning and ending times of class period, lunch and recess, if 

applicable. 

 Show the substitute how to report absences and tardies; what to do in case of a fire drill, 

disaster alert, or the like; and how to use the intercom, where available, for emergencies. 

 Advise the substitute of the location and availability of restroom facilities, lunchroom 

services, teacher workroom/lounge, and areas of special duties.  Provide a campus map. 

 Advise the substitute of whom to contact if assistance is needed. Review with the 

substitute the procedure for handling special discipline cases. 

 Discuss with the substitute any students with unusual guidance or discipline problems 

with whom he/she will be working. 

 Visit the class during the day to see that it is operating satisfactorily. 

 Create an attitude of helpfulness, understanding, and respect toward the substitute 

teacher. 

 

Responsibilities of the Classroom Teacher who is Being Replaced by a 

Substitute: 
A teacher who requires a sub will use the AESOP on line reporting system. 

Provide a daily lesson plan book along with the following: 

 Complete, legible lesson plan instructions indicating titles of books and pages to be 

covered. 

 Location of materials, supplies, and books. 

 Special instructions concerning the manner in which assignments are to be conducted. 

 Alternate lesson plans that a substitute could use in an emergency. 

 Behavioral expectations with positive as well as negative consequences identified. 

 Schedule of the day with names of students who should be in attendance. 

 Names of students who have permission to leave class during the day.  This list should 

include the time of day they should leave and return to class. 

 Names of reliable students who can be of assistance to the substitute during the day. 

 Name and location of a neighboring teacher or department chairman who can be of 

assistance. 

 Class period schedule and/or bell schedule. 

 Method of pupil accounting. 

 Seating charts. 

 Information and instructions concerning the procedure for fire and disaster drills. 

 Answer key, as applicable, for student assignments or tests. 

 

Instruct the class to instill an atmosphere of goodwill, courtesy, and cooperation toward a 
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substitute teacher. 

 

Substitute evaluation forms can be completed by the teacher and are available through AESOP. 

Use of these forms is not mandatory. These serve as a vehicle of informing the campus principal 

of highly favorable or unfavorable performance by the substitute. 

 

Responsibilities of the Substitute  
 

Bathroom Accidents 

From time to time any student, especially the very young, may have a bathroom accident at 

school. If the student does not have a specific toileting or potty-training plan through an IEP 

or  Health Plan, trained staff will provide personal-care and toileting assistance to a student in 

need.  

 

As a substitute, your best practice is to contact another trained staff member to perform the 

support a student needs with bathroom accidents. If you are unable to locate the other classroom 

staff member to assist the student, contact the office or the nurse for assistance. If you are alone 

with students and recognize a student may have had an accident, under no circumstances should 

no action be taken. Immediately notify trained staff member(s), nurse, or front office.  

 

Adhere to the following guidelines: 

 All toileting should be done in a campus bathroom. No portable toilets are to be used in 

any classroom. 

 If trained staff is not sure that student is able to provide self-care, i.e. student is able to 

properly clean skin and/or change clothes, parents should be called by a teacher or nurse 

to determine need for assistance. 

 Provide private area for student to wait, such as clinic bathroom or an area of the 

clinic/classroom with curtains/furniture to ensure privacy and confidentiality. 

 Provide toileting care for only one student at a time in the bathroom. Do not allow other 

students in the bathroom when a student is on the toilet or receiving assistance with 

changing clothes. 

 Prompt care should be given so that the student can return to class as quickly as possible. 

Schools will have several staff trained to asset the student if the nurse or teacher/para is 

unable to assist in a timely manner. 

 If the student requires assistance, trained staff will request another staff assist them with 

the procedure by either accompanying them with the care or waiting outside the door 

where the care is being provided 

 

Bullying 

Bullying is defined by TEC §37.0832. All employees are required to report student complaints of 

bullying, including cyber bullying, to the campus principal. The District’s policy includes 

definitions and procedures for reporting and investigating bullying of students and can be found 

on the District’s website, www.bisd.net, in the Board Policy FFI.  

http://www.bisd.net/
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Communicate the Significance of Learning to the Students 

 Minimize time spent on procedural matters 

 Require student attention and participation 

 Provide feedback to students about their work 

 Provide closure at the end of class 

 Notify a neighboring teacher if assistance is needed from the principal’s office. The 

neighboring teacher will observe the class during the time the substitute is away.  At no 

time should a class be left unattended. 

 Document information on any student who failed to follow classroom rules of conduct 

and/or failed to complete work assigned. 

 Never administer or threaten to administer corporal punishment. 

 Video or Audio recordings of any school activity is prohibited unless prior approval of 

campus administration is obtained. 

 

Confidentiality 

Any request for information regarding students or families from outside school sources should be 

referred to the school principal. Substitute teachers need to be diligent in protecting the privacy 

rights of students and families. 

 

Discipline Responsibilities 

The substitute can maintain a level of discipline in the classroom which is conducive to good 

learning by doing the following: 

 Be prepared and take charge of the classroom: 

 Start class decisively 

 Take roll efficiently 

 Give directions concisely 

 Clarify expectations regarding student conduct: 

 Use the classroom discipline plan 

 Give specific directions about desired behavior 

 Give students specific feedback about actual behavior 

 Circulate frequently around the classroom 

 

Employee Dress Code  

The dress and grooming of District employees shall be clean, neat, and professional and in a 

manner appropriate for their assignments. Staff dress affects student learning and the school 

climate; therefore, personal preference of clothing should not interfere with the education 

process. Clothing, jewelry and accessories worn by staff should exceed the expectations set for in 

the student dress code. Dress that may be considered inappropriate includes, but is not limited to, 

the following examples: 

• Backless or strapless dresses or shirts 

• Lack of undergarments 

• Tight fitting clothing 
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• Revealing clothing  

• Inappropriate length clothing 

• Dress considered appropriate in some areas of the campus, but inappropriate in others 

• Jeans are discouraged except in appropriate situations such as designated casual days or 

in a classroom environment where they may be considered age-appropriate 

• Inappropriate tattoos 

• Jewelry piercings in a visible area other than the ear 

 

The following exceptions apply to these guidelines: 

• Physical education staff may choose to wear appropriate attire, approved by the campus 

principal, during the physical education instruction period. 

 

Exceptions to these general guidelines are to be made as necessary to allow staff to observe 

religious customs or beliefs and as necessary to accommodate medical needs. 
 

Fire and Emergency Drills 

The substitute teacher will be familiar with emergency drill procedures. Substitute teachers 

should identify emergency exits, routes, and procedures for student emergency, evacuation, and 

drills. If emergency plans or resources are not available when you arrive and review the sub 

plans in the classroom, immediately notify a campus administrator.  

 

General Responsibilities and Reminders 

 Arrive promptly at the assigned time and location in order to assemble materials needed 

for the day and to receive necessary directions. 

 Park in designated area.  Please do not park in areas marked "Visitor". 

 Report  directly  to  the   office  for  instructions  regarding  classroom  assignments  and 

responsibilities for the day. 

 You will be asked to fill out a Substitute Sign - In Report to insure proper reporting to the 

Payroll Office. Before leaving school, report to the office to inquire whether to return the 

following day. 

 Check the teacher’s mailbox for notices or communications from the campus office. 

 Perform any special duties the classroom teacher has been assigned to do. 

 Check the room condition, noting lighting, temperature, and seating arrangements. 

 Become familiar with emergency drill procedures. 

 Prevent students from leaving the room unless it is necessary.  Discretion should be used. 

 Send a sick or injured student to the school nurse.  In the case of a serious accident or 

injury, send for the school nurse or an administrator immediately. 

 Let the school office know if a student needs medication.   Only authorized district 

employees may administer medication. 

 Notify the school office, before leaving the campus, of any serious problems experienced 

during the day.  This is good protection for the substitute, the school, and the District. 

 Supervise the dismissal of any class (for recess etc.). 

 Leave the room in good order, turn out lights and perform other appropriate 
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housekeeping chores. 

 Fulfill all other duties as assigned by the campus/district administration. 

 Tobacco Use is not allowed at a school-related or school sanctioned activity on or off 

school property. 

 Video or Audio recordings of any school activity is prohibited unless prior approval of 

campus administration is obtained. 
 

Harassment of Students 

Sexual and other harassment of students by employees are forms of discrimination and are 

prohibited by law. Employees who suspect a student may have experienced prohibited 

harassment are obligated to report their concerns to the campus principal or appropriate district 

official.  

 

Injuries to Students 

If any doubt exists in the mind of a teacher about moving an injured student, don’t move the 

student. The school office should be notified immediately for medical assistance. An observing 

student may need to be sent to the office for assistance while the teacher attends the injured 

student. 

 

Instructional Responsibilities 

Assume the same responsibilities as a regular classroom teacher for students, equipment, and 

other assigned materials. 

Follow, as closely as practical, the lesson plans provided by the teacher and maintain the regular 

routine of the class. If time permits, the substitute’s own innovations may supplement the daily 

program. 

 

Assignments should be left for the regular teacher to review and record unless instructions are 

left for the substitute to grade student work. Do not write in the teacher’s grade book or other 

books of record. 

 

Leave a summary of work covered in each class and other information pertinent to the teacher. 

Visit with the principal concerning the advisability of contacting the regular teacher should the 

substitute assignment be for more than one day. 

 

Leaving Students Unattended  

Staff should not leave students unattended without supervision. Substitutes are responsible for all 

students under their charge and are legally responsible for the welfare of these students. 

 

Letting Students Out Early 

Letting students out early is disruptive to other classrooms, and it often results in students being 

unsupervised. If unsupervised students are injured, the school district and the assigned teachers 

are legally responsible. The early release of students should not be permitted without prior 

authorization of school administrators and without appropriate supervision being provided. 
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Missing Students 

Missing students should be reported to the school office immediately. 

 

Personal Information – Phone and Social Media  

Under no circumstances should a substitute have social media contact with students or share a 

personal phone number with students.  

 

Playground Supervision 

If a student is seriously injured on the playground, courts will attempt to determine if there were 

a proper number of assigned staff members on duty, if playground supervisors were properly 

located and diligent, if proper safety rules existed, if those rules were consistently and properly 

enforced, and if any foreseeable and preventable danger existed. If human error did occur, the 

courts will seek to determine if the failure was the proximate reason the student sustained the 

injury. 

 

Referring Students to the Nurse  

When a student is sent to the nurse due to possible sickness or injury, the student should be sent 

with a nurse’s pass.  Passes are available at the front desk, nurse, and/or the classroom sub 

folder.   

 

Release of Students 

Students should not be released directly to anyone other than school personnel without the 

written permission from office staff. Anyone who requests that a student be released to their 

care, and the teacher is uncertain about their legal authorization to assume custody of the student, 

the teacher should send the individual to the office for written authorization before the student is 

released. 

 

Reporting Dangerous Situations 

If any employee at a school observes the existence of a dangerous situation, it is imperative that 

it be reported to school officials as soon as possible so preventive and/or corrective actions can 

be taken. Dangerous situations can include unsafe equipment, physical obstacles, unknown 

objects, potential and actual student confrontations, substance abuse, gang activities, etc. 

 

School Visitors 

All schools require school visitors to report to the school office prior to actually visiting 

classrooms or the playground. If you observe individuals at the school you believe are 

unauthorized, report them to the school office immediately. All schools will provide visitors with 

name tags. 

Students and Medication  

Only designated employees may administer prescription medication, nonprescription medication, 

and herbal or dietary supplements to students. Exceptions apply to the self-administration of 

asthma medication, medication for anaphylaxis (e.g., EpiPen), and medication for diabetes 

management, if the medication is self-administered in accordance with District policy and 



21 
 

 

procedures. A student who must take any other medication during the school day must bring a 

written request from his or her parent and the medicine in its original, properly labeled container. 

If a student brings medication into your room, contact the nurse for assistance and guidance.  

 

Student Supervision Requirements 

Certified staff must maintain visual contact and assume the primary responsibility for 

supervision of students. Under no circumstances should a substitute take a book to read while on 

duty. Children need your fulltime supervision. 

 

Use of Physical Force 

Rarely, and only under emergency situations, is it legally or professionally permissible for 

teachers to use physical force with students. Physical force may only be used in order to prevent 

injury to students, others, or self. The use of physical force must be limited to the amount of 

force absolutely necessary to prevent injury. Teachers should avoid placing themselves in danger 

of injury when supervising students. 

 

Weapons and Drugs 

Any student suspected of being in possession of weapons or drugs or under the influence of 

drugs should be reported to an administrator immediately. 

  

Legal Responsibilities of Substitutes  
 

Loco Parentis 

While under the supervision of school personnel, staff members serve in loco parentis (in place 

of parents). 

 

Child Abuse Reporting 

All employees are required by state law to report any suspected child abuse or neglect to a law 

enforcement agency, Child Protective Services, or appropriate state agency (e.g., state agency 

operating, licensing, certifying, or registering a facility) within 48 hours of the event that led to 

the suspicion. Reports to Child Protective Services can be made to the Texas Abuse Hotline 

(8002525400). State law specifies that an employee may not delegate to or rely on another 

person to make the report. 

 

Under state law, any person reporting or assisting in the investigation of reported child abuse or 

neglect is immune from liability unless the report is made in bad faith or with malicious intent. In 

addition, the district is prohibited from retaliating against an employee who, in good faith, 

reports child abuse or neglect or who participates in an investigation regarding an allegation of 

child abuse or neglect. 

 

An employee’s failure to report suspected child abuse may result in prosecution for the 

commission of a Class B misdemeanor. In addition, a certified employee’s failure to report 

suspected child abuse may result in disciplinary procedures by SBEC for a violation of the Code 
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of Ethics and Standard Practices for Texas Educators. 

 

Employees who suspect that a student has been or may be abused or neglected should also report 

their concerns to the campus principal. This includes students with disabilities who are no longer 

minors. Employees are not required to report their concern to the principal before making a 

report to the appropriate agencies. In addition, employees must cooperate with child abuse and 

neglect investigators. Reporting the concern to the principal does not relieve the employee of the 

requirement to report to the appropriate state agency. Interference with a child abuse 

investigation by denying an interviewer’s request to interview a student at school or requiring the 

presence of a parent or school administrator against the desires of the duly authorized 

investigator is prohibited.  

 

Professional Ethics of the Substitutes 
The substitute is on the same professional level as the regular classroom teacher and should 

remain conscientious toward responsibilities. The substitute teacher should use extra caution in 

expressing personal opinions and reactions about various subjects.  

 

A substitute who is arrested for felony or any offense involving moral turpitude must report the 

arrest to Human Resources office within three calendar days of the arrest. The substitute shall 

endeavor to be cooperative and cheerful when beginning each assignment. The substitute shall 

recognize the importance of the position of the substitute teacher within the total educational 

program. 

 

When serving in an assignment, the substitute must remember that substitute teaching is a 

position of public trust.  Confidential information concerning individual students must not be 

discussed. 

 

Criticism and/or comparisons of individual campuses and teachers should be avoided. This 

practice creates negative community attitudes toward the public school system.  

 

The substitute shall conduct themselves in a positive way in school and public relations.  

 

The substitute shall not use their position as an employee of the district for personal or business 

gain. 

 

Frequency of Calls and Evaluation of Substitutes  
It is difficult to give substitutes any estimate of how often they will substitute. It will depend a 

great deal on such factors as the substitute’s major preparation compared to the District’s daily 

need, general overall needs of the District, time of year, and success of each substitute when 

assigned. Dependability and reliability are prized attributes of substitute teachers. 

 

The District must constantly be aware of the quality of substitutes employed. A principal not 

satisfied with the performance of a substitute teacher may request removal of the substitute from 
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the campus list. HR is responsible for removing a substitute from the District substitute call list. 

 

Should the action or job performance of a substitute during the school day cause concern for the 

safety of students or severely inhibit their education, the principal may dismiss the substitute 

prior to the end of the job assignment or school day. The substitute will be paid half the daily rate 

for service greater than one hour and full-day pay if worked more than four and one-half hours. 

 

The principal completes the Notice of Substitute Removal Form and returns it to HR. The 

principal should describe the inappropriate behavior or poor performance and include the 

recommendation to remove the substitute from the campus list. Upon receipt of the 

documentation, the substitute is made unavailable for jobs at that campus and, depending on the 

documentation, all campuses. 

 

HR will notify the substitute. The substitute is provided an opportunity to share their side and 

give input with HR or to discuss any incident or report of poor job performance before 

determining future work eligibility. A substitute may be restricted to working only at designated 

campuses. 

 

Suggestions for Classroom Management  
Encouraging students to want to behave is a complex skill.  So much depends upon your 

personality and appearance that it is difficult for anyone to lay down rules or make suggestions 

which will work, even in a majority of cases. However, 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 which will set 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/class 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 permissiveness in a classroom than it is to 

tighten down once things become chaotic. 

 Anger and sarcasm have no place in a classroom. 



24 
 

 

 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. 

 

Arguing with Students  

Students who disagree with what the teacher is requiring or doing should be encouraged to 

discuss those concerns privately with the teacher. Students should not be allowed to argue with 

the teacher in front of other students or to publicly challenge the teacher’s authority. 

 

Avoiding Trouble  

 Isolate a student from the group when he or she is losing self-control. 

 Do not try to talk with the student until both of you have cooled off enough to talk 

rationally. 

 Be truthful and honest with students. 

 If the student has damaged property, let him or her propose a method of restitution. 

 When the matter is settled, do not bring it up again. 

 Do not publicize offenses and their treatment in front of the other students. 

 Ask for help from your principal and others in the school, but do not wait until the 

situation has become extreme. 

 Do not make an issue of something that is trivial. 

 

Being Alone with Students 

Unfortunately, in today’s society, teachers are placing themselves and the district in “harm’s 

way” if they allow themselves to be alone and out of view of others with individual students. 

Substitutes should avoid situations where they are left alone with an individual student. 

 
Correlation of Success and Student Behavior 

There is a high correlation between the difficulty of assigned work and student behavior. If the 

assigned work is too difficult, students may become frustrated and begin to act out. If the 
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assigned student work is too easy, students may easily become bored and also begin to act out. 

The teacher needs to constantly monitor student learning by walking around the classroom and 

checking for student understanding. Assisting students who are having difficulty and adjusting 

the level of difficulty of the work will go a long way to ensure proper classroom management. 

Increasing the difficulty of the work or providing alternative learning assignments to students 

who have demonstrated mastery of the assignment will help to prevent boredom and classroom 

disruptions. 

 

Determining the Differences Between Minor and Major Student Misbehavior 

Teachers must distinguish between minor and major disruptive student behavior. If the 

student’s behavior is merely annoying and irritating, it is usually minor misbehavior. Minor 

misbehavior can be best dealt with by ignoring it and by recognizing other students’ positive 

behaviors. Teachers should use caution in bringing attention to minor classroom misbehavior, 

since recognition can often strengthen the unwanted negative behavior. Major disruptive 

behavior occurs when a student or students interfere(s) with student learning. This cannot be 

permitted. Even with major disruptive behavior, correction should be done quickly and 

privately, whenever possible. Stopping the behavior quickly and getting students to repeat 

what is expected of them is essential in getting students to be cooperative and to minimize 

classroom disruption. 

 

Dignifying Students  

Students will generally accept fair and reasonable rules and consequences when they know that 

the teacher is genuinely concerned about their wellbeing. Students should not be singled out or 

used as an example. When a teacher has had to repeatedly or strongly correct a student, it is 

important before the student leaves for the day, that the teacher reinforces with the student that 

they care about them, believe in them, and sincerely want what is best for them. Teachers need 

to use role model terms such as please, thank you, excuse me, etc. 

 

Documentation of Misbehavior 

Documentation is important in dealing with misbehavior. During the day it is effective to write 

the name of the student, time of day, and brief description of the misbehavior on a notepad. 

Writing down the misbehavior in front of the students lets the students know that the regular 

teacher will be informed of their behavior. 

 

Establishing Standards of Conduct 

Letting the entire class know what your expectations are is key to having a successful 

educational day. “Establishing standards” should be done as early in the day as possible. 

Teachers need to be firm, fair, and consistent. Setting reasonable standards and consequences 

and consistent enforcement of these standards is essential in maintaining a safe and orderly 

learning environment. 

 

Extinction 

Purposefully ignoring minor and insignificant student misbehavior and then recognizing 
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positive student behavior is an essential tool in creating and maintaining a positive classroom 

environment. 

 

Eye Contact 

Direct eye contact and nonverbal communications are effective classroom management tools, 

provided that the nonverbal communication doesn’t become threatening or intimidating to 

students. 

 

Expectations 

An essential step in creating a positive student learning environment is having students clearly 

understand what is expected of them. The possibility of getting students to engage in positive 

behavior is greatly enhanced when the teacher has instructed students in what is expected of 

them. Students need to become familiar with the expectations of the teacher as quickly as 

possible. Getting students to engage in desired behavior is greatly enhanced when they know 

what is expected of them. Expectations should be kept to a maximum of four or five. 

Expectations should be stated in a positive and instructional term. 

 
Particularly younger elementary students need to be taught expectations within the context of 

each situation. Proper behavior while waiting in line, going from one location to another, 

classroom conduct, etc. need to be individually taught in each environment. This is necessary 

because younger students often have difficulty in making the intellectual transfer of what is 

expected from them in one setting to the next. 

 
Expectations should be roleplayed and discussed with students (normally below the sixth grade 

level). At every level teachers need to have students restate what is expected of them. This is 

essential in getting future student cooperation. 

 

Language Barriers 

When a student and a teacher cannot readily communicate due to a language barrier, a substitute 

should identify an instructional aide or a student who serve as an interpreter. 

 

Leaving the Room Neat and Clean 

Leave the room neater and cleaner than you found it at the end of the day. 

 

Listen Before You Discipline 

It is important to listen carefully to students and to consider their point of view before 

disciplinary action is taken. Listening to students is particularly important when there is a 

situation where the teacher may not have all the information. The process of listening will not 

only assist the teacher in making proper decisions, but will often result in a teachable moment 

for that student. 

 

Logical Consequences for Disciplinary Infractions 

It is difficult to identify in advance appropriate disciplinary consequences for every 
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circumstance which might arise in a school environment. Generally, a substitute teacher should 

plan on utilizing the regular classroom teacher’s rules and consequences. Usual disciplinary 

consequences include: name on the board, loss of a privilege, loss of free time, or separation 

from a group activity. A referral to the office usually comes only after other disciplinary 

strategies have failed to bring about the desired result. 

 

Maintaining a High Rate of Positive Interactions 

Research shows that 90% of the positive things that students do in the classroom go 

unrecognized. Maintaining a high rate of positive interactions with students greatly enhances the 

probability of a positive classroom environment. The ratio of positive to corrective feedback 

should be 3:1 minimum.  

 

Number of Students Out of Their Seats 

Unless the educational activity dictates, generally no more than two students should be out of 

their seats at one time. Normally, students should not be allowed out of their seats when the 

teacher is doing large group instruction or is working directly with the student’s assigned 

group. 

 

Parent/Guardian Teacher Contact 

Substitute teachers should not contact the students’ parents/guardians. If the substitute teacher 

needs to contact a parent/guardian, contact a school administrator and ask them to contact the 

parent/guardian. 

 

Positive Reinforcement 

Students, like adults, respond to positive reinforcement better than to sarcasm or use of the 

negative reinforcement. Praising desired behavior is much more effective than punishing 

undesired behavior. Preventive discipline is more effective than reactive discipline. 

 

Praise and Correction Guides 

It is more powerful and appropriate to correct students oneonone at every grade level. Students 

who are corrected in front of their peers often respond by acting out even more. Often the student 

who is being publicly disciplined will have their peer group rush to their support at the expense of 

the teacher. A general guideline at the elementary level is “to correct privately and to praise 

publicly.” At the elementary level, it is generally acceptable to praise a particular student in front 

of other students. At the middle school and high school levels, individual praise normally needs to 

be done privately, while group praise should be done publicly. Praise should always be genuine 

and never contrived. Normally, individual student praise should not be more than eight (8) to ten 

(10) words or last more than three (3) to five (5) seconds. 

 

Proximity and Classroom Management 

There is a direct correlation of distance of the teacher from the student and student behavior. 

The closer a teacher is to a student, normally, the better the student’s behavior. Teachers who 

walk around the classroom and monitor student conduct usually maintain much better classroom 
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control. 

 

Raising Your Voice 

Using different voice inflections in the classroom is appropriate only if it has a legitimate 

educational purpose, doesn’t result in yelling (which is ineffective and abusive), and doesn’t 

demean students. 

 

Release from Assignment 

A substitute should consult with the principal’s office before leaving school for the day. There 

may be occasions when a substitute receives an assignment which will continue for more than 

one day. In such cases, daily consultation with the principal may not be necessary but shall be at 

the discretion of the campus principal. 

 

Respecting Students  

Remember that each individual student is a person who deserves to be treated with respect 

regardless of their intellectual abilities, primary language, social training, cultural 

background, or personal circumstance. Students respect adults who respect them. 

 

Seating Charts 

The ability to call students by name is a very powerful tool in classroom management. The use of 

a seating chart can be invaluable in helping the substitute teacher to call students by their names. 

Name tents (having student write their name on a piece of paper and placing it on their desk) are 

a quick alternative if a seating chart is not available.  

 

Separating Students 

It may be appropriate to isolate a student from other students, due to a pattern of consistent 

disruptive behavior. The substitute needs to maintain visual contact and the ability to directly 

supervise all students. Do not put students in the hallways or in empty classrooms alone. 

 

Staying in Control 

It is extremely important for the teacher not to lose their temper or control of their emotions. 

Teachers should model appropriate behavior even under highly stressful situations. When 

teachers lose selfcontrol, it becomes more difficult to make proper decisions and to retain the 

respect of students. When teachers lose selfcontrol, their behavior often becomes the focus of 

attention rather than the students’ behavior. 

 
 

Student Use of the Restroom and Drinking Fountain  

Students are expected to get their drinks and to use the restroom during their breaks. When a 

student needs to use the restroom during class time, unless unusual circumstances exist, they 

should not be sent to the restroom with another student. 

 

Surprising Students 
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Students need and expect clear directions and predictability. Clear direction and teacher 

predictability provide a safer and more secure learning environment for students. A disciplinary 

surprise is usually not only ineffective, but often results in the students perceiving the teacher as 

being unfair and unreasonable. 

 

Supervising Students from the Back of the Classroom 

Supervising students from the back of the classroom is a highly effective classroom 

management tool 

 
Teacher Behavior Maturity 

Teachers should remain professional, model positive behavior even when under stress, and 

maintain a calm and serene demeanor. 

 

Touching Students 

Substitute teachers should not use any type of physical punishment with public school students. 

Substitute teachers should exercise extreme caution in touching students. Hugging, putting your 

arms around students, patting or touching students in any way can easily be misunderstood, and 

can place a substitute teacher at legal risk. 

 

Unoccupied Student Time 

Unoccupied and nondirected student time often results in classroom management 

difficulties. Teachers should provide learning activities for students to begin working on 

immediately upon entering the classroom and upon concluding their regular classroom 

assignments. 

 
Use of Threats 

Teachers should never threaten students with consequences that they are unable or unwilling to 

deliver. For example, you shouldn’t tell a student, “You need to do what I am asking or I am going 

to send you to ISS.”  This would be a consequence only an administrator may assign.   

Teachers who make these types of threats are setting themselves up for frustration and failure. 

Teachers should clearly spell out consequences of student choices and then be prepared to back 

up their words by consistently enforcing the consequences.  

 

 

 

 

Dos and Don’ts of Classroom Management  
  

You want students to be quiet so that you can begin: 

DON’T say, “Be quiet!” Give a positive direction instead of a negative one. Don’t say, 

“I’ll begin when everyone is quiet,” either, because someone may steal the stage by 

waiting for almost quiet before making noise. And if you ask them, “Didn’t you learn 
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how to obey?” or any other rhetorical question, you may well get a “smart aleck” reply. 

 

DO start giving instructions at the sound of the bell and let the talkers reap the 

consequences of not paying attention: mistakes and lost time.  Keep it from becoming a 

major issue by making it easy for them to accept the consequences. 

 

You want them quiet so they can finish a project: 

DON’T threaten them with “Quiet down or we can’t continue.”  They may test you to see 

if you really mean it. 

 

DO give positive directions for quiet, like “Whisper to your partner,” or “You may talk to 

your right-hand neighbor but to no one else.” 

 

You want them to speak softly: 

DON’T yell to get attention.  The class will copy you. 

 

DO speak softly but firmly yourself, setting the pattern for quietness. 

 

You want someone to stop what he’s doing: 

DON’T just tell him to stop doing it.  He won’t know what to do instead. 

 

DO tell him what to do instead and why the new activity is better. 

 

You want to prevent something (touching things, getting out of line, etc.): 

DON’T say, “Don’t.”  Some children may want to find out what happens if they do. 

 

DO awaken class appreciation for courtesy, safety, objects d’art, etc., and give positive 

directions, like “Stay in line”, “Hands behind your backs,” etc. 

 

You want them to stay in their seats: 

DON’T insist on their sitting beyond their endurance. 

 

DO plan frequent opportunities for physical movement so they can stretch. 

 

You want them to know an activity is going to be fun: 

DON’T say, “We’re going to have a lot of fun.”  School is a child’s work -- admit it. 

 

DO let your enthusiasm serve as a model and let them discover the fun for themselves.  

Offer your opinion afterward, but don’t force anyone to agree with you. 

 

You want to teach something you think is new to them: 

DON’T assume it’s new to them. If it isn’t, they’ll think you’re talking down to them.  

Also, don’t assume they’re ready to learn it, because if they’re not, their problems at the 

beginning may prejudice them against the rest of the activity.  
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DO find out what they already know about the subject. If they don’t have the requisite 

background, knowledge and skills, teach these first. 

 

You want to help a child who can’t get the answer: 

DON’T do it for him/her. 

 

DO show him how -- but not on his own paper. Explain the steps verbally, and then give 

him a chance to do it himself and explain it back to you. 

 

You want the whole class to learn something one or two already know: 

DON’T make the one or two students sit there and listen. They probably won’t. 

 

DO suggest an alternate activity for them, either separate from the class or in a leadership 

role. 

 

Scenarios  
 

REMEMBER: It is important for substitute teachers to establish their classroom 

expectations and consequences as early as possible in the day. 

 
Scenario 1: Students Who Interrupt Learning; i.e., Minor Misbehavior 

● Use of extinction (refuse to recognize the student) until they raise their hand. 

● Praise other students for raising their hands. 

● Make eye contact with the student(s) and send a nonverbal message not to interrupt. 

● Stand near the student. 

● Privately, inform the student that you expect them to raise their hand and be recognized 

before they speak. 

● Write student’s name on the board. 

 
Scenario 2: Dealing with Students Who Refuse to do Work 

● Check with individual students to ensure they understand the assigned work, be prepared to 

reteach and adjust the level of difficulty of the work as necessary. 

● Find out from the student if something is bothering them and if you can help them in some 

way. 

● Contact other teachers who are familiar with this student to determine if this is the 

student’s normal behavior pattern. Try various strategies that might be effective in getting 

this student to work. 

● Withhold a special activity or privilege if the student persists in not doing their work. 

● Ask an administrator for help if the student still refuses to do work. 

 
Scenario 3: Students Who Will Not Follow Instructions: 

● Make certain to repeat and clarify the instructions and then check with the 
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student(s) for understanding. 

● Have students repeat that they need to follow instructions 

● Communicate with students regarding possible consequences if they don’t follow instructions. 

● Withhold a special activity or privileges if the behavior persists. 

● Contact an administrator and ask for their assistance. 

 
Scenario 4: Student Activity Transitions 

● Teachers should be very precise about the directions they give students. 

● Teachers should have educationally beneficial activities for students who complete their 

work before other students are ready to transition to another educational activity. 

● Student movement creates increased opportunities for students to become disruptive. 

Unless the educational activity dictates student movement, it is normally better for the 

teacher to move to the students. 

 

Scenario 5: Incident in the Classroom 

● Remember the students who are doing what they are supposed to do. 

● If the students just arrived at class, and they still refuse to be quiet, cooperative, or to pay 

attention, determine who in the class is reacting in that manner. If there has been an incident, 

which is upsetting the class, the teacher may need to discuss the incident with the class 

before academic instruction begins. If the incident has been particularly upsetting, the 

teacher may consider having students write about their feelings, and then discussing those 

feelings with the entire class (without identifying individual students’ concerns). 

● Clearly and firmly (not in a hostile manner) state your expectations and the consequences 

students face if they choose not to comply with your need for quiet, cooperation, and your 

need for them to pay attention. 

● Writing individual students’ names on the chalkboard who refuse to be quiet or 

cooperative is often effective (provided there is an appropriate sequence of consequences 

for each failure to comply). 
 

 

Scenario 6: Strategies for Working with Problem Students: 

● If you expect students to misbehave, they will usually live up to your expectations. Every 

student should be able to start each day with a “clean slate.” However, when a student has 

been identified as a problem, the substitute teacher may ask other teachers who have worked 

with this student about educational strategies, which have been effective in the past. 

● Enlist a problem students’ support by asking for their help or by assigning them a 

classroom responsibility. 

● Individual praise, recognition, or granting of an educational privilege often is effective in 

encouraging problem students to be more cooperative. 

● Shortterm rewards are usually more effective than longterm rewards when working 

with problem students. Usually, the younger the students, the shorter the time recognition 

needs to be. 

● Have the problem student restate what is expected of them. 
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● If a student has a difficult time cooperating, moving the student closer to the teacher andor 

isolating that student from the group may be appropriate (remember, students should remain 

in full view of the teacher so proper supervision can be provided). 

 
Scenario 7: Student Use of Profanity and “PutDowns” 

● Substitute teachers should have established their expectations and consequences at the 

beginning of the day, which deals with these issues. 

● “Putdowns” of other students are not tolerated. Students need to immediately stop that 

behavior, a private correction needs to be given, and the student needs to repeat the 

expectation. 
 

Scenario 8: Fights, Threats, Weapons, and Drugs 

● Students in possession of weapons or drugs or who are suspected to be under the influence 

of alcohol or drugs should be referred to school administrators immediately. 

● Schools must provide a safe and secure environment for students to learn, and threats and 

fighting are not acceptable. Students who are involved in fighting should be referred to 

school administrators immediately. 

● Threats should be considered as legitimate threats to the welfare of others and should also 

be dealt with immediately. If threats appear to be serious in nature, then the school 

administrators need to be notified immediately. 

 
Scenario 9: Sexual Harassment 

● Studenttostudent sexual harassment is not to be tolerated. Students who subject other 

students to a pattern of unwelcome sexual jokes or comments are engaging in illegal sexual 

harassment and should be referred to school administrators. 

● Students who touch other students in a sexual manner are also guilty of sexual harassment 

and need to be immediately referred to school administrators. 

 

Notice of Reasonable Assurance of Continued Employment 

This office provides notice of reasonable assurance of continued employment for the upcoming 

school year with the district when each school term resumes after a school break. By virtue of 

this notice, please understand that you may not be eligible for unemployment compensation 

benefits during any scheduled school breaks including, but not limited to, summer, winter, and 

spring breaks. This reasonable assurance is contingent of continued school operations and shall 

not apply in the event of any disruption that is beyond the control of the district (i.e. lack of 

school funding, natural disasters, court-orders, public insurrections, war, etc.) 

 

Nothing contained herein construes an employment contract. 

 

* TRS Definition of “Substitute” for Employment After Retirement 

A substitute is a person who serves on a temporary basis in the place of a current employee and 

the substitute’s pay does not exceed the rate of pay for substitute work established by the 

employer. If a retiree is serving in a vacant position (i.e., not other person currently holds the 



34 
 

 

position), the retiree is not a “substitute” for TRS purposes. This could affect the retiree’s ability 

to receive a monthly pension and result in surcharges to the employer for employment and 

healthcare. Please contact TRS at 1-800-223-8778 if you have any questions regarding 

employment after retirement. 
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BISD Employee Acceptable Use Policy (“AUP”) 
 

The District offers a technology infrastructure (hereinafter referred to as the “DTI”) that supports the teaching, learning and productivity of 

students, staff, and administrators. Employees are provided employee-specific user and email accounts and access to the DTI in order to conduct 
the business of the District. Employees will be held responsible for the proper use of the DTI as set forth in this AUP, the District’s Employee 

Handbook and Board policy. The DTI is not private and is subject to the Texas Public Information Act. Employees’ use of technology may be 

monitored by District administrators to ensure proper use. 

 

The DTI includes: 

• Any and all District-owned client devices, networked or stand-alone and all attached peripherals, including, but not limited to modems, 
keyboards, monitors, printers, and scanners; 

• Any and all network hardware and all devices attached to the District network including, but not limited to servers, phones, 

time clocks, and surveillance equipment; and 

• Any and all computer program software and/or subscriptions licensed to the District. 

Employees are prohibited from connecting personal routers, switches, wireless access points, or any other kind of network devices other than 

client devices, without the authorization of the District’s Technology Department. 

 

User and Email Accounts: 

• Ensuring equipment password is protected to the following standard (at least eight characters long, one uppercase, one lowercase, 
one number, and one special character (!@#$...).Password changes will occur once per year in August or as necessary. User and 

email account passwords must not be shared with anyone, including other employees, family members or dependents as this can 

create a security compromise. 

• Devices should not be unattended unless powered down or password-protected by locking the computer (ctrl-alt-delete, lock this 

computer). 

• User and email accounts should not be used for personal correspondence or business, to establish personal social media or other 
personal accounts, to promote religious, political or other personal positions, or advertise any product or other “for profit” 

business. 

• Email accounts should not be used to transfer large files such as high resolution graphics, photos or videos. 

• Email communication should be professional and courteous and in accordance with the Texas Educator Code of Ethics. 

Signature blocks should be limited to name and contact information with standard black fonts, and background graphics such as stationery, 

borders, stripes or other images are discouraged. 

 
DTI Use: 

• Employees may access the DTI for personal use as long as such use imposes no tangible cost to the District, does not burden the 

DTI, and has no adverse effect on an employee’s job performance or student achievement. 

• Employees are prohibited from transmitting any material in violation of any state or federal laws, including, but not limited to, 
copyrighted material or threatening or obscene material. 

• Employees are prohibited from using any part of the DTI to engage in or facilitate illegal activity. 

• Employees are prohibited from creating or intentionally obtaining and/or distributing files, data and/or email that contain 
objectionable material. Objectionable material includes, but is not limited to, lewd or foul language or images, material that is 

abusive, threatening, harassing or damaging to another’s reputation, or information to assist in technology theft or misuse. 

• Employees are prohibited from intentionally accessing objectionable material on the Internet. Unintentional access to 

objectionable material should be reported to the employee’s supervisor. 

• Employees may not produce or distribute political advertising that advocates for or against a position or candidate. 

• Employees may not use promote a personal business and/or for personal gain. 

• Employees are prohibited from downloading and/or installing unapproved files or software, and will be expected to respect 

copyright laws. 

• Employees may not intentionally obtain copies of, modify or distribute data that belongs to someone else without 
permission. 

• Employees shall not attempt to write, produce, copy, propagate or introduce any computer code designed to self-replicate, damage, 
change or otherwise hinder the performance of any computer's memory, file system, or software, also known as a “bug,” “virus,” 

“worm,” or “Trojan.” 

• Employees shall not bypass District security measures by any means. 

• Employees must maintain all District files and data in the DTI, especially student education records and sensitive personal information 
as defined by District policy. District data stored any place other than in the DTI is at risk, and the employee will be held responsible 

for such data’s loss or compromise. 

 

Inappropriate Use: 

The use of the District technology network and Internet services is a privilege, and inappropriate use will result in cancellation or suspension of this 
privilege and/or disciplinary action in accordance with District policies. 


