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Welcome 
 

 

 

The administration and the staff at Harleton ISD 

would like to take this opportunity to say welcome to 

our team.  We are just that; we all work together to 

achieve one goal.  Our goal is a safe and productive 

environment that produces productive and successful 

students.  It is easy to see the correlation our staff has 

to a competitive team. Now you have joined the 

ranks of our team.  We are excited about your choice 

to assist our staff in enhancing the educational lives 

of our students. 

 
 

 

           
 

 

 

 

 

 

 

 



 

 

 
 

 

 

Research indicates that time on task is a significant variable in 

student achievement.  High expectations exist for students and 

their teachers to ensure mastery of content skills.  As we 

continually grow as educators to make our teaching more relevant 

and practical, it is necessary to be away from the classroom more.  

Students are spending greater amounts of instructional time with 

substitute teachers.  The average student spends seven to ten days 

out of the school year with a substitute teacher.  This means over a 

twelve-year period, a student may spend nearly ½ year with a 

substitute teacher.  It is imperative for substitute teachers to realize 

their important role in the educational process.  Good substitutes 

let teachers leave their classroom to get training without taking 

away from the instruction of the students. 

 

WE NEED YOU! 
 



 

 

Substitute Teacher  

 

 

 

 

 

            Success 

Essential Components 

1. Know classroom rules and procedures. 

2. Know the discipline management plan. 

3. Become familiar with district policies. 

4. Understand duties and expectations. 

5. Accept administrator’s expectations. 

6. Understand and use documentation. 

7. Find resources & have alternatives. 

8. Understand the compensation process. 

9. Recognize learning differences. 

10.  Understand how to use media, copier, etc. 

11.   Have a positive attitude!!!!  



 

Payroll Information 

 

 

 

Teacher substitutes are paid at a 

rate of $65.00 per day for non-

degreed subs, and substitutes with 

a degree are paid $70.00 per day.  All substitute earnings are 

calculated monthly.  Paychecks are issued on the twentieth of each 

month.  If the twentieth falls on a weekend checks will be issued the 

Friday before. 

 

***Please make sure all forms and applications are filled out 

completely for the business office. If there are any changes to your 

information, please contact Cheryl Shepherd in the central office 

(903)777-2372. 

 

 

 

 

 

 

 



 

Roles and Responsibilities 

 

 

Appearance and Punctuality 

 

Substitute teachers should dress for the professional role they are filling.  Students need to 

see the substitute as the respected authority in the classroom.  Neat and appropriate 

appearances are a necessity.   

Monday –Friday (jeans without holes and dress shirt or spirit shirt) 

 

All substitute teachers need to report to the campus on time.  Subs need to report by 7:30 

on all campuses.  Please go by the office upon your arrival to let the secretary know you are 

on campus and to get any last minute instructions. 

 

Secretaries: 

   High School-----Katherine Bates (777-2711) 

Junior High-----Julie Sellers (777-3010) 

Elementary------Sherry Treadwell (777-4092) 

 

              

 

 

 

 



 

Checking Attendance 

 

Accurate attendance records are imperative on each campus.  

Please carefully complete this task as follows: 

  

 

Please check attendance with the class rosters provided.  Sign the roster and 

send to the office at the beginning of class. 

 

If a student comes in after the tardy bell, please mark them tardy. 

 

If a student is not in class, mark them absent. 

  

          

 

 

 

 

 

 

 



 

Lesson Plans and Class Activities 

 

 

Each teacher should have a folder that contains lesson plans, roll sheets or 

rosters, seating charts, etc. for the substitute teacher.  These plans will be on 

the teacher’s desk.  Please follow them completely.  If you do not understand 

an activity, please see a fellow teacher or go to the office for assistance.  Our 

students need to be busy and productive during class time.  If you do not find 

any lesson plans, please contact the office and they will provide emergency 

lesson plans for you.  Never take your students to the gym or outside without 

permission from the campus principal. 

 

 

 

 

                                                    



 

 

Extra Duties and Conference Periods 

 

Substitute teachers are responsible for filling in for absent teachers 

during any assigned duties.  If the teacher did not leave specific 

instructions, please check with the office. 

A substitute teacher does not have a conference period.  When the 

conference period time comes, please report to the office to see if 

there are other tasks that need to be completed.  Some days, 

additional help is needed in covering classes, running off papers, 

filing, etc.  Many days there will not be anything required, but please 

do not assume that this time is “free time”. 

 

Reports 

 

Please leave detailed notes (good and bad) for the classroom 

teacher.  He/she needs to know about the productivity and behavior 

of the class.   

 

 

 

 

 



 

Classroom Management and Discipline 

 

Supervision 

Never leave your classes unsupervised.  If there is an 

emergency, step to a close room and get a fellow 

teacher.  Make sure you are aware of the activities 

taking place in the room. 

 

Seating Charts 

Most teachers will leave a seating chart or instructions 

about seating for you.  Please make the students sit in 

the appropriate seats.  If there is no chart, you may 

move the students to best encourage cooperation and 

proper behavior.   

   

                                                              



 

                                                     Discipline 

If a student is breaking classroom rules, document the incident for the teacher 

and give the student a verbal warning.  If the behavior continues, please notify 

the office, or send the student to the office.  Please send the student to the 

office immediately for severe incidents. 

 

<<Severe Discipline Incidents 

 Use of profanity 

 Refusal to comply with directions 

 Any behavior that negatively affects the atmosphere of  

  learning and/or safety. 

**Leave a detailed note for the teacher of the incident. 

**Use the phone to let the office know the student is on his way to the office. 

**If possible, send an explanation of the incident to the principal.  If it is not 

possible, please go to the office immediately after class.   

**If a student refuses to leave the classroom, send another student to the 

office to get the principal or call the office from the classroom phone. 

 

 

                                               

 

 



 

Students Leaving the Classroom 

 

Students should only leave the classroom for three reasons: 

Content mastery, an office referral, or an emergency. 

 

  Content Mastery-The teacher will leave instructions on who  

should leave the room for content mastery and details  

on when that should happen. 

  Office Referrals-The student should have a note  

   to the office explaining the incident of  

   misbehavior if possible. 

  Emergencies-If it is an emergency, the student  

   may obtain a nurses pass to go see the 

nurse.  Students should not be allowed to go  

to the nurse unless it is warranted:  

bleeding, nausea, severe headache, swelling 

from an injury just received.   

 

Going to the restroom is not an emergency.  Students have 

ample time between classes to go by the restroom.  Unless one of 

the criteria listed above is met, the student is NOT to leave the 

room! There will be times that your judgment will have to be used 

to determine a student’s need to go the restroom.   

 

 

 

 



 

Food and Drinks  

Food and drinks are not allowed in the classroom unless the teacher left 

specific instructions to allow it.   

 

Library/Lab/Computer Usage 

1. Unless the teacher has directed otherwise, computers in the 

classroom are not to be used.  If the teacher left instructions for their 

use, please monitor the students to ensure that they are using them 

only as directed by the regular teacher. 

2. Each student is given a special password to access the Internet once 

the Acceptable Use Policy is signed and returned.  If they do not have 

a password, they are not to use the Internet.  This is another reason 

the Internet should not be used when the classroom teacher is 

absent. 

3. Computers are not to be turned on or used in any way unless the 

classroom teacher specifically directs it.  Please monitor students 

when there are numerous computers in the room. 

4. Students are not allowed to use music CDs or access games on the 

computer. 

5. Students are not to leave the room to go work on a “computer 

project.”  The classroom teacher will leave instructions for how an 

assignment is to be completed.  Remember no one leaves the room!!! 

6. Do not take the students to the library or the computer lab unless the 

teacher’s lesson plans specify that move.  Individual students do not 

need to go to these locations from your room.   

7. The teacher’s computer does not need to be turned on or used by 

ANYONE! (Unless specified in the directions. 



 

Other Concerns 

Teacher Privacy 

Teachers spend the majority of their lives inside their classroom. 

Therefore, they may have lots of personal and private items in there.  

Please do not invade that privacy by going through desks or 

cabinets.  If you need supplies, the office will provide them for you. 

 

Confidentiality 

As a substitute teacher, you will probably see or hear things about 

students, their performance and their behavior.  This information is 

confidential and should be kept that way.  Please do not repeat 

information you obtained while working as a substitute.  (Grade 

books, grades, special education IEPs, etc.  are not applicable to 

your job and should not be viewed or discussed!) 

 

Bias/Favoritism/Buddies 

It is imperative for you to remember that in your role as a substitute 

teacher, you must treat all students fairly and equally.  Every student 

deserves your kindness, concern and your assistance.  You are not 

here as a “buddy” to the students.  There should be evidence of 

mutual respect between you and the students.  A positive attitude 

goes a long way!!! 
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EZ Substitution Management 
Substitute Instructions 

Substitutes should contact your school (or caterer) when any type of support is needed.  You can use the 

following link https://www.ezsubstitute.com/Site/EZSubstitute_Support.aspx to reach them. 

1. Go to www.ezsubstitute.com. 

2. Login with your email address and password if the school assigned a password for you and skip to #11. 

 

3. If the school did not assign you a password, click on Forgot Password. 

 

4. A popup box will appear. 

 

5. Type in your email address at your and click Send Password. 

6. You will see the following box. 

 

7. You will get an email containing a link.  

 

8. Click on the link that says “Click here to reset your password.” 

9. A box will appear that allows you to change your password. 

 

10. The following box will appear.  Click OK. 

 

https://www.ezsubstitute.com/Site/EZSubstitute_Support.aspx
http://www.ezsubstitute.com/
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11. Click on EZ Substitution Management on the left under applications. 

 

Selecting a Substitute Job 

1. Click on the Substitute Requests tab. 

 

2. Click on a date that shows a number after Available.  Notice that the employee name appears under 

Available Substitute Opportunities. 

 

3. Click Review. 
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4. A popup box will appear.  Click Accept Substitute Job. 

 

5. Notice that the employee is now listed under Scheduled Substitute Job(s). 

 

Declining a Preferred Sub Job 

1. A teacher has the ability to choose one or more preferred substitutes for a job.  Those will only show for 

the preferred subs chosen.  If you know you will not be able to take that job, you have the ability to 

decline it.  That allows it to go out to other substitutes who may not have been chosen as a preferred sub. 

 

2. Under Available Substitute Job(s) click on Decline if you will not be taking the job. 

 



Easy to Use, Easy on the budget 
 

4 
 

 

 

Deleting a Job 

1. It is possible to delete the job as long as it has not been approved by the school.  Click on Review.   

 

2. The following box will appear.  Click Remove Scheduled Job. 

 

3. Notice that the employee is now listed back under Available Substitute Opportunities. 

 

4. If you click on Remove Opportunity and it has already been approved by the school, the following 

message will appear.   

 

5. You would then need to call the school or substitute agency to remove yourself from this job.  
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Attempting to Schedule Two Jobs on the Same Day 

1. If an attempt is made to schedule a second Available Substitute Opportunity on the same date, the 

following message will appear. 

 

 

Selecting a Multiple Day Job 

1. This teacher has requested multiple days by choose the June 27th and June 28th.  Under Requested 

Substitute Job(s), there is a label Substitute.  When (*) is after Assignment Pending it indicates that this is 

a multiple day job. 

 

2. Click Edit. 

3. Click Accept Substitute Job. 

4. The following popup box will appear. 

 

5. Choose Yes or No. 
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Setting Substitute Alerts 

1. Click on the Substitute Alerts tab.  

 

1. Click on Add Alert Type. 

2. A popup box will appear again. 

3. Type in an alert name in the box after Alert Type Name. 

 

4. Click on the dropdown arrow after Alert Type to select the type. 

5. Type in the Email Address that should receive the alert. 

6. Click on the dropdown arrow after Timezone to select the time zone. 

7. Click Add.  

8. Click on the Add Alert Type.  
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9. A popup box will appear again. 

 

10. Type in an alert name in the box after Alert Type Name. 

11. Click on the dropdown arrow after Alert Type to select the type. 

 

12. Type in the phone number you want to receive the text. 

13. Click on the dropdown arrow after Phone Service to select your type of phone service. 

14. Click on the dropdown arrow after Timezone to select the timezone. 

15. Click Add.  

16. Notice that the Alert Types are now listed. 

 

17. Click on Substitute Alerts. 
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18. A popup box will appear. 

19. Click on the dropdown after Alert Type Name to select the alert type. 

 

20. Use the dropdowns to schedule the time you wish to be alerted. 

21. Check the days of the week you would like to be alerted. 

22. Click Save.  

23. Notice that the alerts are now listed below Substitute Alerts. 

 

24. You can set as many substitute alerts as you would like. 

25. Remember that you can also login the www.ezsubstitute.com anytime to check for available substitute 

jobs. 

 

Install Mobile App 

 Go to the Apple or Google Store from your phone or tablet 

 Search for “ez substitute” and you will see the free download 

 

 

http://www.ezsubstitute.com/
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1. Open the EZ Substitute app. 

2. It is best if you leave the checkmark in front of Save 

email and password. 

3. Put in your email and password and click Login. 

4. When it asks if you want to receive notifications, it 

is best if you click on OK.  (We do not send 

advertisements or unrelated notifications.) 

1. Notice the Sched (0) and Avail (0) boxes in each 

day of each month. 

2. The Avail numbers will change as jobs are 

requested. 

3. The Sched numbers will change as you accept 

jobs. 

4. Both the Scheduled and Available jobs will show 

below. 

5. When you click on an Available Substitute Job, the 

screen below will open. 
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1. You can review the additional information to 

decide if you want to accept the job. 

2. If you so want to accept it, click on Accept 

Substitute Job. 

1. It will show you basic information about 

that available job. 

 

2. If you were selected as a Preferred Sub and 

want to decline, then click the Decline 

option. 

 

3. You would then click on Review. 

 

4. The box below then opens. 
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1. You will get a popup that states, 

“Absence request accepted.” 

2. Click OK. 

1. The job will then move to the Scheduled 

Substitute Job(s). 

2. This allows you to view those scheduled 

jobs at any time. 
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1. You can also remove a job. 

2. Click on Remove Scheduled Job. 

3. Click on Remove Scheduled Job. 

4. You may get a pop-up that says you are 

unable to remove.  You will need to 

contact the school or staffing agency. 

 

1. You will see a popup box. 

2. It states, “The scheduled job has been 

removed. 

3. Click OK. 
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1. You will see a popup box about Alerts. 

2. There is a blue circle in front of Receive 

Instant alerts. 

3. If you want to be alerted instantly, just 

click Okay. 

1. If you chose not to keep yourself logged 

in at all times, you could forget your 

password. 

2. You can click on Forgot Password. 
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1. You will need to type in your email 

address. 

2. Click Send Password. 

1. Type in your email address. 

2. Click Send Password. 


