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Overton Independent Schoo district does not discriminate against any employee or applicant for employment because 
of race, religion, gender, sex, national origin, age, disability, military status, genetic information or on any other basis 

prohibited by law.  Additionally, the district does not discriminate against an employee or applicant who acts to oppose 
such discrimination or participates in the investigation of a complaint  related to a discriminatory employment practice. 

Employment decisions will be made on the basis of each applicant’s job qualifications, experience, and abilities.  In 
accordance with Title VI of the Civil Rights Act of 1964, as amended: Title IX of the Educational Amendments of 1972: 

Section 504 of the Rehabilitation Act of 1973, as amended: Title II of the Americans with Disabilities Act. 

Employees with questions or concerns about discrimination based on sex, including sexual harassment, should contact 
Stephen DuBose, OISD Title IX Coordinator at 903-834-6145 or via email at stephen.dubose@overtonisd.org 



 

 

 

 

General Information 

This handbook includes information pertaining to how to become a substitute teacher in 
Overton Independent School District as well as expectations for substitute teachers. 

*Substitute teachers must be fingerprinted with the Texas Education Agency.  The district will 
not pay for the cost of fingerprinting, but will guide you through the process.  Once you have 
successfully submitted your fingerprints to TEA they will be on file for any school district in the 
state. 

*Overton ISD will need to have copies of your Driver’s License and Social Security Card on file. 

*A criminal history check will be done prior to employment at OISD. 

*All business office forms must be complete prior to working at OISD.  

*In order to be paid appropriately, all transcripts, degrees awarded, and teaching certifications 
must be on file before the pay period is complete. 

*Substitutes will be paid on the 20th of each month and paychecks run one month behind the 
work schedule. 

*Applications are available online at overtonisd.org or can be obtained at the Overton ISD 
Administrative Annex located at 111 East McKay Street in Overton, Texas. 

*All questions regarding becoming a substitute teacher at Overton ISD can be answered by 
calling Karen Casey, superintendent’s secretary, at 903-834-6145. 

 

OISD Directory 

Stephen DuBose Superintendent 903-834-6145 
Karen Casey Superintendent’s Secretary 903-834-6145 
Matthew Blake Business Manager 903-834-6145 
Kimberly Dudley Payroll 903-834-6145 
Cindy Bundrick High School Principal 903-834-6143 
Richard Strickland OHS Dean of Students 903-834-6143 
Nikki Fenter Elementary Principal 903-834-6144 

 



 
Frequently Asked Questions About Substitute Teaching 

 
● What are the requirements for substituting? 

Substitutes must have a high school diploma or GED and must be 18 years of age or 
older to substitute in a classroom.  Cafeteria substitutes simply need to meet the age 
requirement.  Applicants must pass a criminal background check before beginning an 
assignment and must be fingerprinted.  All required paperwork must be completed prior 
to the first day of work.L 

● How often will I work? 
Substitute teachers are considered “at will” employees and no specific amount of work 
is guaranteed.  Obviously, substitute teachers who are reliable, available, and do what is 
asked of them will be contacted to work more often than those who do not have these 
qualities. 

● Can retired teachers work without hurting their retirement? 
Check with your retirement advisor at TRS for any restrictions or penalties.  OISD is not 
responsible for monitoring your work hours in regards to TRS. 

● May substitutes restrict their availability? 
You may request to be called for specific campuses or work on specific days. Substitutes 
who are generally available and are willing to accept varying assignments are called 
more frequently. 

● When are substitutes assigned/called? 
If possible, substitutes will be called in advance of the day they are needed.  There will 
be times when an unexpected situation arises and a substitute is needed quickly.  The 
campus secretaries generally make their calls early in the morning when such situations 
arise. 

● What are a substitute’s hours? 
Substitutes are expected to follow the campus workday which begins at 7:30 AM and 
ends at 4 PM unless other arrangements are made with the campus principal. 

● What about salary and pay days? 
OISD employees are paid on the 20th of each month unless the 20th is on a weekend and 
then the Friday before the 20th will be payday. 
Not a Certified Teacher: $37.65 for ½ days and $75.25 for full days 
Certified Teacher: $47.65 for ½ days and $95.25 for full days 
Cafeteria (full day): $65.73 
 

Long term substitute positions occur when a teacher is out for an extended leave 
and is replaced full time by a substitute.  Long term pay will begin on the 10th 
consecutive day of substituting in the same assignment for the same teacher. 
Long Term Non-Certified: $85 
Long Term Certified: $105 

 
Duties and Expectations of OISD Substitutes 



 
● Be punctual and remain on campus the entire day unless prior arrangements have been 

made with the campus principal. 
● Upon arrival at school, substitutes should report to the campus office, sign in, and 

receive any instructions that are appropriate to the assignment.  The substitute should 
receive attendance sheets and the teacher’s schedule at this time. 

● Carry out all plans and duties.  Substitutes are expected to follow the teacher’s lesson 
plans, schedules, and directions to the best of their ability.  If the teacher did not leave 
lesson plans, the substitute will notify the campus administrator immediately.  OISD 
teachers are periodically required to carry out certain duties in addition to regular 
teaching duties (cafeteria duty, parking lot duty, bus duty, etc).  Substitutes are 
expected to carry out these duties in the teacher’s absence if requested to do so by the 
campus principal. 

● Do not use school computers for personal use during the day except during lunch or 
conference period. 

● Familiarize yourself with the campus emergency safety plans.  Copies will be in the 
classrooms and available from the office staff. 

● Leave a note for the teacher regarding the day’s activities including which assignments 
or activities  were completed and any notes on discipline or unusual situations. 

● It is expected that substitutes will make the effort to be proactive in delivering the 
assignments and moving about the room to assist students.  Reading, eating in class, 
and other activities that are not on task or not allowed.  

● Substitutes will keep all information regarding students confidential.  Any information 
that a substitute believes to be of a serious nature (disruptive to the educational 
environment or dangerous to a student or students) may be discussed only with the 
campus principal or counselor.  You should never discuss school issues except with 
appropriate administrators or staff. 

● Substitutes are expected to follow the dress code for OISD teachers. 
● Cell phone use during academic class time is not allowed by teachers or students.  
● Never leave a classroom unattended.  If you must leave the room you are to contact the 

office so the office staff can get someone to supervise your students. 
● Never dispense or administer any medicine to a student. 
● In the event of a student illness, give the student a pass to the office and the office staff 

will then decide whether to send the student to the school nurse, contact the parents, 
or follow some other procedure. 

● Be familiar with the OISD Student Handbook for the campus on which you are working, 
the Student Code of Conduct, and the OISD Employee Handbook.  Handbooks are 
available online at overtonisd.org. 

● Leave the classroom in the same order as you observe it upon arrival.  Keep the 
classroom litter free.  Make sure the door is locked when you are not in the room and 
when you leave at the end of the day. 

● State law prohibits smoking or using tobacco products on/in all district owned property 
and vehicles and at all school related events or school sanctioned activities, on or off 



campus.  This includes all buildings, playground areas, parking facilities, and facilities 
used for athletics or other activities. 

● Alcohol and illegal drug use (or being under the influence of such substances) is strictly 
forbidden while substituting at OISD campuses or activities. 

● Never argue with a student.  Disruptive students should be given a pass to the office and 
the campus principal or appropriate administrator will follow up in order to provide 
appropriate discipline measures. 

● Never embarrass or humiliate a student in front of his/her peers.  
● Do not allow other students to embarrass, ridicule, or humiliate another student. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 



 


