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HOLLIDAY INDEPENDENT SCHOOL DISTRICT 
SUBSTITUTE TEACHER INFORMATION 

 
At the beginning of each school year, the superintendent or a designee shall compile a list of 
qualified substitute teachers available for the school year. This list shall be approved at the 
Administration Office and shall be distributed to all principals.  Principals shall request and 
receive specific authorization from the Administration Office before employing any substitute 
not on the approved list. (Applications for substituting will be accepted all year long)  

Persons wishing to substitute teach in Holliday ISD shall complete an application online. The 
link can be found on the Holliday ISD website under District Info/Employment. 

Approved substitutes shall have on file in the District:  

1. Application 
2. Personnel Data Form 
3. Letter of Reasonable Assurance 
4. Teacher’s Certificate (If Applicable) 
5. Substitute Class receipt for uncertified individuals 
6. W-4 Form 
7. I-9 Form 
8. Driver License and Social Security Card(bring to admin office) 
9. Direct Deposit Form with Voided Check 
10. Criminal History Form 
11. New Hire Reporting Form 
12. TEA Ethnicity Form 
13. Authorization for Release/Disclosure of Personal Information 
14. Staff Ethnicity Questionnaire 
15. Internet Safety Policy Agreement 
16. Substitute Handbook Acknowledgement Form 
17. Fingerprinting Documentation Form 
18. Drug Free Workplace Form 
19. Workers Compensation Insurance Notice 
20. Notarized Pre-Employment Affidavit 

Once all paperwork has been received, you will receive 3 e-mails with your login information. 

1. FBS-Our 3rd Party Administrator.  Health insurance has to be accepted or declined 
within 30 days in order to remain on our Sub list. 

2. Frontline Management(AESOP) – This is where jobs are posted and can be accepted. 
3. Cecely Birkenfeld – This will have your Skyward login information which you will 

need to clock in and out and submit your time sheets. 



Qualifications:  

The District shall attempt to hire certified teachers as substitutes whenever possible.  

Principals shall give first consideration to the most qualified teachers on the approved substitute 
list and shall make an effort to place substitutes in their field of interest or the field in which they 
are best qualified.  

All substitute teachers are required to be fingerprinted through TEA’s fingerprinting process 
before they are allowed to work. Substitute teachers are required to pay the fee to be 
fingerprinted if they have not been previously fingerprinted for TEA purposes.  Once a substitute 
teacher has worked 5 full days, they will be reimbursed by Holliday I.S.D. for the cost of their 
fingerprinting. 

All substitute teachers who do not have a degree in education or a teaching certificate are 
required to either attend the Substitute training class at Region 9 or take an online Substitute 
training course.  The cost of this class is to be paid by the substitute teacher and will also be 
reimbursed once the substitute has worked 5 full days.  Proof of taking the class is required 
before the substitute is eligible to work.  Proof of cost is required before the reimbursement can 
be made. 

It is the responsibility of the substitute teacher to inform the business office once 5 full days of 
subbing has been completed in order for us to issue the reimbursements. 

In the event you need to cancel an accepted job, you will need to cancel the job in Aesop, 
but if it is less than 24 hours before the job starts, please call the campus designee.  
(HHS-940-586-1624), (HMS-940-586-1314), (HES-940-586-1986)  

Daily Procedures for Substitutes 

When you arrive at the school: Go straight to the office, clock in, and print your full name and   
        the first and last name of the teacher you are subbing for. 
Lunch:  Clock out for all duty free lunches, and back in afterwards. 
When you leave: Go to the office and clock out. 
 
Weekly Procedures for Substitutes 
 
Every Monday morning: Log in to Skyward Employee Access, review your time sheet for 
accuracy and submit your time sheet. 
 
Annual Procedures for Substitutes 
 
Every Summer: Return your letter of reasonable insurance by the deadline given in the letter 



Every August: Log in to FBS and either accept or decline health insurance for yourself and your 
family members.   
 
Classroom Procedures for Substitutes 

1. Classroom doors should be closed and locked at all times. 
2. Lesson plans left by the teacher are to be followed.  No Exceptions.  Contact the 

principal if lesson plans are missing. 
3. Ensure that you have read and follow Board Policy DH Legal & Local: regarding 

standards of conduct.  This can be located at the following online link: 
http://pol.tasb.org/Policy/Code/134?filter=DH which can be found on our website under 
Board Policy in the Board of Trustees section of Administration. 

Employee Dress and Appearance:  

Recognizing that all school employees reflect the standards of the Holliday Independent School 
District, and that good taste is a part of an employee’s professional responsibility, school district 
employees shall:  

A. Maintain high standards of appropriateness and neatness.  
B. Dress in good taste with no extreme variations.  
C. Hair, moustaches and/or beards should be clean, neat and well-groomed.  
D. As a general rule jeans are not considered appropriate attire. They may be worn on special 
occasions as designated by the campus principal or supervisor.  
E. Decisions concerning extreme variations will be left to the discretion of each principal and the 
superintendent of schools; one warning with documentation will be given prior to any action.  

 

CLASSROOM MANAGEMENT 

REMEMBER: It is important for the substitute teachers to establish their classroom 
expectations and consequences at the beginning of the day. It is essential for teachers to be 
perceived by students as confident, as being in charge, and as being fair.  

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.  

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 self-control, it becomes more difficult to make proper decisions 
and to retain the respect of students. When teachers lose self-control, their behavior often 
becomes the focus of attention rather than the student’s behavior.  

http://pol.tasb.org/Policy/Code/134?filter=DH


Eye Contact: Direct eye contact and non-verbal communication are effective classroom 
management tools, provided that the non-verbal communication doesn’t become threatening or 
intimidating to students.  

Raising Your Voice: Using different voice inflections in the classroom is appropriate only if it 
has a legitimate education purpose, doesn’t result in yelling (which is ineffective and abusive), 
and doesn’t demean students.  

Establishing Standards of Conduct: Letting the entire class know your expectations is the 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 
orderly learning environment.  

Helpful Ideas For The Sub In A Classroom With Problem Students: Sometimes in an effort 
to "help" a substitute teacher the regular teacher leaves, as part of his or her lesson plans, a note 
about "problem" students or classes. While such a note can serve as a heads-up as you plan your 
day, try not to let this information create a negative predisposition toward any one student or 
class.  

Many student behaviors are motivated and sustained by the attention they receive. An "A" 
student will continue to do superior work because of the positive reinforcement he receives. A 
student who behaves inappropriately is likely to continue the behavior if it serves her purpose of 
getting attention from the teacher. In scenarios involving "problem" students, your best defense 
is a good offense.  

Be proactive and positive. Don't wait for the student or class to "act out" to get your attention. At 
the beginning of class find something to compliment them on, i.e. being to class on time, quietly 
taking their seats, remembering their homework, a cool back pack, etc. Say something positive as 
quickly as possible and continue to sincerely compliment them every chance you get.  

If a specific student has been identified, request that they help you with tasks in the classroom 
such as collecting papers, turning off the lights, or distributing supplies. Thank them for their 
assistance and make an extra effort to acknowledge their appropriate behavior or efforts to 
complete assignments. Provide positive reinforcement to the student both privately and in front 
of her peers.  

Remember, student behavior will ultimately respond better to positive rather than negative 
consequences. Just because a class or student has a history of inappropriate behavior doesn't 
mean you can't have a positive and productive experience with them in the classroom.  

 

 



HOLLIDAY I.S.D. 
SUBSTITUTE PAY SCHEDULE 

_____________________________________________________________  

SUBSTITUTE TEACHER'S PAY RATE TO SUB FOR A TEACHER FOR A FULL DAY 
IS AS FOLLOWS:  

Certified Teachers or Degree in Education $100.00 per day 
Other Degree or Non-Degree   $90.00 per day 
 
*A full day is considered anything over 4 class periods. 
 

 

LONG TERM SUBSTITUTE TEACHER ASSIGNMENT  

Long term assignments are those in which the teacher substitutes for the same employee 
for 11 or more consecutive school days. The long-term rate is paid for all consecutive days 
worked starting with the 11th day.  

Long Term Daily Rate of Pay    $110.00 per day 

 

 

 
 
 
 
 



Holliday ISD 
Pay Schedule 

2019 - 2020 School Year 
 

        Pay Period            Pay Day 

August 11 – September 10, 2019  September 25, 2019 

September 11 – October 10, 2019  October 25, 2019 

October 11 – November 10, 2019  November 22, 2019 

November 11 – December 10, 2019  December 20, 2019 

December 11, 2019 – January 10, 2020 January 24, 2020 

January 11 – February 10, 2020   February 25, 2020 

February 11 – March 10, 2020   March 25, 2020 

March 11 – April 10, 2020   April 23, 2020 

April 11 – May 10, 2020     May 22, 2020 

May 11 – June 10, 2020    June 25, 2020 

June 11 – July 10, 2020    July 23, 2020 

July 11 – August 10, 2020   August 25, 2020 

 

Extra duty timesheets are due to payroll on the 11th of each month.  Items turned in 
after the 11th may not be processed until the following month’s payroll. 

All changes regarding payroll and deductions are due to payroll by the 10th of each 
month.  Items turned in after the 10th may not be processed until the following 
month’s payroll. 

All monies should be in the bank the morning of pay day. 



Holliday Independent School District 

School Times 
 

Holliday Elementary  Pre-K – 5th Grade  7:56 – 3:15 pm 

Holliday Middle School  6th – 8th Grades  7:56 – 3:15 pm 

Holliday High School  9th – 12th Grades  7:56 – 3:15 pm 

 

*Arrive at least 15 minutes before class starts. 

 

Breakfast is available at 7:20 am 

Tardy Bell rings at 8:00 am 

Check student handbook for early dismissal dates and times 

 

 

 

 

 

 

 

 

 

 

 

 

 



Holliday Independent School District 
P.O. Box 689 – 751 S. College Ave. – Holliday, TX 76366 

940-586-1281 Phone – 940-586-1492 Fax – www.hollidayisd.net 
Superintendent: Dr. Kevin L. Dyes 

 
Holliday Elementary 

School 
Makenzie Stubblefield, 

Secretary 
makenzie.stubblefield@holliday

isd.net 
 

Tara Kirkland, Principal 
tara.kirkland@hollidayisd.net 

 
(940) 586-1986 phone 

(940) 586-0538 fax 
 

Grades Pre-K – 5 

 
 
 

Athletics 
Frank Johnson, Athletic 

Director 
frank.johnson@hollidayisd.net 

 
(940) 583-4340 

 
 
 

Cafeteria 
Laura Weatherread – 
Cafeteria Manager 

laura.weatherread@hollidayisd.net 
 

(940) 583-4494 
 
 

Business Manager 
Dustin Scobee 

dustin.scobee@hollidayisd.net 
 

(940) 583-4477 
 
 

Holliday Middle 
School 

Lana Nichols, Secretary 
lana.nichols@hollidayisd.net 

 
Kelly Carver, Principal 
kelly.carver@hollidayisd.net 

 
(940) 586-1314 phone 

(940) 583-4480 fax 
 

Grades 6 – 8 

 
 
 
 

Transportation 
Lonnie Brumley – 

Transportation Director 
lonnie.brumley@hollidayisd.net 

 
 (940) 636-8209 

 
 
 

Custodial 
Cindy Mayfield – 

Custodial Supervisor 
cindy.mayfield@hollidayisd.net 

 
(940) 583-4188 

 
 

Payroll 
Cecely Birkenfeld 

cecely.birkenfeld@hollidayisd.net 
 

(940) 583-4478 
 

Holliday High School 
 

Nancy Berend, Secretary 
nancy.berend@hollidayisd.net 

 
Bruce Patterson, Principal 
bruce.patterson@hollidayisd.net 

 
(940) 586-1624 phone 

(940) 586-9501 fax 
 

Grades 9 – 12 
 
 
 
 

Technology 
Karie Miller – Technology 

Director 
karie.miller@hollidayisd.net 

 
(940) 586-9804 

 
 
 

Superintendent 
Secretary 

Alaina Harrigal 
alaina.harrigal@hollidayisd.net 

 
(940) 586-1281 
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Holliday ISD 

 
Substitute Teacher Handbook Receipt 

 
 

 
 
______________________________ 
Printed Legal Name of Substitute 
 
 
______________________________ 
School Year 
 
 
 
I hereby acknowledge receipt of a copy of the Holliday ISD Handbook for Substitute Teachers.  I 
have read the handbook and agree to abide by the standards, policies and procedures defined or 
referenced in this document. 
 
 
 
 
 
 
 
 
 
 
______________________________   ____________________ 
Signature       Date 


