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INTRODUCTION 
 

Welcome to the Cleveland Independent School District (CISD).  As a substitute teacher or 

classroom assistant, you are employed to carry out the instructional program during the 

temporary absence of a regular teacher or assistant.  You are an important member of the 

teaching staff.  As each child differs, so will each substituting situation.  Be ready and willing to 

adapt yourself to various teaching techniques.  While you are substituting for a staff member, 

strive to keep the learning and intellectual growth of the students expanding.  Please perform all 

of the regular duties of the teacher or assistant for whom you are substituting.  It is expected that 

you will follow, as nearly as possible, lesson plans and classroom procedures prepared by the 

regular teacher.  If for some reason complete plans have not been left for you, please see the 

department chair, team leader or the principal for direction.  Under exceptional circumstances 

you may need to deviate from the plans left for you.   If so, leave a complete explanation for the 

teacher upon his/her return to explain the circumstances. 

 

 

 

DISTRICT GOAL TO ASSIST SUBSTITUTES 

 

Our goal is to prepare you to substitute teach in the Cleveland Independent School District.  An 

inherent goal in the training is to make you feel comfortable, capable and competent.  The 

principles, organizational tools, ideas, and suggestions will assure the substitute of a quick entry 

into a classroom situation.  The sole purpose of the substitute is to teach the lessons the teacher 

has scheduled and to control classroom behavior; therefore, our training reinforces these beliefs. 

 

As a substitute teacher applicant, you are asking to work with us in accomplishing our goals.  If 

you accept a substitute assignment in one of our schools, you should consider yourself a teacher 

with the responsibility that goes with the teaching assignment.  This handbook will serve as a 

guide, listing your responsibilities and helping to prepare you for the tasks you have been asked 

to accomplish.  Do not hesitate to ask questions of teachers, campus administrators, school office 

personnel and CISD Central Office employees. 

 

Substitute Orientation completion is not a guarantee of employment as a substitute teacher.  All 

requirements must be fulfilled, including criminal history, in order to be considered for 
employment by CISD. 

 

 

 

 

 

 

 

 

 



 

Becoming a Substitute Teacher 

Substitute Teachers help maintain our students’ academic progress by facilitating lesson plans 

during a teacher’s absence.  The perspective substitute teacher assumes the responsibilities of the 

classroom teacher (s) for the school day by maintaining a consistent volume of high quality 

instruction with accuracy and professionalism. 

 

Substitute Teachers can customize their work schedules by choosing the number of days, school 

locations, grade levels and types of schools.  Substitute teachers can be available for as many or 

as few assignments as they want.  There is no guarantee of work since the nature of substituting 

is based on the number of daily teacher absences.   Generally, individuals substitute teach not 

only for the flexibility in scheduling but to gain valuable experience in the classroom, as well as 

the opportunity to network with teachers, administrators and other school staff.  

 

The ideal candidate for Substitute Teaching possesses a positive attitude, an overabundance of 

patience, and excellent verbal communications skills.  He/she must also be an energetic hard 

worker, dedicated to the intellectual growth, and development of children, who sincerely exhibits 

warmth and caring without exception. 

 

If you love kids, meeting new people, can exhibit flexibility, can go with the flow, and are up for 

adventure on a daily basis then becoming a substitute teacher may be for you.   If you are a 

prospective teacher, this can be a great way to get your feet wet into the world of teaching and 

get the "inside scoop" at particular schools.  Substitute teachers will always be needed at 

Cleveland Independent School District. 

 

PROCEDURES/RESPONSIBILITIES FOR DISTRICT SUBSTITUTES 

 

1. Complete the district application for substitute teaching: forms may be obtained by going 

online to www.clevelandisd.org. Under Admin, Employment, and complete the Application 

Forms  

2. Performance Responsibilities:  

a. Perform duties of the teacher according to their schedule;  

b. Maintain as fully as possible the established routine of the school and the 

classroom to which assigned;  

c. Enable students to pursue their education as fully as possible in the absence of 

their regular teacher;  

d. Assume responsibility for overseeing pupil behavior during class, lunch, and 

recess as scheduled;  

e. Leave a detailed note of completed or incomplete work for the teacher;   

f. Turn in daily evaluation report form to the office;  

g. Verify with school secretary whether he/she will be needed the following day;  

h. Follow all policies, rules, and procedures that teachers are subject to and which 

good teaching practices dictate; always careful to maintain confidentiality; 

 
 

 

http://www.clevelandisd.org/


 

HOW SUBSTITUES ARE SELECTED AND IN WHAT ORDER THEY ARE CALLED 

 
    Substitutes will be called to work on a random basis. 

i. Principal and/or teacher requests will be honored if at all possible; 

ii. CISD is using AESOP. The campus may make changes as necessary.  

iii.  If you need to cancel your assignment late, you will need to make sure to 

call the campus secretary and make her aware of it. 

 

     Substitute teachers who have skills and training in specific areas may be given  

     preference when that subject area is open.  

 

     If you are unacceptable as a substitute teacher, the building principal will so indicate  

     to the personnel office in writing and you will no longer be called upon to substitute in 

     that building.  The same courtesy will be given to you if you prefer not to substitute on  

     a particular campus.  Please try all ages.  You just might be very surprised in what you  

     think would be a stressful day turn out to be the most rewarding.  

 

We strongly urge persons interested in substitute work to visit the schools and become 

familiar with procedures, building layout and staff. (School secretary must be called for an 

appointment.)  All campuses are delighted when they have volunteers and will welcome you 

as often as you are available to come.  

 

Substitutes have the same responsibilities as the regular teachers and/or paraprofessionals in 

our district therefore, you are responsible for any/all duties such as lunch room, bus duty, 

early hall duty, etc.  Make sure to ask for clarification if you are unsure.  

 

HELPFUL TELEPHONE NUMBERS 

 

The CISD Central Administration Office does not take messages or telephone calls for 

substitutes. If you need to cancel the day of your of your assignment contact the campus.  Please 

do not use CISD phone numbers as your work phone number.  CISD does not give out 

information concerning your campus location or home telephone number.  CISD may give out 

the name of the school where you are assigned if there is an emergency.  For example, if your 

child is in the clinic and the school nurse needs to contact you.  Have them call Angie Wheeler 

at 281-592-8717.              

 

PAY RATE USED BASED ON THE POSITION WORKED 

 

Substitutes should stay the entire day if expecting to be compensated for the entire day. The daily 

rate may be adjusted if you show up late or leave early during an assignment.   CISD pays twice 

a month on the 15th & 30th .  If these dates fall on the weekend, we pay the closest workday to 

those dates.  Exceptions are built in the school calendar and the pay calendar during holidays.  

Please refer to the pay calendar on the CISD website www.clevelandisd.org.    
 
 
 

http://www.clevelandisd.org/


 
PAYROLL SCHEDULE 

 

It is the responsibility of the substitute to keep a personal record of each assignment given, 

school you worked at and the name of the teacher/aide that you substituted for.  If there are 

discrepancies in the amount of the check and the number of days worked, the substitute should 

contact Angie Wheeler at 281-592-8717.  It is the substitute’s responsibility to review his/her 

paycheck for any discrepancies in the amount of the check or number of days worked.  

  

 

DRESS CODE 

 

Substitute dress must be in accordance with the employee handbook.  

Professional dress is expected.  Substitutes should be clean and well-groomed.   First impressions 

are important. The more appropriately you dress, the easier discipline and control of the class 

will be for you.  Friday’s are spirit days and the dress is school colors with jeans. Middle school 

has Spirit day on Thursday. If you have any questions on what is considered acceptable dress, 

please check with the school office or the Substitute Coordinator. 

 

• Appropriate dress is required.  

 Casual dress is acceptable but does not include athletic shorts, sweats, or open mid-

riff tops. Exposing undergarments is not appropriate. 

• Clothing must be neat, clean, and in good condition. 

 Clothing with tobacco, alcohol, drugs or sexually connotative words and/or pictures is 

not allowed. 

• Some adults and children are allergic to perfumes and colognes please, be sensitive to   

          this.  

 

• Any tattoos, including a temporary tattoo, must be covered at all times while an employee is at 

  work or engaged in any school-related activity or event. 

 

General Guidelines Include:  

 

Women:  

Avoid high heels, short skirts, and low-cut tops.  Capris are acceptable.  No shorts.  

Jeans can be worn only on Fridays unless principal gives other directives.  Wear comfortable 

outfits in which you can bend, move and write on the chalkboards with ease. 

Comfortable shoes (tennis shoes, sandals are acceptable, no flip-flops or house shoes) 

In keeping with professional decorum, female employees may wear earrings only and ears are 

the only exposed areas of the body which pierced jewelry may be worn/displayed. 

 

Men:  

Wear dress or casual slacks, nice shirt (no T-shirts, torn or tattered clothing).  Jeans are to be 

worn only on Fridays unless the principal gives other directive.  Wear comfortable shoes.   

 



Often the original substitute teaching assignment changes after you have arrived at school.  Field 

trips, student activities and other unexpected changes may occur.  It is also a good idea to carry 

casual clothing and sneakers and clothing suitable for physical education class in your car, just in 

case of a change in assignment occurs after arriving on campus. 

 

CONFIDENTIALITY 

 

As a substitute traveling from school to school, you will observe many situations and modes of 

operation.   Rather than discuss differences with other teachers, we hope you will keep in mind 

that teachers do not all work in the same way.  Understanding, not criticism, will go far to make 

your teaching assignment more pleasant for you and the others around you.   Learning and 

"borrowing" ideas as you travel from classroom to classroom will enhance your teaching 

experience and enrich the lives of the children in your care.  Instead of expressing comparisons 

among classrooms, teachers and schools, you should make every effort to carry out the program 

of the regular teacher and to fit with the existing schedule.   All records, reports and information 

regarding the children in your room are to be kept in the strictest confidence.  If you feel you 

need to discuss specific information about a child or need to share information in regard to a 

student's well-being, talk to the principal or the school nurse.  Do not discuss confidential 

information with anyone except those who have a right to know the information.   

 

GENERAL CODE OF CONDUCT 
 

All substitute employees are expected to: 

• Arrive to work on time ready to perform duties as outlined. 

• Treat all staff, students, and public with courtesy. 

• Limit personal calls and socializing to break times only. 

• Respect fellow employees  

• Report all accidents to the building principal  

• Adhere to the dress code. 

 

District Policy refers to the Code of Ethics and Standard Practices for Texas Educators 

 

WHAT IS A COMPETENT AND ETHICAL SUBSTITUTE? 

 

The competent substitute demonstrates: 

• Knowledge and use of curriculum and instruction to meet the needs of all students; 

• Ability to provide a climate for students that is conducive to learning and respects the              

rights of all persons without discrimination; 

• An understanding of students and ability to establish and maintain good rapport and assist the 

growth of students; 

• Ability to work effectively with students, staff, parents and community. 

 

The ethical substitute demonstrates: 

• A willingness to accept the requirements of membership in the education profession; 

• A willingness to consider the needs of the students, the district and the profession. 

 



 

 

The professional substitute: 

The substitute teacher has a professional obligation, even though he/she is not a regular 

classroom teacher. Keeping this in mind, the following should be observed. 

1. The school exists for the student. The first obligation of the teacher is therefore to the student. 

2. The substitute teacher is on the same professional level as the classroom teacher and shall 

remain conscientious toward responsibilities. 

3. The substitute teacher shall uphold his/her profession by maintaining a positive attitude of 

cooperation with associates, respecting the authority of those in administrative positions, and by 

maintaining high standards of loyalty and service. 

4. Under no circumstances shall a substitute teacher criticize a regular teacher, 

administrator, or student(s) in the presence of other teachers, students, or members of the 

community. 

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

position of public trust.  Confidential information concerning any student cannot be 

disclosed. 

6. The substitute teacher shall use extreme caution in expressing personal reactions and opinions 

about what they see and hear in the classrooms of the various schools in which they teach. 

7. A substitute teacher shall observe the same rules of confidentiality that professional school 

district personnel must observe.   DO NOT DISCUSS STUDENTS’ CONDUCT, GRADES, 

OR ABILITIES WITH ANYONE OUTSIDE THE SCHOOL DISTRICT OR WITH 

UNAUTHORIZED PERSONNEL IN THE SCHOOL COMMUNITY. 

8. A substitute teacher shall not call a parent to discuss behavior and/or grades, etc. If immediate 

contact is needed, get assistance from appropriate administration. 

 

District Policy refers to STUDENT RIGHTS AND RESPONSIBILITES 

STUDENT CONDUCT in the back of your handbook FNC (LOCAL)   

 

 

PROFESSIONAL ETHICS 

EMPLOYEE STANDARDS OF CONDUCT 

 
Cleveland ISD is committed to high standards in the workplace requiring the focus of all 

employees on contributing positively to the education of students. 

 

Drugs/Alcohol                   The district prohibits the unlawful manufacture, possession, or 

                                           use of a controlled substance, or alcohol, as that term is  

                                           defined in state and federal law, in the workplace or at any  

                                           school related event. 

 

Tobacco/Smoking              Employee use of tobacco products in any form will be  

                                            prohibited on all school district property and in district  

                                           vehicles.  Each building shall be equipped with facilities for   

                                           extinguishing smoking materials. 

 



Firearms                             Firearms are prohibited from any and all property 

                                           of the Cleveland Independent School District with the 

                                           exception of licensed peace officers who are serving in their   

                                           official capacity.  This prohibition includes vehicles on any  

                                           school property. 

 

Beepers and Phones           The use of electronic communication in the Workplace  

                                           devices (beepers, cellular phones, etc.) is not allowed during   

                                           the designated workday of employees without prior approval  

                                           of the supervisor responsible for their evaluation. 

 

Private Business                 No employee shall engage in the sale or transmittal of private  

                                           business enterprises on school premises during school hours. 

                                           This policy does not restrict participation in fundraising  

                                            projects for school-sponsored activities. 

 

 

REASONS FOR DISMISSAL OF A SUBSTITUTE TEACHER  

 

 Immorality; 

 Conviction of any felony or other crime involving moral turpitude; 

 Drunkenness; 

 Failure to comply with district policies, the guidelines established in the  

substitute handbook, and/or the expectations of the substitute’s supervisor. 

 Physical or mental incapacity preventing performance of professionalism at all 

times; 

 Lack of classroom control;  

 Not fulfilling your performance responsibilities or neglect of duties;  

 Not maintaining confidentiality in and out of school;  

 Not meeting the qualifications for a substitute teacher. 

 

 

Other actions that may result in removal from the substitute system are: 

 

 Unsatisfactory performance as noted in a substitute evaluation report submitted by 

the principal/campus administrator, as stated above. 

 Any single incident determined by the district to be inappropriate in carrying out 

the substitutes responsibilities. 

 Multiple cancellations by the substitute on the day of the assigned jobs. 

 

 

 

 

 

 

 



ASSESSMENT OF WORK PERFORMANCE 

 

Even though you have accepted an assignment from the substitute coordinator or the electronic 

system, ultimately the Principal has the final say if upon arrival you are given a new assignment.  

He/she will know the needs of the students and who would work best in certain classes.  He/she 

may exclude a substitute from that school’s list for substitutes at any time and for any reason.  

 

 

ITEMS REQUIRING SCHOOL APPROVAL 

 

1. Students are not excused to leave school under any circumstances without office      

     permission.  

2. No written communications should be sent to parents without permission from the  

     principal.  The long-term substitute teacher should arrange for a parent conference    

     only after consultation with the principal. 

3.  Accidents involving any of the students under supervision must be reported to the          

     office/nurse immediately.  The office/nurse will contact parent if needed. 

4.  Students may not be kept after hours. 

 

IMPORTANT INFORMATION TO BE AWARE OF 

 

The teacher’s grade book, all lesson plan books, seating charts, substitute folder, teachers’ 

editions, and attendance roll are all valuable.  Know where they are at all times and protect them.  

This information is confidential.  The substitute teacher should follow the plans left by the 

regular teacher.  If lesson plans are not available, notify the principal immediately. 

 

Substitutes are responsible for reviewing and becoming familiar with fire drill and lockdown 

procedures:  

Fire drill exit schedule will be posted in the classroom. 

Make sure that you are given the signal for a lockdown situation. 

 

CAMPUS OFFICE DETAILS 

 
TO BEGIN 

 

Learn where the school is and give yourself plenty of time to arrive on time. There is a map at 

the back on your hand book to assist you (note that the map is not to scale). You are expected to 

arrive at the school ½ hour before the class starts and substitute aides are to arrive 45 minutes 

before the class starts.  Most all aide positions have duties in the morning and in the afternoon.  

Make sure you check to be sure you are in the right place at the right time.  It is a good idea to 

visit the schools you are interested in subbing in before you are called for an assignment.  Please 

wear your name badge or the Substitute badge that you receive from the office at all times while 

on campus. 

 

When you arrive at school, go to the main office and sign in with the principal's secretary. Ask 

the office staff if there is any special scheduling, an assembly or anything going on during the 



day that you should know about.  The secretary will give you information on how to obtain your 

substitute folder for the day.  Check the teacher's mailbox for any notes, lunch tickets, etc. that 

may be pertinent.  At no time after checking into the assigned school, are you to leave 

campus without checking out through the office.  Notify the office upon your return also.  

The role of the substitute teacher is to assume the same responsibilities as the regular teacher on 

a periodic basis. The classroom teacher should and hopefully will have lesson plans and 

classroom rules that the substitute teacher is to follow.   According to the classroom teachers, the 

most important things for substitutes to do are follow the lesson plans and give lots of 

feedback, establish a good rapport with the students and maintain classroom control.    

 

DURING THE DAY 

 

Get acquainted with nearby teachers.  Feel free to ask them questions at any time.  Do not ask 

for a student's or employee's password to gain access to a computer.  If you need to use a 

computer, do this on your lunch break in the computer lab.  The principal may be checking with 

you periodically throughout the day.   If you need reinforcement or if you have any questions, 

she or he will be glad to assist.  If a difficult situation arises, talk to the principal when you both 

have time. The principal will be glad to give some assistance or advice on what to do in the 

future. 

 

 

WHEN IT IS TIME TO LEAVE 

 

Complete any applicable paperwork as thoroughly as possible, including the teachers detailed 

information about your day, discipline, completion of work and an over view of things that 

he/she should know about the class and students. This may take about ½ hour after the students 

are released.  Our teachers care deeply for their students and they always want to know as much 

as possible about the days they miss.  After your day is completed, check back in at the office to 

see if you will be needed for the following day. If you are to return the next day, remind the 

Principal/secretary.  Don’t forget to sign out if that is the normal procedure of the school you are 

assigned to.   Be sure to turn your room keys into the office before you leave campus. DO 

NOT go home with them. 
At the conclusion of your day and before you leave the building make sure you have done the 

following:  

 Write a summary for the regular teacher indicating what materials were covered for 

the day and what was not covered in the daily lesson as outlined in the plan book;  

 Make a list of students that were absent or tardy;  

 If necessary a list of students who did not work, completed assignments, or  were 

a discipline problem in any way;  

 

 

THE NEXT FEW SECTIONS will discuss your approach to the students and daily classroom 

life in our schools. Even if you are a seasoned teacher, these guidelines are all very important 

and useful.  Remain within the directives in this book and you should have a fulfilling, 

productive day. 

 

 



YOUR ATTITUDE 

 

Your attitude truly is contagious. The students will respond to your general attitude.  If your 

approach is cheerful, upbeat and confident, the students will also feel good about the day.  If you 

go into the classroom with a negative or foreboding attitude, the students will be much more 

likely to misbehave.  Do not take emotional baggage into the classroom. The children deserve a 

teacher who is happy to be there. 

1. Begin each class enthusiastically and promptly. 

2. Use a pleasant but firm approach to establish rapport with the students. 

3. Remember that a smile and a good sense of humor are always very important. 

4. Have a neat and confident appearance.  It will encourage respect. 

5. Be able to laugh at yourself and your mistakes. 

6. Maintain a positive attitude and cheerfully follow through on what you promise. 

 

LISTEN TO OTHERS  Staff & Students. This is one of the most important skills. 

 

1. Listen to the students. Make sure they know you truly care about what they have to say. 

2. Listen to the staff, they can be your most valuable guides. 

 

YOUR SPEECH 

 

When you are speaking to the students, the way you say things is as important as what you say. 

Students need to know you care about them enough to look at them when you speak and wait for 

an answer if you ask them a question. They will respond well if you speak to them like 

individuals and not "the class". Whether you are speaking directly to one student or teaching a 

lesson to the class, remember the following guidelines. 

 

Make eye contact. You will be more likely to establish and keep a student's attention. 

1. When you speak, sound like you are happy to be in class. Your voice should be: 

2.  Cheerful and clear 

3.  Specific and firm 

4.  Audible and intelligible 

5.  Enthusiastic and animated 

 

Do not try to talk over voices. If you shout, the students will shout over  

      your voice. If you speak in a clear indoor tone, the students will strain to listen, 

      especially if you are cheerful and they think you have something interesting to tell  

      them. 

1. Speak courteously. 

2. Face the student’s, do not speak to the chalkboard. 

3. Make sure your voice doesn't sound monotone, shrill, high pitch, mumbling or 

overbearing. 

4. Avoid using a sarcastic or ridiculing tone. 

5. Avoid belittling students or making meaningless threats. 

6. Remember the age you are dealing with. Don't talk down to older students or use 

expressions and words too difficult for the younger ones to understand. 



HELPFUL STUDENTS 

 

Students love to "help out". Some of them can be very useful. Like everyone, the students in 

your class need to feel valuable. Any time you can give a student a task; you could be saving 

yourself time and at the same time helping the student feel important. When you give a student 

an errand, make sure it is age appropriate. 

 

Ways for the students to be of assistance 

1. Help tell you the names of students in the class. 

2. Make a seating chart, if none is available. 

3. Clarify plans left by regular teacher. Inform where the class left off on a lesson. 

4. Run messages to the office or other classrooms. Run errands - pick up or drop off small 

items. 

5. Leaders for group discussions. 

 

How to identify students to use 

1. Occasionally the regular teacher will leave a note and include information on helpful 

students. 

2. Check with an Instructional Aide. 

3. Check with buddy teacher, teacher next door, department head, etc. 

 

 

CLASSROOM ROUTINE 

 

The following directives have been established to ensure a safe, pleasant learning environment 

for the students and staff.  Adhering to these guidelines is very important. The students are 

accustomed to a certain way of doing things, and the closer you can stay within the normal 

routine, the more likely they will be to listen and learn.  Of course there may be an exception or 

an emergency.  In the case of something unforeseen, use common sense and good judgment until 

you can check with the office or other teachers to see how to proceed. 

 

1. Adhere to the established routines and schedules. Do not make changes. 

2. If an aide or nearby teacher offers assistance, remember they probably know these 

students better than you do. 

3. Learn the school's policies for students and employees and follow them. 

4. Uphold school and district rules and regulations. 

5. Take attendance but NEVER write in the attendance folder.  Put names on sticky 

note and leave it in the attendance folder’ 

6. Use a seating chart. If none is available, quickly sketch one of your own. 

7. If money has to be collected for some reason, deposit it at the main office as soon as 

possible. 

8. Do not give an unplanned recess, lunch detention, after-school detention or any other 

activity which removes the students from their classroom routine without expressed 

permission from the office or the regular classroom teacher. 

9. Never release a student to anyone unless they have a written permission slip from 

the office.  Student safety and well-being is priority. 



 

Students should be in the class and ready to begin when the bell rings. The regular classroom 

teacher usually has a set plan of if and when to allow students to leave the classroom.  Stick to 

this plan unless you feel: 

 

1. That the student will not last until break to use the bathroom, or are so sick that they need 

to go to the nurse. 

2. Each school will have its own policy regarding tardies.  Check with the office. 

3. Students may not leave the classroom to make a phone call. They are to use the phone 

before school, during lunch, or after school. Cell Phones should not be used during 

class. 
4. If a student has a signed, dated pass from another teacher, honor the pass. 

5. Do not release a student to leave campus without permission from the Principal's Office. 

6. Supervise students at all times - in the room, hall or playground, even those not going 

to recess, unless you know that other plans have been made. 

 

 

STUDENT CONTROL 

 

In order for you to be an effective teacher, the students need to be under control.  When you first 

enter the classroom, establish who is in charge. This should be done in a respectful and polite 

manner.  Let the students know that you expect their best and that you will be there for them.  

Following are a few specific suggestions to help you gain and keep control of the class. 

1. First try to keep the students settled, contained and interested.  If they know they are to 

stay seated, they will be less likely to look for excuses to move around.  

2. If they start getting up for pencils, tissues, etc. the class can get out of hand quickly.  

3. Make sure you are interested in what you are saying; they will respond accordingly. 

4. Keep students away from your desk and in their seats. 

5. Do not allow students to wander about the room. 

6. Keep students involved in meaningful activities.  Students with meaningless activities or 

nothing to do tend to fill their own time, usually with talking or inappropriate behavior. 

7. Alternate active and quiet activities as much as possible. You don't want the students 

falling asleep from too much book work, but you also don't want them getting carried 

away. 

8.  Move around. Do not teach from the desk. Walk among the students whether they are 

sitting, standing waiting in line or walking to and from the classroom. 

9. Give attention to well behaved students.  Inexpensive treats (no candy) work wonders. 

"Catch" the student doing the right thing and give them a sticker or some similar goodie.  

Soon you will have the entire class working to think of ways to earn that special treat. 

10. Expect the best from all students.  They will usually do what is expected of them. 

11. Walk lines at steady pace, but not so fast that the line stretches with stragglers. Walk in 

the middle so you can see the entire line.  Learn the names of the students in the 

beginning and end of the line. 

 

 

 



BE PATIENT 

 

This includes... Be friendly, fair and firm. 

1. Individual behavior problems should be handled in a dignified and firm manner. Discuss 

the problem with the student privately if possible. 

2. When discussing discipline with the class as a whole, try to be as impersonal as possible.  

Do not single out one or two students as examples of inappropriate behavior. 

3. Try to handle your own situations, but do not allow a problem to get out of hand. Call for 

assistance if needed. 

4. Do not punish an entire class because of the actions of a few. This does not work. 

5. Call them by name as often as possible.  If there is a group of students and you want their 

attention, try to use the one or two names you've learned.   

6. Treat each student as an individual. Make sure each student is responsible for his or her 

own actions. 

 

 

EFFECTIVE CLASSROOM MANAGEMENT FOR SUBSTITUTES 

 

While teaching in general is difficult, the stress put upon a substitute teacher is magnified times 

ten.  It is very important to stick as close as possible to the classroom regulations that the teacher 

has already put in effect as students are more likely to respond to something familiar.  It is also 

very important for a substitute to maintain composure because once the students notice that their 

behavior is making an impact, the game is over. 

The major (and essential) tools for a substitute teacher are a positive demeanor and strict 

adherence to classroom rules and regulations.   It is also very important to follow through with 

the proper consequences for poor behavior.   If a substitute can maintain control of the 

classroom, students will grow to respect his/her authority in a short time. 

 

It is important to be fair to all students. Despite all of your preparation, some students will 

challenge you. The following tips may help when you are faced with a difficult situation:  

 

1. Tell students what you expect in the classroom in terms of rules, guidelines, etc. Remember to 

follow the rules of the school and permanent teacher. Be sure to communicate with students in 

language that they can understand. Do not surprise students with consequences. They need to 

know in advance what they can expect as a result of behavior. Then, punish only the 

troublemakers.  

 

2. If students won’t pay attention or do not do what they are instructed to do, try to determine 

what is causing the inappropriate behavior.  

 

3. Attention from the teacher is a powerful tool.  Recognizing a specific behavior reinforces it.  

Do not focus continually on bad behavior. It is important to recognize good behaviors.  Also, be 

alert for students who use their disruptive behavior to gain attention.  

 

 



4.  It is better to be positive than negative.  Positive verbal praise, a smile, a nod, and other 

appropriate gestures are all ways to help reduce problem behavior.  Make sure your positive 

statements outnumber negative statements. (A list of statements to use to praise students is 

included in this guide.)  

 

5. Call students by their names.  If a student doesn’t respond, you may suspect that students 

have switched seats.  Tell them it is better to have correct names, so the wrong student is not 

punished incorrectly.  

 

6. Students learn and behave better if they are actively engaged in learning.  Students like to 

work and learn in groups instead of sitting passively in their chairs.  If your classroom is exciting 

and motivational, there will be less discipline problems.  

 

7. Begin the class immediately.  Eliminate lulls and down-time – especially at the beginning of 

class.  This will eliminate some of the opportunities for students to cause trouble.  

 

8. Manage by walking around.  The closer you are to students, the more likely they will listen 

and behave.  Do not remain sitting behind the desk, it is important for you to  move around 

the room and monitor. 
 

9. Suppress the urge to lose your temper or react in a negative way.  Unless what you are   about 

to do or say has a good chance of improving the situation, don’t say or do something that will 

make it worse.  

 

10. Do not threaten consequences that you cannot enforce or that are not reasonable. 

Saying things that you do not mean or cannot enforce undermines your authority.  

 

 

DISCIPLINE 

 
1. The substitute teacher is expected to maintain a level of discipline in the classroom, which is 

conducive to good learning. 

 

2. NEVER ADMINISTER MASS PUNISHMENT TO ANY CHILD. 

 

3. NEVER ADMINISTER MASS PUNISHMENT- For example, do not deny the entire class 

recess or have them write sentences because of the behavior of one or a few students. 

 

4. NEVER touch or grab a child. 

 

5. If you should need help in handling a discipline problem, consult the principal or a teacher 

nearby. 

 

 

 



6. When individual pupils cause behavior problems which are disruptive to good learning 

conditions, and the “teacher” cannot handle the situation after several honest attempts: 

 

Elementary & Middle School: the substitute should send those students to the office with 

a note explaining the circumstances. If necessary, the “teacher” should request that the 

principal and/or assistant principal come to the classroom. Substitute teachers should 

never leave the classroom unattended!! 

High School: Send the student to the office with a disciplinary report. Follow up on this 

at the first opportunity to be sure the student did report to the office. 

 

7. Firm, fair treatment of all pupils, combined with explicit explanation and direction will 

preclude many disciplinary problems.  

 

8. The substitute teacher should determine if any special needs children are present in the 

classroom. You may need to check a behavior management plan or a Behavior Intervention Plan. 

 

9. Avoid negative reinforcement such as punitive, non-instructional, time-wasting tasks like 

writing sentences, standing in corners, or other intimidating and humiliating correctives. 

 

FOLLOW THE LESSON PLANS AS CLOSELY AS POSSIBLE 

Since consistency is something that students will respond to, try to adhere as closely as possible 

to the lesson plans provided by the classroom teacher. Follow the designated lesson plan set up 

by the regular classroom teacher. Accomplish the work with the students that they are depending 

on. Do not let the day be wasted. Students will try to delay lessons, or feign understanding of 

course material to get out of doing an assignment or learning a lesson, but this should be ignored.  

If students are having trouble grasping a concept, explain it in a clear and concise manner and 

move on.  It is important to get through as many of the lessons as possible.  Students are in the 

classroom to learn and as an educator the substitute teacher has a responsibility to ensure proper 

learning in a proper environment.  Snacks and treats may not be given unless the teacher has left 

specific instructions to do so.  Remember the teacher’s personal food/snacks are not 

for you to help yourselves to; they are his/her items and should not be eaten or 

to be shared.  

 

EXTRA DUTIES 

 

The substitute teacher/aide will be expected to fulfill all extra duties that have been assigned to 

the regular classroom teacher/assistant.  These duties may include bus duty, lunch and hall duty, 

or other special assignments.  Substitutes may also attend faculty or grade level meetings in place 

of the regular teacher if asked to do so. 

 

 

 

 

 

 



CONFERENCE/PLANNING PERIOD 

 

Usually, the substitute will follow the daily schedule of a teacher, which includes a conference or 

planning period.  A substitute may be asked to cover/perform other duties and responsibilities as 

needed by the campus during the day.  Substitutes are required to assist in any capacity asked 

during the assignment, which may include working in another room during the conference 

or planning period. 

 

LUNCH 

 

You may participate in the school lunch program for adult price per meal, if employed that day.  

You may bring your own lunch, or go home if not on lunch duty. (Note: Sign out and in for 

lunch; notify the secretary when leaving and returning to the building.)  

 

FIRST AID AND SAFETY  

 
Common sense is the most valuable tool you can use when dealing with health and safety issues. When 

you visit a school, find out the emergency procedures, where the phone is, and/or whom to notify at the 
school.  

 

Students who are injured should be taken to the office where a school nurse or secretary can provide first 
aid.  In case of a severe injury, do not move the student.  Remain with the student and send another 

student or teacher for help.  Try to keep the  injured student and the other students calm until help can 

arrive.  

 
Never give medication to students.  If a student brings medication from home, please send it with the 

student to the nurses office.  Check to be sure if there is a note requesting the medication is to be returned 

back home with the student in the afternoon.  

 

 

DUTIES AND RESPONSIBILITIES OF SUBSTITUTE NURSE 

 

GOAL: To meet the health needs of students and staff in a timely and professional manner in the 

absence of the regular school nurse. 

 

GENERAL 

 

1. The substitute nurse is expected to assess the health needs of students and staff in a 

professional manner. 

2. The substitute nurse will be familiar with the substitute manual that is in each clinic. 

3. The substitute nurse will be familiar with communicable diseases and disease    reporting. 

4. This will be done in collaboration with the principal and/or the coordinator for district 

health. 

5. The substitute nurse is responsible to contact a student’s parent or legal guardian 

regarding a student’s routine health concern when deemed necessary and according to 

CISD guidelines. 



6. It is the responsibility of the substitute nurse to become familiar with the health needs at 

the campus, and will be able to perform the functions of the school nurse. 

7. The substitute nurse will follow up with the campus nurse for any long term health issues 

that were brought to his/her attention and any unusual situations or emergencies that 

occurred while substituting. 

8. All clinic activity and any recommendations that are made to the student and/or parent 

are expected to be accurately documented per district guidelines. 

9. The substitute nurse is expected to maintain confidentiality of all student records, 

             including medical records. 

10. The substitute nurse must become familiar with, and follow, universal precautions,   

infection control, and emergency medical protocols.  

11. The substitute nurse is not expected to post information on the permanent health  records 

but will notify the campus nurse of this information. 

12. Unless the district has provided certification training, the substitute nurse is not expected 

to do scheduled school health screenings such as vision, hearing or scoliosis. 

13. The regular nurse, the principal or coordinator for district health may assign additional 

duties. 

 

TEACHERS’ RESPONSIBILITIES TO THE SUBSTITUTE  
 

1. It is the classroom teacher’s responsibility to prepare the students for the substitute teacher.  

The teacher should explain reasons why substitutes may or may not be needed during the year 

and what is expected of the students in ways of class attitude, studying and behavior.  

 

2.  Make sure to check with your administrator to see what the procedure is for requesting a 

substitute.  If a teacher knows in advance when a substitute is needed, he/she is to let the 

administrator know as far in advance as possible.  

 

3. Lesson plans, seating charts and other information are to be current and available for the 

substitute.  Leave these in your desk, mailbox or in the office with the secretary with specific 

instructions.  A schedule of daily plans, computer lab, PE, lunch, etc. 

 

4.  Please leave a list of students that need special attention, ones that will need medications and 

ones that could possibly be leave during the day for special classes. Pertinent information that 

will assist the substitute in having a successful day needs to be readily available. 

 

5. Materials to be posted in the classroom:  

 Car rider, bus rider, charts/lists 

 Fire drill exit schedule.  

  

6. High school teachers and especially special area teachers, (shop, art, lab, music, foreign 

language, etc.):  

 Have students assigned to help substitute teachers.  

 If you know in advance when you will be gone, plan a lesson that a substitute can       

 carry out and successfully accomplish. 

 



IN THE CLASSROOM-EXPECT THE UNEXPECTED 

 

Give these situations careful thought - these are school realities. There is no blanket solution for 

unexpected situations.  Always keep the students safe, calm and reassured.  Any time, don't 

hesitate to ask for assistance from nearby staff members. 

  

A student becomes sick in class   Depending on the age of the student and the nature of the 

illness, any of the following may apply: 

1. Give the student a trash can. 

2. Take the student to the nurse or write the student a nurse pass and send them to the clinic 

with another student. 

3. If there should be a serious injury or seizure - page the office and have the nurse come to 

the classroom or if you are on the playground, send a reliable student to get the nurse. 

 

The fire alarm rings and it's a standard fire drill: 

4. Have the class exit as directed by the office. Learn and follow the school evacuation 

policy. 

5. Once in the designated waiting area, take attendance to make sure there are no 

students missing. 

6. Make sure the class waits quietly for further instructions. 

 

Students begin fighting   Depending on age, size and number of students, any of the 

following may apply: 

1. If possible, break the brawling students apart. 

2. If the students are too big, the fight too severe, there are weapons, or there are too many 

students involved, call for back-up.  Page the office or send a student to get another 

teacher. 

3. After the fight be a good listener. Be unbiased and listen to BOTH sides. Document the 

incident. 

4. Learn the school's policy on referrals and write up disciplinary referrals, if needed. 

5. Resume the lesson, try to restore order as quickly as possible. 

 

      No lesson plans are left.  The regular teacher will usually leave lesson plans for the  

      substitute teacher however, there are occasions when the teacher does not have time 

      to leave detailed plans. When this happens, these are a few guidelines to follow: 

1. Some schools or certain teachers at the school have a "just in case" type folder either in 

the office or in their room - try to work from this.  Ask for advice from your neighboring 

teachers. 

2. Try to find out where the teacher left off in key areas, this can be done by asking a 

reliable student, checking with another teacher in the same grade level or subject matter, 

or finding planners or grade books on the teacher's desk. 

3. Compile and use your own "survival plan".   Include constructive reading, writing or 

drawing activities. 

 

 

 



SEXUAL HARASSMENT 

 

It is the official policy of this school district that students and employees should be treated 

honorably and with respect at all times.  Students and employees should conduct themselves in a 

manner that encourages and promotes positive, wholesome relationships with others.  Sexual 

harassment is contrary to basic standards of conduct between individuals and is prohibited by the 

Equal Employment Opportunity Commission (EEOC), state regulations and District policy.  

Please see copies of DHC (Legal) and DHC (Local) at back of handbook clarification if needed. 

 

  

CHILD ABUSE – MANDATORY REPORTING  

 

All school personnel (certified employees, administrators, classified employees, nurses, 

counselors and psychologists) have a legal obligation to report a child’s non-accidental injury, 

abuse or neglect.   Child abuse may take on many forms, including physical (injury that was not 

accidental in nature), neglect (basic needs such as food, clothing, medical attention or shelter are 

not provided), or sexual (physical contact, exploitation, prostitution, etc.). 

 

Individuals making a report are protected from liability if the report ultimately turns out to be 

unfounded.  The law does not require the school employee to conduct an investigation before 

making a report.  It is the responsibility of CPS and the Police to investigate the allegations.  A 

verbal report must be made to Child Protective Services or the Police Department immediately 

when abuse is suspected. 

 

 

District employees who have witnessed or suspect child abuse shall: 

1. Contact their principal or director to notify him/her that a report has been made.  

2. The principal or director will then contact the Superintendent’s Office. 

3. The principal or director will then Contact the appropriate authorities. 

 

A Few Last Words… 

 

1. Try to have the names of one or two trustworthy students who will tell you the truth 

to help out in the class.  

2. Never let a class leave early for lunch or the next class unless the permanent teacher 

or the teacher next door says it is okay.  Some schools have very strict rules about the 

number of students in the cafeteria or the halls at a time.   

3. Confidentiality is a legal responsibility.  Do not discuss the teacher’s class with 

others, especially out of school.  You are a professional and shouldn’t discuss 

individual students or problems.  If necessary, talk to the principal.  

4. Follow the direction of the classroom teacher when it comes to grading papers.  If you 

are comfortable with the materials, you may want to correct the students’ work for the 

day.  Be sure to leave the papers neatly organized for the teacher.  

5. Do not get into a power struggle with students who question your plans or authority.  

Instead say, “I know this may not be the way Mr. Jones does it, but this is how we 



will do it today.”  Don’t let students manipulate you by protesting.  Tell them “I know 

it is hard to have a substitute, but today we are reading aloud instead of silently”.  

6. Report any weapons or potential weapons and/or threats to the office.  

7. The students in your class will be whatever you want them to be.  Treat them with 

respect. If you call them kids, they will behave like kids.  If you call them students, 

they will behave like students.  

8. Always have something to do.  Have an assignment.  Do not give the student’s free 

reign.  

9. Treat students, parents, secretaries, para-professional staff, teachers and     

administrators in a friendly, courteous and respectful manner.  

10. Accept help when it is offered.  

11. Maintain a sense of humor.  Stay organized, be flexible and document everything.  
12. Each teacher will indicate in their sub folder whether papers are to be graded.  

13. Students have the same responsibilities toward a substitute that they have for the regular 

teacher.  Teachers are to inform students what is expected of them when there is a 

substitute.  

14. Send the students to the library or special classes only if the teacher has indicated this on 

the lesson plans for the day.  

  



ACKNOWLEDGEMENT OF RECEIPT OF HANDBOOK 

 
(Employees are required to sign this statement annually acknowledging the receipt of the 

handbook and the other provisions stated below. These acknowledgements will be kept in the 

Department of Human Resources.) 

 

 I, _______________________________, do hereby acknowledge receipt of the substitute 

          (Print Name) 

 teacher handbook for the 2018-2019 school year.  I have read, and I understand the contents. 

 

Further, I understand: 

• This handbook is not an employee contract.   

 

Further, this handbook is not to be considered as: 

• Either an express or implied contract between the school district and the employee. 

• As a condition of employment, I agree to follow the rules and regulation, including  

   handbooks. 

• This hand book may be changed or modified and items added or deleted at any time as 

   needed. 

 

 

 
 ________________________________  ____________________ 

               Signature of Employee                                             Date 

 

 

 

 

 

 

Email address:____________________________ 

 

 

 

 

 

 

 

 

 

 

 



SUBSTITUTE FEEDBACK TO THE TEACHER 

 

 

Teacher's Name______________________________        Date__________ 

 

Substitute's Name ___________________     Campus_______ 

 
Please fill out at the end of the day. Attach a separate sheet of paper if necessary. 

1. Were there lesson plans?     Yes _____ No _____ 

2. Did you follow the lesson plans:    Yes _____ No _____ 

 

 If no, why not?_________________________________________________________ 

 

______________________________________________________________________ 

 

3. Student behavior:______________________________________________________ 

 

______________________________________________________________________ 

 

4. List of absent students:  

______________________________, _____________________________ 

______________________________, _____________________________ 

______________________________, _____________________________ 

 

5. The work completed by the students may be found:___________________________ 

 

Optional information to the teacher 

 

6. The thing I liked best in the classroom was:_________________________________ 

 

______________________________________________________________________ 

 

7. My job would have been easier if:_________________________________________ 

 

______________________________________________________________________ 

 

8. Comments: 

______________________________________________________________________  

 

 

______________________________  ___________________   

             Substitute's Signature         Date 

 


