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Shallowater Independent School District – Substitute Teacher Handbook 
 
As a substitute teacher for the Shallowater Independent School District, we consider you to be 
an important and integral part of our educational team.  You are joining an outstanding 
professional and support staff for the purposes of nurturing the intellectual, physical, and 
emotional development of our young people. 
 
We appreciate your willingness to provide service to our students and teachers in your role as 
a substitute.  We also acknowledge the challenging nature of this task. 
 
This policy has been developed to provide you with important information and guidelines that 
will enable you to make your substitute teaching a rewarding and successful experience. 
 
Our goal is to work together to provide Shallowater I.S.D. students with the best possible 
education.  We wish you a successful, productive and rewarding school year. 
 
To qualify as a substitute teacher for Shallowater I.S.D., an applicant must: 
 

> Be 18 years of age or older 
> Have a high school diploma or GED. 
 
 
 

RESPONSIBILITIES 
 

1. Familiarize yourself with all school sites at which you may substitute teach. 
 

2. Dress professionally, setting a good example for the students. 
 

3. Report promptly to the main office when you arrive at the school.  Familiarize yourself 
with routine procedures such as class schedules, lunch times, referring students to the 
office, etc. 

 
4. Familiarize yourself with fire and emergency weather drill procedures.  Account for all 

students during these drills. 
 

5. Assume all the responsibilities of the regular classroom teacher including his/her 
special duties.  A substitute teacher is not employed simply to maintain order.  The 
substitute teacher is expected to remain at the school site for the entire length of the 
teacher day. 

 
6. Maintain confidentiality with all student records and information. 

 
7. Maintain the same professional and ethical standards as the classroom teacher when 

dealing with students, parents, and school staff. 
 

8. Review and follow the lesson plans furnished by the regular teacher, to include, but 
not limited to, the following: 

 



a. Secure materials and equipment necessary to complete the lesson plans. 
b. Start class promptly after the bell. 
c. Contact the principal or designee if lesson plans are not available. 

 
9. Keep all students in your classroom under supervision at all times.  NEVER leave a 

class unattended. 
 

10. Observe the principles of good classroom control and management.  If a problem 
occurs that you are unable to manage, contact the principal or designee immediately 
for assistance.  DO NOT create situations that encourage students to challenge your 
authority. 

 
11. Leave the classroom in “proper” order.  You are legally responsible for the pupils, 

equipment, and materials. 
 

12. Prepare a written account summarizing classroom activities, assignments and any 
comments for the regular teacher (NOTE:  if necessary or teacher request). 

 
13. Accurately report class and homeroom attendance according to the procedures at the 

assigned school. 
 

14. Notify the school administration immediately should an accident, illness or discipline 
problem occur. 

 
15. If in doubt about anything – ASK! 

 
 
 
 
WORKING WITH OTHER SCHOOL STAFF 
 
Substitute teachers interact with a variety of school personnel.  The ability to communicate 
positively and effectively with school personnel affects the quality of instruction students 
receive.  Many exceptional student education classes and primary grade classes utilize the 
services of paraprofessionals.  Most paraprofessionals demonstrate knowledge and skill 
regarding student instruction in their assigned areas.  They know the daily routines, schedules, 
classroom rules, and most importantly, the students.  They are often the best source of 
information and assistance when substituting in these classes.  Some paraprofessionals prefer 
to take the teacher’s role and ask that the substitute teacher assist them in the management of 
the class.  Other paraprofessionals prefer to continue their usual role in assisting the substitute 
teacher.  To avoid misunderstandings in this unique situation, it is recommended that you 
discuss teaching responsibilities with the paraprofessional prior to the beginning of class. 
 
 
 
 
 
 



GUIDELINES FOR IMPLEMENTING LESSONS 
 

1. Implement the teacher’s plans as fully and completely as possible.  No substitute 
teacher can be expected to implement any lesson exactly as the regular teacher, but the 
closer the substitute can approximate the teacher’s procedures the better it is for the 
students, the regular teacher and the substitute. 

 
2. If you feel the need to modify the lesson, contact the principal or his designee to 

implement an alternative lesson.  Many substitutes prepare alternative lessons in 
anticipation of this situation.  Examples include math practice activities, reading 
materials of high interest/low vocabulary, topics for creative writing activities, 
crossword puzzles, road map activities, and educational games. 

 
 
 
CLASSROOM MANAGEMENT AND DISCIPLINE 
 
An effective substitute teacher strives to create a climate in which success is expected, 
academics are emphasized and the environment is orderly.  As a substitute teacher, it is 
essential to understand and practice good classroom discipline and management.  This is 
necessary before any classroom learning can occur.  Good classroom control can be the best 
prevention of major classroom difficulties.  Often a class will “test” a substitute teacher. 
 
Students may try to gain status by upsetting class routines.  Your response to these situations 
is crucial.  Teacher self-control is a must!  You must begin by establishing order during the 
first minute of the first period of the day.  Your responses must be calm, firm yet fair, and 
tempered with good humor.  You can prevent many problems with a combination of planning, 
awareness and sensitivity.  To assist you in maintaining discipline, the following guidelines 
are recommended.  Study and implement them appropriately in your specific substitute-
teaching situation. 
 

1. Before entering the classroom, ask the school administrator for information on the 
“schools discipline plan” and other information on any special discipline policies or 
procedures followed at this school. 

2. Always insist that students address all teachers and adults by their titles:  Mr., Mrs., 
Miss, and Ms. 

3. Remember that you are an adult leader and therefore not a “pal” to these students. 
4. Set clear limits/standards/rules for the students and then be CONSISTENT in 

enforcing them. 
5. Use peer social pressure to encourage good behavior.  Do not punish the group for the 

misbehavior of one. 
6. Expect students to behave well and PRAISE STUDENTS for their good behavior. 
7. As you speak, CIRCULATE in the classroom to monitor activity and to target possible 

trouble spots. 
8. Use your voice, eyes, and other nonverbal communication. 
9. GO TO THE STUDENTS when they request help.  This avoids confusion and 

unnecessary commotion. 
10. Pause and wait, if necessary, for attention and silence before speaking. 



11. Avoid SARCASM, which is destructive; SHOUTING, which can indicate a loss of 
control; and any kind of CORPORAL punishment – NEVER TOUCH A STUDENT 
IN A HOSTILE OR AGGRESSIVE MANNER! 

12. Don’t make promises or threats that you may not be able to keep! 
13. Be prepared.  Keep activities moving and students working.  Always have some 

additional activities planned. 
14. Use a positive approach. 
15. If you are having problems in maintaining classroom discipline, consult one of the 

school’s administrators. 
 
 

 
CLASSROOM SURVIVAL TIPS 
 
       I.         Arrive in class 15 minutes before the students 

 a.    Check lesson plans.  If lesson plans appear to be incomplete or you do not                        
understand them, contact the principal or designee. 

      b     Gather materials for the lesson(s) 
 

II. Write on the board 
a. Your name (Mr., Mrs., Miss, Ms.) 
b. Date 
c. Student assignments 

 
III. Welcome students to class 

a. Greet students with a smile 
b. Always stand if possible 

 
IV. Start class as soon as bell rings 

a. Introduce yourself with a smile 
b. Check attendance 
c. Explain class assignments:  1.) Implement the teacher’s lesson plan as fully and 

completely as possible.  2.) If you must modify a lesson, modify it as little as 
possible. 

d. Praise and encourage students 
e. Circulate around the classroom and smile whenever possible 
f. Watch for raised hands, go to the student(s) instead of having them come to 

you 
g. Collect assignments with a smile 
h. Dismiss quietly 
i. Straighten the room 
 

V. Write the teacher a note explaining the day’s events 
a. Identify helpful students 
b. Identify both completed and not completed assignments/lesson plans 
c.  Identify student(s) who became ill or hurt 

 
 
 



DAILY CHECKLIST 
 

1. Sign in at the main office. 
2. Get directions to your classroom and a school map if available.  

Check for special “school polices” for handling disruptive or ill 
students. 

3. Locate the class rolls or grade-book. 
4. Locate the lesson plans. 
5. Get information from school staff about the bell schedule and any 

special activities for the day. 
6. Get special information about your assignment, such as schedules for 

exceptional students. 
7. Get daily or weekly schedule as needed. 
8. Locate instructional and student materials. 
9. Write your name on the chalkboard. 
10. Check attendance and make a head count to ensure accuracy.  Many 

substitutes find that checking and/or using a seating chart is especially 
helpful. 

11. Encourage the students to leave the room in an orderly condition at 
the end of the day. 

12. Return all materials to the proper location. 
13. At the end of the scheduled workday, return materials, and check out 

through the main office. 
 
 
 
 
SALARY SCHEDULE FOR SUBSTITUTE TEACHERS 
 
Regular Substitution:  The rate for substitution is $60 per day for non-degreed and $65 per 
day for degreed substitute teacher.  An official transcript or teaching certificate must be on file 
at the central office in order for the substitute to receive degreed pay ($65). 
 
Long-Term Leave Substitution:   Degreed or non-degreed substitute teachers will receive 
regular (non-degreed or degreed) sub pay for the first ten days and long-term sub pay of $150 
per day beginning on the 11th day [following 10 consecutive days] and continuing until the 
end of the leave period.  Long-term leave substitution is defined as: 
 
Long-term substitutes are substitutes that are taking the place of a classroom teacher for an 
extended period of time.  A teacher must arrange with the campus principal through 
appropriate paperwork and documentation for extended leave.  Long-term subs must be 
arranged and approved by campus principals. 
 
 
 
 
 



 
 

 
 
        State Board for Educator Certification requirements regarding assignment of certified 

employees apply to substitute teachers.  If the District must employ a substitute teacher 
who is not certified, a list of the substitute teachers shall be retained in the District files.  
19 TAC 231.1(e) 

 

If the District assigns an inappropriately certified or uncertified teacher [as defined in      
DBA(LEGAL)] to the same classroom for more than 30 consecutive instructional       
days during the same school year, it shall provide written notice of the assignment to 
the parents or guardians of students in that classroom.  

The Superintendent shall provide the notice not later than the 30th instructional day 
after the date of the assignment of the inappropriately certified or uncertified teacher.  
The District shall make a good-faith effort to ensure that the notice is provided in a 
bilingual form to any parent or guardian whose primary language is not English.  The 
District shall retain a copy of the notice and make information relating to teacher 
certification available to the public on request.  [See also DBA(LEGAL)] 

Education Code 21.057 

 

The District shall obtain all criminal history record information that relates to a substitute 
teacher for the District or shared services arrangement through the Department of Public 
Safety’s criminal history clearinghouse.  [See DBAA] Education Code 22.0836 
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