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Welcome to Whitehouse ISD! 
 
 
Dear Substitute: 
 
Welcome to Whitehouse Independent School District where all teachers, students, parents and the 
community are dedicated to preparing all students to live successfully in today’s society. As a 
Whitehouse ISD substitute, you become an important part of our educational team. 
 
We are glad you are interested in being a substitute with Whitehouse ISD. We hope your time with us 
will be enjoyable as you work with our students. In order to assist you in your job as a substitute, we 
have created this handbook to address a wide variety of subjects. You are responsible for the material 
found within the handbook. 
 
When you are called to substitute, the district depends on you to give your best to each student 
entrusted to your supervision. The instructional programs will be implemented in accordance with the 
plans left by the teacher. Thank you for taking on this important task relating to the education of WISD 
students. 
 
Should you have any questions or concerns, please e-mail me at brownm@whitehouseisd.org. I will 
be happy to help you now and at any time throughout the school year. 
 
Sincerely, 
 
 
Monét S. Brown 
Director of Personnel 
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District Information and General Procedures 
 
 
Description of the District 
Whitehouse Independent School District is located six miles south of Tyler in a beautiful piney woods area west of Lake Tyler in 
East Texas. Whitehouse ISD educates students from early childhood through twelfth grade on eight separate campuses. There 
are over 4,800 students being educated in the Whitehouse district each day. Whitehouse ISD has a tradition of excellence in 
academic achievement. The district employs approximately 675 staff members. In this district there are 336 certified teachers 
educating our students. 
 
 
Mission Statement, Goals and Objectives 
 
District Vision Statement: 
Above all, students first! 
 
District Mission Statement:  
The mission of Whitehouse ISD, the standard of excellence, is to inspire and equip students through innovative and challenging 
opportunities. 
 
 
School Calendar 
The school calendar is distributed and published each year on the district Web site at www.whitehouseisd.org, click on “About 
Us.” It is also available on page 3 of this handbook. 
 
 
Bad Weather Closing 
The district may close schools because of bad weather or emergency conditions. When such conditions exist, the Superintendent 
will make the official decision concerning the closing of the district’s facilities. When it becomes necessary to open late, to 
release students early, or to cancel school, district officials will activate the Alert Now system and will notify the following radio 
and television stations: 
 
 KTBB AM 600, www.ktbb.com 
 KOOI Sunny 106.5, www.kooi.com 
 KNUE 101.5 FM, www.knue.com 

 KLTV 7, www.kltv.com 
 KETK 56, www.ketknbc.com 
 CBS 19, www.cbs19.tv

 
Substitutes who are assigned job assignments on school days that have been canceled due to inclement weather will not be 
paid.  Substitutes on long-term assignments will continue their daily count but will not be paid. 
 
 
Name and Address Changes 
It is important that employment records be kept up to date. Substitutes must notify the Human Resources office if there are 
any changes or corrections to their name, home address or contact telephone number. Notification must be made in writing by 
e-mail or by completing an address change form.  Forms to process a change in personal information can be obtained from 
the Human Resources office. 
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Visitors in the Workplace 
All visitors are expected to enter any district facility through the main entrance and sign in or report to the building’s main 
office. Authorized visitors will receive directions or be escorted to their destination. Employees who observe an unauthorized 
individual on the district premises should immediately direct him or her to the building office or contact the administrator in 
charge.  Authorized visitors will be issued a sticker visitor’s badge which should be visible at all times. 
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District Calendar 
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District Map 
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Campus Directory 
 

Campus Administrators 
Whitehouse ISD Administration 
104 Hwy 110 N 903-839-5500 
Whitehouse, TX  75791 FAX 903-839-5515 

Christopher Moran, EdD, Superintendent 
Duane Barber, Assistant Superintendent 
Trampas Bass, Assistant Superintendent 
Clint Ray, Chief Financial Officer 
Kelley Vannatta, Chief Human Resource Officer 
Tony Black, Executive Director of Technology 
Betty Lough, Executive Director of Curriculum & Instruction 
 

Brown Elementary School Grades PK-5 
14600 CR 2191 903-839-5610 
Tyler, TX  75703 FAX 903-839-5607 
 

Lisa Schwartz, Principal 
Stacey Noble, Assistant Principal 

Cain Elementary School Grades PK-5 
801 Highway 110 South 903-839-5600 
Whitehouse, TX  75791 FAX 903-839-5604 
 

Laurie Blain, Principal 
Ashley Rowe, Assistant Principal 

Higgins Elementary School Grades PK-5 
306 Bascom Road 903-839-5580 
Whitehouse, TX  75791 FAX 903-839-5584 
 

Forrest Kaiser, Principal 
Suzanne Rice, Assistant Principal 
 

Stanton-Smith Elementary School Grades PK-5 
500 Zavala Trail 903-839-5730 
Whitehouse, TX  75791 FAX 903-839-5744 
 

Sterling Haskell, Principal 
Greg Dean, Assistant Principal 

Holloway Sixth Grade School Grade 6 
701 East Main Street 903-839-5656 
Whitehouse, TX  75791 FAX 903-839-1568 
 

Stacy Pineda, Principal 
Sharyn Womble, Assistant Principal 

Whitehouse Junior High School Grades 7-8 
108 Wildcat Drive 903-839-5590 
Whitehouse, TX  75791 FAX 903-839-5518 
 

William Ripley, Principal 
Debbie Black, Assistant Principal 
Matthew Pratt, Assistant Principal 

Whitehouse High School Grades 9-12 
901 East Main Street 903-839-5551 
Whitehouse, TX  75791 FAX 903-839-5590 
 

Josh Garred, Principal 
Julie Fowler, Dean of Instruction 
Curtis Martine, Assistant Principal 
Randall Speights, Assistant Principal 
Travis Splinter, Assistant Principal 
 

AIM Center Alternative Education Placement 
110 Wildcat Drive 903-839-5556 
Whitehouse, TX  75791 FAX 903-839-5384 
 

Gary Jacobs, Director 



6  Substitute Handbook 2019-2020 

Substitute General Information 
 
 
Equal Employment Opportunity 
The Whitehouse Independent School District does not discriminate against any substitute or applicant for substitute employment 
because of race, color, religion, gender, 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. 
 
Substitutes with questions or concerns about discrimination based on sex, including sexual harassment should contact Dr. 
Trampas Bass, the district’s Title IX Coordinator. Employees with questions or concerns about discrimination on the basis of a 
disability should contact Jaculyn Zigtema, the district’s ADA / Section 504 Coordinator. Questions or concerns relating to 
discrimination for any other reason should be directed to the Superintendent. 
 
 
Employment 
Employment of a substitute occurs according to the needs of Whitehouse ISD. Individuals desiring employment as a substitute 
in Whitehouse ISD are required to complete an online substitute application. Substitute applicants selected for possible 
employment will be notified by mail of their substitute preliminary information session date. Additional forms will be completed 
at the orientation, and further district processing of the application is required before employment. 
 
Substitutes may not be eligible for unemployment compensation benefits drawn on school district wages during any scheduled 
school breaks including, but not limited to, the summer, Christmas, and spring breaks in accordance with the Letter of 
Reasonable Assurance, which will be signed prior to final employment as a substitute. 
 
Services rendered as a substitute may be creditable towards retirement provided such service is for at least 90 full-time days 
in a school year. Eligible individuals are responsible for contacting the Teacher Retirement System (TRS) of Texas at 
800-223-8778 for further information. TRS information is also available on the Web (www.trs.state.tx.us). 
 
 
Retired Employees 
An employee retired from a Texas school district and currently drawing pay from TRS may substitute as many days as desired 
following one complete calendar month of non-work. Substitute pay for retired Texas school district employees will follow the 
same guidelines as non-retired substitutes in accordance with the district policy. For TRS purposes, a substitute is a person 
who serves on a temporary basis in the position of a current employee.  If the position is vacant, the retiree is not a substitute 
by TRS definition and therefore cannot substitute in that position for more than 20 days annually.  Individuals are responsible 
for contacting TRS to identify any ramifications such as loss of benefits that may occur due to employment as a substitute. 
 
 
Fingerprinting 
By state law, all substitutes are required to be fingerprinted prior to beginning employment.  The Human Resources office will 
provide instructions and/or a fingerprinting pass for those substitute applicants who need to complete the fingerprinting.  The 
substitute will be responsible for the cost of the fingerprinting fee(s), which varies according to TEA and certification levels. 
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Substitute Duties and Responsibilities 
 
 
General Responsibilities 
The substitute teacher is expected to be attentive and on duty during the entire day, as defined for each campus and/or 
position and to perform the duties of the regular teacher. The substitute will preserve the regular routine and follow the 
lesson plans left by the regular teacher, unless otherwise instructed by the teacher or the campus administrator.  Substitutes 
should never leave students unattended. 
 
Due to the needs of a campus, a substitute may be asked to work a different assignment than the one that he or she was 
originally assigned.  A substitute serving as a long-term substitute assumes the role and responsibilities of the regular 
teacher.  These duties may include, but are not limited to, planning lessons, attending team meetings, entering grades, 
conducting parent conferences, etc. 
 
Use of personal items, such as a book, newspaper, cell phone or other personal electronic devices while supervising students 
is prohibited.  Students need constant supervision.  Cell phones and personal electronic devices must be silenced during the 
day. 
 
Substitutes should arrive at their assigned campus prior to the school day starting, regardless of the assignment of the first 
period (i.e., physical education or athletics class or conference period). 
 
 
Professional Ethics 
As previously stated, all individuals serving as substitutes for Whitehouse ISD shall comply with all district policies, including 
but not limited to the standards of conduct.  The substitute must maintain the confidentiality of all student records and 
information in accordance with FERPA (Family Educational Rights and Privacy Act). 
 
Substitutes should express any concerns through appropriate channels, such as a campus administrator. A substitute should 
not criticize a teacher or a student in the presence of other teachers, assistants, volunteers or students. 
 
Substitutes must maintain professionalism in dealing with students.  It is not appropriate for a substitute to provide students 
with their personal information or receive personal information from students.  This may result in removal from the substitute 
system.  This includes, but is not limited to, e-mail, web site, texting, phone number, address, as well as personal materials 
such as photos and videos. 
 
 
Substitute Procedures 
 
 Arrive on time in order to be organized and prepared for class. 

 
 Sign in with the campus secretary and receive a substitute badge.  Wear the badge at all times while on campus.  

Return the badge to the receptionist at the end of the day and sign out with the campus secretary. 
 
 Meet other teachers whenever possible, as they can provide assistance during the day. 

 
 Review lesson plans and the daily schedule of activities.  The lesson plans should be attached to the AESOP job 

confirmation or on the teacher’s desk.  If lesson plans are not available, notify the campus office or another teacher. 
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 Greet students as they enter the room.  Introduce yourself and explain that the teacher is absent. 

 
 Check the attendance and handle other routine matters. 

 
 Begin lesson plans as quickly as possible and keep students engaged for the entire class period. 

 
 Leave collected papers on the teacher’s desk.  If any papers are missing, attach a note and include an explanation. 

 
 Leave a note for the teacher indicating if any of the planned lessons were not completed.  Also make note of 

anything unusual that may have happened that day. 
 
 Leave the classroom in the same condition as found at the beginning of the day. 

 
 
Student Illness or Accident 
If a student becomes ill while at school or has an accident, the student should be sent to the nurse’s office.  In the case of a 
serious illness, accident or injury, the student should not be moved.  Send for the school nurse or administrator immediately.  
Under no circumstances should a substitute administer medicine to a student. 
 
If the substitute is involved in an accident on campus, report it to the campus administrator or nurse immediately. 
 
 
Fire and Emergency Drills 
Substitutes should be familiar with emergency drill procedures as outlined below.  Emergency evacuation maps are posted in 
hallways and in each classroom. 
 

Fire. 
 Take the class roll book/sheet. 
 Students and staff should not take personal belongings. 
 A predesignated person should check adjacent restrooms, vacant classrooms and /or storage areas. 
 Check the class rolls and report to the Principal. 
 If applicable, keep a list of hospitalized persons and the places to which students or staff are being evacuated. 

 
Tornado. 
 Immediately move everyone to predesignated area according to campus map.  
 Assume disaster drill position (sitting, knees up, head down and hands locked covering the head).   
 Take class roll and release forms and report any missing students. 
 If outside and unable to reach shelter, escort students to a ditch or hollow and have them lie face down, hands over 

heads. 
 

Shelter in Place. 
 DO NOT PANIC! 
 Close and lock classroom doors (students in hallway immediately step into nearest classroom/office). 
 Students and staff assume position of sitting against wall, out of view of door(s) glass. 
 Turn off lights. 
 Talk to the students: 

 Tell them you need their cooperation. 
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 Inform them that there are staff in your area who have direct communication with the office and when possible 
will contact you with instructions. 

 Inform them that the best thing you can do is stay together and help out each other. 
 
 
Classroom Instruction 
The substitute teacher is responsible for students, equipment and materials assigned to his or her care.  Every effort should 
be made to carry on the regular work of the classroom teacher and complete the lessons as planned. 
 
The substitute will not have access to students or associate with students except during class time and only within the 
professional instructional environment.  Being alone with students, eating lunch with students, or providing students with a 
pass to return to the class are examples of inappropriate situations that may result in removal from the district’s substitute 
list. 
 
 
Classroom Management 
The substitute should be appropriate at all times when communicating with students.  Remember to show respect and speak 
kindly and politely when addressing students. 
 
The substitute must never administer corporal punishment to any child.  The use of corporal punishment in any form is cause 
for dismissal of a substitute and removal from the district’s substitute list. 
 
The substitute is expected to maintain a level of discipline in the classroom, which is conducive to good learning.  The 
substitute must follow the classroom, campus and district disciplinary policies.  The substitute should never leave the 
classroom unattended.  If a student needs to be removed from a classroom, the substitute should call for assistance from the 
campus administrator. 
 
 
Conference / Planning Period 
The substitute will usually follow the daily schedule of a teacher, which include a conference or planning period.  The 
substitute may be asked to cover or 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 capacity 
during the conference or planning period. 
 
 
Reactivation to Substitute List 
At the end of each school year, all substitutes will be deactivated in the AESOP system.  Substitutes who are being offered 
continuation of employment for the next school year will receive a Letter of Reasonable Assurance by mail in late May or early 
June.  If the substitute returns the letter to the Human Resources office by the specified date, and the substitute is in good 
standing with the district, the substitute will be reactivated in AESOP at the beginning of the next school year to continue 
substituting with Whitehouse ISD. 
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Compensation and Benefits 
 
 
Payroll Procedures 
Payroll information is submitted to the payroll department each month. Payroll for all substitutes is turned in on the last 
working day of the month. Paychecks are mailed to your home address on the 20th of each month, or you may pick up your 
paycheck at the Administration Office before 3:30pm on the check date. 
 
A substitute’s paycheck will reflect assignments completed for the previous month.  The current year’s pay date calendar is 
provide below and is also available on the district’s website. 
 

  Dates Covered 
Month Check Date Beginning Date Ending Date 
September 2019 9/20/2019 7/28/2019 8/31/2019 
October 2019 10/18/2019 9/1/2019 9/28/2019 
November 2019 11/20/2019 9/29/2019 10/26/2019 
December 2019 12/20/2019 10/27/2019 11/30/2019 
January 2020 1/17/2020 12/1/2019 12/28/2019 
February 2020 2/20/2020 12/29/2019 1/25/2020 
March 2020 3/20/2020 1/26/2020 2/29/2020 
April 2020 4/20/2020 3/1/2020 3/28/2020 
May 2020 5/20/2020 3/29/2020 4/25/2020 
June 2020 6/18/2020 4/26/2020 5/30/2020 
July 2020 7/20/2020 5/31/2020 6/27/2020 
August 2020 8/20/2020 6/28/2020 7/25/2020 

 
 
In order for the payroll department to pay you correctly each month, you will need to both scan in with your ID badge and 
sign in at the campus office upon arrival. At the end of your assignment, you will scan out for the day and sign the substitute 
pay authorization form in the campus office. At that time, the office personnel will either release you or ask you to return the 
next morning. 
 
 
Pay Rates 
 
Substitute Teachers 
Daily Substitute, Non-Certified $85 / day 
Daily Substitute, Certified $95 / day 
 
Substitute Paraprofessionals 
Daily Substitute, Paraprofessional $70 / day 
 
Substitute Nurses 
Non-RN and LVN Substituting for either LVN or RN $85 / day 
RN Substituting for either LVN or RN $95 / day 
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Long-term Substitutes 
A substitute whose continuous employment as a substitute for an individual or a vacant position exceeds 10 consecutive days 
shall be paid an additional daily amount. In an emergency situation, principals may request an exception through the 
Personnel Department. 
 
10+ Days Non-Certified Substitute for a teaching position $100 / day 
10+ Days Certified Substitute for a teaching position $130 / day 
10+ Days Substitute for a paraprofessional position $85 / day 
10+ Days LVN Substitute for either LVN or RN $100 / day 
10+ Days RN Substitute for either LVN or RN $130 / day 
 
If any substitute assignment is for more than one-half (½) day, but less than a full day, the substitute shall be assigned 
additional duties and shall remain on campus to assist until the full day is complete. 
 
 
Automatic Payroll Deposit 
Substitutes can have their paychecks electronically deposited into a designated account. A notification period of one month is 
necessary to activate this service. Contact the Payroll department for more information about the automatic payroll deposit 
service. 
 
 
Creditable Years of Service 
Certified teachers who substitute at least 90 full-time days are qualified for one year of creditable service for salary increment 
purposes.  Whitehouse ISD will provide service records for all certified teachers.  To obtain a copy of your service record, 
complete the request form on the Human Resources page of the district’s website. 
 
 
Substitute Health Insurance 
Group health insurance coverage is provided through TRS-ActiveCare, the statewide public school employee health insurance 
program.  A district substitute is eligible to enroll in TRS-ActiveCare if the district reasonably expects the substitute to work at 
least 10 hours per week.  Although the district reasonably expects substitutes to work at least 10 hours per week, the district 
does not guarantee that you will receive 10 hours of work each week. 
 
New substitutes must enroll in or decline medical coverage within 31 days from the date of hire.  If declining coverage, a 
substitute cannot enroll again until the next plan year unless he or she experiences a special enrollment event.  If medical 
coverage is elected, the substitute is responsible for the full premium.  The cost is outlined in the enrollment guide provided at 
the district’s substitute preliminary information session. 
 
 
Workers’ Compensation Insurance 
The district, in accordance with state law, provides workers’ compensation benefits to substitutes who suffer a work-related 
illness or are injured on the job. The district has workers’ compensation coverage from Claims Administrative Services, effective 
August 2003.  All work-related accidents or injuries should be reported immediately to the campus administrator. 
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Deferred Compensation Accounts 
Whitehouse ISD is the sponsor of a 403(b) program established and maintained under regulations issued by the Internal 
Revenue Service. All employees are eligible to participate in the plan and are permitted to defer a portion of their wages into 
an investment account approved for the plan. To participate in the plan, employees must enroll in the plan through PenServ 
Plan Services, Inc., the plan record-keeper. PenServ Plan Services, Inc. can be contacted at 800-849-4001 or by e-mail at 
403badministration@penserv.com. 
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Conduct and Professionalism 
 
 
Standards of Conduct 
All individuals serving as a substitute are expected to work together in a cooperative spirit to serve the best interests of the 
district and to be courteous to students, one another, and the public. Employees are expected to observe the following 
standards of conduct as outlined in district policy: 
 
 Recognize and respect the rights of students, parents, other employees, and members of the community. 

 
 Maintain confidentiality in all matters relating to students and co-workers. 

 
 Report to work according to the daily assigned schedule. 

 
 Notify the assistant principal in advance or as early as possible in the event that they must cancel a substitute 

assignment. The cancellation should also be entered into the AESOP system. Chronic failure to make notifications may 
be cause for disciplinary action. 

 
 Know and comply with district policies and procedures. Whitehouse ISD policies may be accessed online at 

http://pol.tasb.org/Home/Index/1082. 
 
 Express concerns, complaints, or criticism through appropriate channels. 

 
 Observe all safety rules and regulations and report injuries or unsafe conditions to a supervisor immediately. 

 
 Use district time, funds, and property for authorized district business and activities only. 

 
 
The Educators’ Code of Ethics, adopted by the State Board for Educator Certification, to which all district employees must 
adhere, is reprinted below: 
 
 

Texas Educators’ Code of Ethics 
 
Purpose and Scope 
The Texas educator shall comply with standard practices and ethical conduct toward students, professional 
colleagues, school officials, parents, and members of the community and shall safeguard academic freedom. 
The Texas educator, in maintaining the dignity of the profession, shall respect and obey the law, demonstrate 
personal integrity, and exemplify honesty. The Texas educator, in exemplifying ethical relations with 
colleagues, shall extend just and equitable treatment to all members of the profession. The Texas educator, 
in accepting a position of public trust, shall measure success by the progress of each student toward 
realization of his or her potential as an effective citizen. The Texas educator, in fulfilling responsibilities in the 
community, shall cooperate with parents and others to improve the public schools of the community. (19 TAC 
247.1(b)) 
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 1. Professional Ethical Conduct, Practices, and Performance 
 
Standard 1.1 The educator shall not intentionally, knowingly, or recklessly engage in deceptive 
practices regarding official policies of the school district, educational institution, educator preparation 
program, the Texas Education Agency, or the State Board for Educator Certification (SBEC) and its 
certification process. 
Standard 1.2 The educator shall not intentionally, knowingly, or recklessly misappropriate, divert, 
or use monies, personnel, property, or equipment committed to his or her charge for personal gain or 
advantage. 
Standard 1.3 The educator shall not submit fraudulent requests for reimbursement, expenses, or 
pay. 
Standard 1.4 The educator shall not use institutional or professional privileges for personal or 
partisan advantage. 
Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that impair 
professional judgment or that are used to obtain special advantage. This standard shall not restrict the 
acceptance of gifts or tokens offered and accepted openly from students, parents of students, or other 
persons or organizations in recognition or appreciation of service. 
Standard 1.6 The educator shall not falsify records, or direct or coerce others to do so. 
Standard 1.7 The educator shall comply with state regulations, written local school board policies, 
and other applicable state and federal laws. 
Standard 1.8 The educator shall apply for, accept, offer, or assign a position or a responsibility 
on the basis of professional qualifications. 
Standard 1.9 The educator shall not make threats of violence against school district employees, 
school board members, students, or parents of students. 
Standard 1.10 The educator shall be of good moral character and be worthy to instruct or 
supervise the youth of this state. 
Standard 1.11 The educator shall not intentionally or knowingly misrepresent his or her 
employment history, criminal history and/or disciplinary record when applying for subsequent 
employment. 
Standard 1.12 The educator shall refrain from the illegal use, abuse, or distribution of controlled 
substances, prescription drugs and toxic inhalants. 
Standard 1.13 The educator shall not be under the influence of alcohol or consume alcoholic 
beverages on school property or during school activities when students are present. 

 
 
 2. Ethical Conduct toward Professional Colleagues 

 
Standard 2.1 The educator shall not reveal confidential health or personnel information 
concerning colleagues unless disclosure serves lawful professional purposes or is required by law. 
Standard 2.2 The educator shall not harm others by knowingly making false statements about a 
colleague or the school system. 
Standard 2.3 The educator shall adhere to written local school board policies and state and 
federal laws regarding the hiring, evaluation, and dismissal of personnel. 
Standard 2.4 The educator shall not interfere with a colleague’s exercise of political, professional, 
or citizenship rights and responsibilities. 
Standard 2.5 The educator shall not discriminate against or coerce a colleague on the basis of 
race, color, religion, national origin, age, gender, disability, family status, or sexual orientation. 
Standard 2.6 The educator shall not use coercive means or promise of special treatment in order 
to influence professional decisions or colleagues. 
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Standard 2.7 The educator shall not retaliate against any individual who has filed a complaint with 
the SBEC or who provides information for a disciplinary investigation or proceeding under this chapter. 
Standard 2.8 The educator shall not intentionally or knowingly subject a colleague to sexual 
harassment. 

 
 
 3. Ethical Conduct toward Students 
 

Standard 3.1 The educator shall not reveal confidential information concerning students unless 
disclosure serves lawful professional purposes or is required by law. 
Standard 3.2 The educator shall not intentionally, knowingly, or recklessly treat a student or 
minor in a manner that adversely affects or endangers the learning, physical health, mental health, or 
safety of the student or minor. 
Standard 3.3 The educator shall not intentionally, knowingly, or recklessly misrepresent facts 
regarding a student. 
Standard 3.4 The educator shall not exclude a student from participation in a program, deny 
benefits to a student, or grant an advantage to a student on the basis of race, color, gender, disability, 
national origin, religion, family status, or sexual orientation. 
Standard 3.5 The educator shall not intentionally, knowingly, or recklessly engage in physical 
mistreatment, neglect, or abuse of a student or minor. 
Standard 3.6 The educator shall not solicit or engage in sexual conduct or a romantic relationship 
with a student or minor. 
Standard 3.7 The educator shall not furnish alcohol or illegal/unauthorized drugs to any person 
under 21 years of age unless the educator is a parent or guardian of that child or knowingly allow any 
person under 21 years of age unless the educator is a parent or guardian of that child to consume 
alcohol or illegal/unauthorized drugs in the presence of the educator. 
Standard 3.8 The educator shall maintain appropriate professional educator-student 
relationships and boundaries based on a reasonably prudent educator standard. 
Standard 3.9 The educator shall refrain from inappropriate communication with a student or 
minor, including, but not limited to, electronic communication such as cell phone, text messaging, e-
mail, instant messaging, blogging, or other social network communication. Factors that may be 
considered in assessing whether the communication is inappropriate include, but are not limited to: 
 

(i) the nature, purpose, timing and amount of the communication; 

(ii) the subject matter of the communication; 

(iii) whether the communication was made openly or the educator attempted to conceal the 
communication; 

(iv) whether the communication could be reasonably interpreted as soliciting sexual contact or 
a romantic relationship; 

(v) whether the communication was sexually explicit; and 

(vi) whether the communication involved discussion(s) of the physical or sexual attractiveness 
or the sexual history, activities, preferences, or fantasies of either the educator or the 
student. 
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Dress Code 
All substitutes are required to dress in a manner that reflects a professional appearance while appropriate for the position of 
the substitute’s specific job assignment. Any questions should be referred to the campus administrator. 
 
All substitutes shall observe modesty, appropriateness and neatness in clothing and personal appearance. Substitutes are 
professionals and should dress and act accordingly. 
 
 
Prohibited Items on School Property 
Substitutes shall not use tobacco products or e-cigarettes on any school campus, in any school-owned vehicle, or at any school-
related activities.  Substitutes shall not be in possession of or use any illegal drug or alcoholic beverage on any school campus, 
in any school-owned vehicle, or at any school-related activities.  Firearms and other prohibited weapons are not allowed in any 
school building. 
 
 
Technology Resources 
Generally, substitutes do not have complete access to the district’s technology, with the possible exception of some long-term 
positions.  When using the district’s technology resources, substitutes are required to comply with the district’s Acceptable Use 
Policy which is available at the substitute preliminary information session. 
 
Any employee may not share or post, in any format, information, videos or pictures obtained while on duty or on district 
business unless he or she first obtains approval from the immediate supervisor. 
 
 
Use of Personal Cellular Phones 
Interrupting a class setting or work-related meeting for use of a cellular phone is not appropriate. To preserve the learning 
environment from interruption, cellular phones should be silenced while on the job and in the classroom.  In addition, cell 
phones should not be used during instructional periods unless it is deemed an emergency. To exhibit common courtesy and 
respect for others, all employees should refrain from using their cellular phones in a setting such as assemblies, concerts, 
student performances and other educational training environments. 
 
 
Prohibited Romantic Relationships 
Employees, including substitutes, may not communicate by text or personal social network with students.  In addition, 
employees and substitutes are prohibited from soliciting or engaging in any sexual conduct with a student. 
 
 
Reporting Suspected Child Abuse 
All employees are required by state law to report any suspected child abuse or neglect to a law enforcement agency, Child 
Protective Services, or appropriate state agency (e.g., state agency operating, licensing, certifying, or registering a facility) 
within 48 hours of the event that led to the suspicion. Abuse is defined by SBEC and includes the following acts or omissions: 
 

 Mental or emotional injury to a student or minor that results in an observable and material impairment in the student’s 
or minor’s development, learning, or psychological functioning; 
 

 Causing or permitting a student or minor to be in a situation in which the student or minor sustains a mental or 
emotional injury that results in an observable and material impairment in the student’s or minor’s development, 
learning, or psychological functioning; 
 



Substitute Handbook 2019-2020  17 

 Physical injury that results in substantial harm to a student or minor, or the genuine threat of substantial harm from 
physical injury to the student or minor, including an injury that is at variance with the history or explanation given and 
excluding an accident or reasonable discipline; or 
 

 Sexual conduct harmful to a student’s or minor’s mental, emotional, or physical welfare. 
 
Employees are also required to make a report if they have cause to believe that an adult was the victim of abuse or neglect as 
a child and they determine in good faith that the disclosure of the information is necessary to protect the health and safety of 
another child or disabled person. 
 
Reports to Child Protective Services can be made to a local office or to the Texas Abuse Hotline (800-252-5400) or on the 
web site at www.txabusehotline.org.  Do not report online if you feel the situation requires action in less than 24 hours or if you 
prefer to remain anonymous.  State law specifies that an employee may not delegate to or rely on another person or 
administrator to make the report. 
 
Under state law, any person reporting or assisting in the investigation of reported child abuse or neglect is immune from liability 
unless the report is made in bad faith or with malicious intent. In addition, the district is prohibited from retaliating against an 
employee who, in good faith, reports child abuse or neglect or who participates in an investigation regarding an allegation of 
child abuse or neglect. 
 
An employee’s failure to make the required report may result in prosecution as a Class A misdemeanor. In addition, a certified 
employee’s failure to report may result in disciplinary procedures by SBEC for a violation of the Texas Educators’ Code of Ethics. 
 
Employees who suspect that a student has been or may be abused or neglected should also report their concerns to the 
campus principal. This includes students with disabilities who are no longer minors. Employees are not required to report their 
concern to the principal before making a report to the appropriate agency. 
 
Reporting the concern to the principal does not relieve the employee of the requirement to report it to the appropriate state 
agency. In addition, employees must cooperate with investigators of child abuse and neglect. Interference with a child abuse 
investigation by denying an interviewer’s request to interview a student at school or requiring the presence of a parent or 
school administrator against the desires of the duly authorized investigator is prohibited. 
 
 
Bullying 
Any substitute who suspects, or receives notice, that a student or group of students may have experienced bullying should 
immediately notify the campus administrator. 
 
 
Removal from the Substitute List 
Failure to comply with district policies and the guidelines established in this Substitute Handbook and other administrative 
regulations may result in adverse employment action against the substitute including, but not limited to, removal from the 
district’s substitute list and/or termination of employment. 
 
 
Other actions that may result in removal from the district’s substitute list include, but are not limited to: 
 
 Any single incident determined by the district to be inappropriate in carrying out the substitute’s responsibilities; 
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 Repeatedly turning down assignments, being unavailable for calls, or frequently cancelling assigned positions; and 

 Failure to timely return a Letter of Reasonable Assurance at the end of each school year. 
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Aesop 
 
 
Overview 
AESOP is an automated system used to find substitutes for teachers and other staff during short term, temporary absences.  
AESOP allows staff to register their own absences using a web site or an interactive telephone system.  AESOP then finds 
substitute teachers to fill each vacancy and allows substitutes to view and accept jobs online.  Unfilled jobs trigger automatic 
phone calls to qualified substitutes.  The administrative management functions of AESOP provide district administrators with 
real-time information about absences and substitute assignments. 
 
AESOP instruction is provided to each substitute during the substitute preliminary information session.  Once an applicant is 
offered employment as a substitute, he or she will be provided with an ID number and PIN and activated in AESOP. 
 
If you have questions or comments regarding the use of the AESOP system, please contact Pam Miner in the Human 
Resources Office.  For further information, see the AESOP phone guide below or the Substitute Quick Start Guide on page 21. 
 
 
Using Aesop on the Phone  
Not only is Aesop available on the web, but you can also find and accept available jobs, manage personal information, change 
your PIN number, and more, all over the phone. 
 
When You Call Aesop.  To call Aesop, dial 1-800-942-3767.  You will be prompted to enter your ID number (followed by the 
# sign), then your PIN number (followed by the # sign). 
 
When calling Aesop, you can:   

 Find available jobs - Press 1  
 To accept a job - Press 1 
 To hear the information again - Press 2 
 To reject a job - Press 3 
 To listen to the next job - Press 4 
 To replay the skipped job - Press 5 
 To return to the main menu - Press 6 

 Review or cancel upcoming jobs - Press 2  
 To hear the information again - Press 2 
 To review an assignment in the next 7 days - Press 3 
 To listen to the next job - Press 4 
 To return to the main menu - Press 6 

 Review or cancel a specific job - Press 3  
 Enter the confirmation number followed by the # sign. 
 To cancel a job - Press 3 
 To listen to the next job - Press 4 

 Review or change your personal information - Press 4  
 To change the name recording - Press 1 
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 To change the PIN number - Press 2 
 To change the phone number - Press 3 
 To return to the main menu - Press * 

 
When Aesop Calls You.  If an available job has not been filled by another substitute two days before the absence is scheduled 
to start, Aesop will automatically start calling substitutes, in an effort to fill the job.  Keep in mind, when Aesop calls you, it will 
be calling about one job at a time, even if you're eligible for other jobs.  You can always call into Aesop to hear a list of all 
available jobs. 
 
When Aesop calls you, be sure to say a loud and clear "Hello" after answering the call. This will ensure that the system knows 
you picked up the call. 
 
When you receive a call from Aesop, you can:  

 Listen to available jobs - Press 1 
 Prevent Aesop from calling again today - Press 2 
 Tell Aesop the Sub it is trying to reach is not available - Press 3 
 Prevent Aesop from ever calling again - Press 9 

 
If you are interested in the available job, Press 1.  You will be asked to enter your PIN number (followed by the # sign.) At 
this point, Aesop will list the job details, and you will have the opportunity to accept or reject the job. 
 
 
Cancellation of Assignments 
During the course of the school year, there may be a time when as assignment may be cancelled.  When a teacher cancels an 
absence, they are to indicate within AESOP the need to have the substitute cancelled.  You can view cancelled assignments 
online or, if you have provided your e-mail address in AESOP, you will receive an e-mail notification of the cancellation. 
 
If there is a time when you need to cancel an assignment, you may do so either online or on the phone using the AESOP 
system.  Please cancel your assignment as soon as possible so that the job can be reassigned and the position does not go 
unfilled.  You must contact the campus administrator by phone to cancel a job within 12 hours of the start time. 
 
If you cancel a job the day of the assignment, you may not be able to accept any other assignments for that day.  
Cancellations are tracked by the AESOP system. 
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Substitute Tips and Tricks 
 
 
How to be a Successful Whitehouse ISD Substitute 
 Ask for help when needed. 
 Avoid making comparisons of schools, students or school personnel. 
 Be as prepared as possible. 
 Be enthusiastic. 
 Be firm. 
 Be patient. 
 Be pleasant. 
 Be prompt. 
 Deal with each child in a kind and just manner. 
 Do not correct a child in front of his peers. 
 Do not leave students unsupervised. 
 Do not make threats. 
 Do your best at all times on all assignments. 
 Follow normal classroom procedures. 
 Have a sense of humor. 
 If possible, keep up on the progress and changes in teaching methods and curriculum. 
 Maintain dignity. 
 Maintain high standards. 
 Make a reasonable effort to respond to all calls for substitute teaching. 
 Make directions clear and concise. 
 Report any serious situations or problems to the campus administrator. 
 Respect each child. 
 Respect confidential information contained in school records and the school environment. 
 Support school policies. 
 Talk with students, not at them. 

 
 
Substitute Teacher Kit 
To make life easier, a substitute may want to consider putting together a Substitute Teacher Kit that will be ready and waiting 
by the door on the way to school.  The following items could be included: 
 
 A tote bag to hold everything below 
 A personal calendar - Record your assignments to keep track of schools, teachers, grade levels, etc. 
 Your WISD “Substitute Teacher Handbook” 
 Packs of pencils, pens (black, blue, red), markers, crayons 
 General office supplies such as paper clips, rubber bands, stapler, Post-Its, scissors, tape, ruler, notebook paper 
 Various sponge activities for time fillers 
 Several small read-aloud books at a variety of grade levels 
 Stickers, Awards 
 Whistle 
 Tissues 
 Hand sanitizer 
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 Band-Aids 
 Coffee cup 
 Pair of comfortable shoes 
 Cardigan or jacket 

 
 
Early Finisher Ideas 
 
Spelling. 
 Create a greeting card. Be sure to include some of your spelling words in the message. Use lots of color and do 

your best work. 
 Illustrate your spelling words. Don't actually write the word, but make your picture really reflect the meaning of your 

word. 
 Create newspaper headlines using your spelling words. 
 Create an advertisement/poster for some type of product using some of your spelling words. 
 Use sign language to spell your words. You can refer to the sign language cards to make sure you know the 

signs. 
 Find a newspaper or magazine article. Find words in the article that can be replaced with your spelling words. 
 Create a crossword puzzle or a word search using your spelling words. Provide an answer key and give it to a 

friend to complete. 
 Compose a letter to a parent (or a teacher) in written form or on the computer and give it to them or e-mail it to 

them. 
 Use some of your spelling words to write a poem. You can use the poetry resource book to learn about the 

different types of poetry. 
 Create categories or groups for your spelling words; then figure out a way to regroup them into different 

categories/groups. 
 Write a creative story using your spelling words.  
 Students create a game using vocabulary words.  
 Create antonyms and synonyms (fold paper into thirds and list). You can also turn into a game called "Five in A 

Row". Have students make 5 x 5 bingo card and fill in antonyms and synonyms. As you say the vocabulary word, 
they place a marker (bean, etc.) on the antonym or synonym until someone gets "Five In A Row"! 

 
Reading / Language Arts. 
 Write a letter to the author of a book you've enjoyed. 
 Forecast the sales of a new book in a series or by a certain author. Justify your sales forecast. 
 Create a best-seller list for your ten favorite books! 
 Design illustrations what you think would go well with a favorite chapter book. 
 Illustrate a favorite scene from your novel. 
 Compare and contrast two books by the same author. 
 Compare and contrast two books from the same genre (i.e.: fiction, biography, mystery, realistic fiction, humorous, 

etc). 
 Use a Venn Diagram and compare two/three characters from the same or different novels. 
 Rewrite the ending of a book you've read and make it end a different way. 
 Create an original dialogue between two characters from a book you've read. 
 Write a creative story using your own ideas and topics. 
 Write five declarative, interrogative, imperative and exclamatory sentences. Have students share their sentences 

and discuss. 
 Write predictions or your own creative endings of what will happen next. Compare to the actual ending. 
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 Scavenger hunt for the phone book (i.e.: your mother needs to fill a prescription and it is 10:00PM, where will 
she be able to go?).  Student must write the name, address, phone, etc. for an appropriate place found in our 
local phone book. 

 Write letters to a friend (place in school mailbox if available). 
 SOS: 

Summary: (Write a four sentence paragraph summarizing the book.) 
Opinion: (Write a three sentence paragraph sharing your opinion of the book.) 
Sketch: (Sketch a picture about the book.) 

 
Social Studies. 
 Choose an important event that took place in U.S. or world history (example: the first atomic bomb explosion 

during WWII). Explain how science advancements at the time made the event possible. 
 Choose an important person from U.S. or world history. Write a letter to him/her and ask any questions you'd 

like answered by that person. 
 Choose an important individual from some part of U.S. or world history. Then, write a first-hand journal entry that 

might have been written by him/her during that time period. 
 Find similarities and differences between two events that took place at different times in history. You may want to 

illustrate the comparisons with a Venn diagram. 
 Critique a political leader's "platform" on a debatable issue in current events. 
 Create an imaginary continent. Then, draw and name the countries on that continent. Be sure to include borders, 

capital cities, etc. Then, write about one of the countries. Explain its government, culture, and laws. 
 List the populations of 8-10 countries in order from greatest to smallest. Explain why you think the populations are 

the way they are. 
 Brainstorm ways you could have contributed to your family's well-being during the depression if you lived during 

that time. 
 Research a famous entrepreneur of the "gilded age." Find out how he/she earned a fortune and what he/she did 

with it. 
 Come up with a "get rich quick" scheme you could have used during the "roaring twenties" to make your fortune. 

Write a business plan. 
 
Science. 
 Write a letter to a member of the government about an environmental issue we've talked about in class. 
 Write a letter to a famous scientist or person who has contributed to science. Be sure to include questions you 

would really like this person to answer for you. 
 Come up with a list of new "essential questions" you would like to have answered about our unit of study (or 

future units from our web). 
 Create a perfect "habitat" for an animal of your choice. Use any format you would like to illustrate your habitat. 
 Write an experiment you could conduct to teach others about a science concept you've learned in class. 
 Create a mind map/web using Inspiration on the computer to illustrate a science concept to share with others. 
 Research an important event or invention in Science. Find out what was going on at the time of this event in 

world or U.S. history. 
 Make a list of what you think are the top ten environmental issues in today's world. Be sure to put them in order of 

importance. 
 Make a list of ten things about life that are difficult and/or inconvenient and come up with ideas for inventions that 

could help make these things easier or more convenient. 
 Illustrate the procedural steps for your favorite experiment. Make the illustrations clear enough that a kindergarten 

student could complete the experiment. 
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Math. 
 Review or make up the school's electric bills/water bills from the last three months. Find an average amount spent 

for the three months. Think of a list of ways we at the school might be able to reduce the amount of energy or 
water we use to save money and resources. 

 Research calendars or other time-keeping devices. Find out when and by whom they were first used. 
 Research money and bartering systems. Work to discover where and when these systems originated. 
 Find out the names and values of at least 5 different types of foreign currency. Tell currencies and 

denominations used. 
 Plan a road trip across the U.S. stopping by at least 5 famous landmarks. Use a map/map scale to measure 

distances. Then, add up the total amount of mileage the entire trip (round trip) would take. Decide how many 
days you'd be gone and calculate the cost of gas, motel rooms, and meals for a family of four. What would the 
total cost of the trip be? 

 With your teacher's permission, use an atlas to plan a trip somewhere in the U.S. Map the journey and 
figure total mileage. 

 The Answer is  .  Create as many number sentences for the sum/product of   (i.e. 
Answer is 33. Sentence response: There were 30 voting ballots that reported Democratic views and 3 voting ballots 
that reported Republican views. What was the sum of all voting ballots? This equation would also satisfy the prompt: 
3 x 10 + 3 =  ) 

 Menu Math: Bring a menu from a restaurant or have students create their own. Students create story problems or 
are given a budget, say you have $10.00, and determine how many different orders they can create for this budget. 

 
 
Sample Sponge Activities 
 
Primary Beginning Sponges 
 Be ready to tell one playground rule... 
 Be ready to tell me the names of the children in our class which begin with “J” or “M,” etc. 
 Be ready to draw something that is only drawn with circles. 
 Be ready to tell a good health habit... 
 Have a color word on the board. Have children draw something that is that color. 
 Flash fingers - children tell how many fingers. 
 Say numbers, days of the week, months - and have children tell what comes next. 
 “I went to the sporting goods store and I bought . . .” - each child names an item. 
 What number comes between these two numbers: 31-33, 45-47, etc.? 
 What number comes before/after: 46, 52, 13, etc. 
 Have a word written on the board. Children make a list of words that rhyme. 
 Have a word written on the board. Children list words with the same long or short vowel sound. 
 Put spelling words in alphabetical order. 
 Count to 100 by 2’s, 5’s, 10’s, etc. - either oral or written. 
 Use T squares to drill math fundamentals. 
 Think of animals that live on a farm, in the jungle, in water, etc. 
 Give names of fruits, vegetables, meats, etc. 
 Hangman, using the names of the children in the class or colors or numbers. 
 Simon Says 
 List things you can touch, things you can smell, big things, small things, etc. 
 List the colors you are wearing. 
 Clapping games 
 Finger plays 
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Primary Dismissal Sponges 
 “I Spy” - who can find something in the room that starts with “M”, “P”, etc.? 
 Who can find something in the room that has the sound of short “a”, long “a”, etc.? 
 Number rows or tables. Teacher signals # of table with fingers; children leave accordingly. 
 Those children who have all crayons put away may leave now, etc. 
 Those with freckles/buckled shoes/new front teeth, etc., may leave. 
 Count in order or by 2’s, 5’s, etc. 
 Say the days of the week, the months of the year, etc. 
 What day is it, what month is it, what is the date, what is the year, how many months in a year, how many days in a 

week, etc.? 
 Reward activity: “We have had a good day! Who helped it be a good day for all of us? 

 Betty, you brought flowers to brighten our room. You may leave. John, you remembered to rinse your hands. 
Good for you. You may leave. Ellen showed us that she could be quiet coming into the room today. You may leave, 
Ellen. Bob remembered his library book all by himself. Dawn walked all the way to the playground-she remembered 
our safely rules. Lori brought things to share with us. Tom surprised us with a perfect spelling paper-he must 
have practiced, etc., etc.” So that students can be grouped together for good deeds to speed things up, teacher 
can finish, “You’re all learning to be very thoughtful. I’m very proud of all of you, and you should be very proud 
of yourselves.” 

 Use flash cards: A first correct answer earns dismissal. 
 To review the four basic shapes, each child names an object in the room in the shape of either a triangle, circle, 

square, etc. 
 Say a word that begins or ends with certain consonants, blends, etc. 
 Dismiss by color of eyes, color of clothing, type or color of shoes, month of birthday, season of birthday, beginning 

letter of first name, beginning letter of last name, etc. 
 Name an object that begins with “B”, “C”, etc. Pretend you are this object as you leave. 

 
Upper Elementary Grade Sponge Activities 
 List the continents of the world. 
 Make up three names for rock groups. 
 Name as many kinds of windstorms as you can. 
 Take a number. Write it down. Now make a face out of it. 
 Name as many gems or precious stones as you can. 
 Write the names of all the girls in the class. 
 Name as many teachers at this school as you can. 
 List as many states as you can. 
 Write:  (a) an abbreviation, (b) a Roman numeral, (c) a trademark, (d) a proper name (biographical), (e) a proper 

name (geographical), etc. 
 How many countries and their capitals can you name? 
 How many baseball teams can you name? 
 Write down as many cartoon characters as you can. 
 List as many kinds of flowers as you can. 
 Turn to your neighbor. One of you tell the other about an interesting experience you have had. The listener must be 

prepared to re-tell the story to the class. 
 List all the things in your living room. 
 Write what you would do if you saw an elephant in your backyard. 
 Name as many kinds of ice cream as you can. 
 List five parts of the body above the neck that have three letters. 
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 List one manufactured item for each letter of the alphabet. 
 List as many nouns in the room as you can. 
 List the mountain ranges of the U.S. 
 Write the twelve months of the year correctly. Stand up as soon as you are finished. 
 Make a list of five things you do after school. 
 List one proper noun for each letter of the alphabet. 
 Write one kind of food beginning with each letter of the alphabet. 
 Name as many holidays as you can. 
 How far can you count and write down by 6’s? 
 Name as many balls as you can that are used in sports games. 
 List as many U.S. presidents as you can. 
 List all the work tools you can think of. 
 List as many models of cars as you can. 
 Name all the colors you know. 
 How many parts of an auto can you list? 
 How many animals can you list that begin with vowels? 
 List as many kinds of trees as you can. 
 Name as many countries of the world as you can. 
 List as many personal pronouns as you can. 
 List as many kinds of transportation as you can. 
 How many different kinds of languages can you name? 
 Write as many homonyms as you can. Example: past - passed 
 You have five children. Make up their five names. 
 Name as many things as you can that are made of cloth. 
 Name as many things as you can that you can wear on your head. 
 Name as many movie stars as you can (not TV). 
 List all the musical instruments that begin with “T”. 
 Name as many TV game shows as you can. 
 Name as many politicians as you can. 
 Name as many breeds of dogs as you can. 
 Write the days of the week correctly in order. Stand up when finished. 
 List all the kinds of sandwiches that you can. 
 Scramble five spelling words, trade with someone, and unscramble them. 
 List as many things as you can that make people the same. 
 List as many kinds of soup as you can. 
 List all the places you find sand. 
 List as many breakfast cereals as you can. 

 
 
Secondary Sponge Activities 
 List as many states as you can. 
 Write:  (a) an abbreviation, (b) a Roman numeral, (c) a trademark, (d) a proper name (biographical), (e) a proper 

name (geographical), etc. 
 How many countries and their capitals can you name? 
 How many baseball teams can you name? 
 Turn to your neighbor. One of you tell the other about an interesting experience you have had. The listener must be 

prepared to re-tell the story to the class. 
 List all the things in your living room. 
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 Name as many kinds of ice cream as you can. 
 List five parts of the body above the neck that have three letters. 
 List one manufactured item for each letter of the alphabet. 
 List one proper noun for each letter of the alphabet. 
 Write one kind of food beginning with each letter of the alphabet. 
 Name as many holidays as you can. 
 List as many U.S. presidents as you can. 
 List as many models of cars as you can. 
 How many parts of an auto can you list? 
 Name as many countries of the world as you can. 
 List as many personal pronouns as you can. 
 List as many kinds of transportation as you can. 
 Write as many homonyms as you can. Example: past - passed 
 Name as many movie stars as you can (not TV). 
 Name as many politicians as you can. 
 List all the places you find sand. 
 List as many breakfast cereals as you can. 
 Make a list of the ten largest things you know. 
 Name as many planets as you can. 
 List all the sports you can think of. 
 List all the foods you can that have milk in them. 
 List all the foods you can that do not have milk in them. 
 Name as many rock groups as you can that begin with the letters A-F. 
 Name as many teachers at this school as you can. 
 Name all the models of Datsun cars you can think of. 
 Name all of the parts of speech and give an example of each. 
 Why were these dates important: 1492, 1606, 1776, 1812? 
 Find these rivers on your map: Mississippi, Rio Grande, Colorado, Hudson. 
 Which TV series can you name that have high school-aged characters as regulars? 
 Name as many airlines as you can. 
 Name the different sections of the newspaper. 
 Name as many islands as you can. 
 Name all the types of musical instruments you can think of. 
 Name all the foods you can think of that contain protein. 
 Name as many kinds of fish as you can. 
 Name all the words you can that begin with the prefix “in-”. 
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TEACH ME 

 

Don’t spoil me. I know quite well that I ought not to have all I ask for - I’m only testing you. Teach 
me to be responsible for my actions. 

Be firm with me. I prefer it, it makes me feel more secure. 
Don’t let me form bad habits. I have to rely on you to detect them in the early stages. 
Don’t make me feel smaller than I am. It makes me behave stupidly “big.” 
Don’t correct me in front of people if you can help it. I’ll take much more notice if you talk quietly 

with me in private. Teach me to think and solve my own problems. 
Don’t make me feel that my mistakes are sins. It upsets my sense of values. 
Don’t protect me from consequences. I need to learn the painful way sometimes. 
Don’t nag. If you do, I shall have to protect myself by appearing deaf. 
Don’t take too much notice of my small ailments. Sometimes they get me the attention I need. 
Don’t make rash promises. Remember that I feel badly let down when promises are broken. 
Don’t forget that I cannot explain myself as well as I should like. This is why I’m not always very 

accurate. 
Don’t tax my honesty too much. I am easily frightened into telling lies. 
Don’t be inconsistent. That completely confuses me and makes me lose faith in you. 
Don’t put me off when I ask questions. If you do, you will find that I stop asking and seek my 

information elsewhere. 
Don’t tell me my fears are silly. They are terribly real and you can do much to reassure me if you 

try to understand. 
Don’t ever suggest that you are perfect or infallible. It gives me too great a shock when I discover 

that you are neither. 
Don’t ever think it is beneath your dignity to apologize to me. An honest apology makes me feel 

surprisingly warm toward you. 
Don’t forget I love experimenting. I couldn’t get on without it, so please put up with it. 
Don’t forget how quickly I am growing up. It must be very difficult for you to keep pace with me, 

but please do try. 
Don’t forget that I can’t thrive without lots of understanding and love, but I don’t need to tell you, 

do I? 
 
 Author Anon. 
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101 Phrases of Praise 
 
 

That’s Incredible  How Extraordinary!  Far Out!  Outstanding 
Performance  I Can’t Get Over It!  Great!  Amazing Effort!  

Unbelievable Work  Wonderful!  MARVELOUS  Phenomenal!  
You’ve Got It  Superb!  Cool!  Excellent!  You’re Special  Your 
Your Work Is Out Of Sight  Your Project Is First Rate!  You’ve Outdone Yourself 
 Way To Go!  Thumbs Up  You’re The Best!  You Came Through!  
Terrific  You Tried Hard  Your Help Counts!  You Made It 

Happen!  It Couldn’t Be Better!  Fantastic Work!  You’re A Real Trooper  
Fabulous!  Bravo!  Exceptional  You’re Unique  Awesome!  
Breathtaking!  The Time You Put in Really Shows!  You’re A Great 

Example For Others!  Keep Up The Good Work  I Knew You Had It In 
You!  Dynamite  It’s All I Hoped For  You Should Be Proud Of Yourself!  

What An Imagination!  You Made The Difference!  Thrilling  You’re Sensational 
 Very Good!  A+ Work  Super Job  Good For You  Take A Bow  

Nice Going!  Well Done  Class Act  You’re Inspiring  How Artistic!  
Hooray For You  You’re A Joy  How Thoughtful Of You  You’re 

Amazing  You Go The Extra Mile  What A Great Idea  You Deserve 

A Hug  Extra Special Work  You’re Appreciated  Thoughtful  
You’re Tops  Great Role Model  You’re Neat  You’ve Got 

What It Takes  You’re #1  You’re A Shining Star  Outstanding  Wow! 
 Remarkable!  Beautiful  You’ve Got Know-How  Very Impressive  You’re 

Sharp  You’re A Winner!  Hot Dog  Spectacular Work  You’re So Kind 
 Hard Worker  Totally Involved  Thanks For Helping  Great Discovery 

 You’ve Earned My Respect  Thanks For Caring  You’re A-Okay  
Congratulations!  How Original  You’re A Champ  You’re A Pleasure To 

Know  Very Brave  What A Genius!  You’re Very Talented  
You’re The Greatest  You’re Super!  You’re On Target! 

 


