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Introduction 
We appreciate your professional spirit and willingness to serve the students of our district.  
While yours is an “as-needed” position, your responsibility is very important to the instructional 
program.  You provide for continuity of our programs by carrying on when the regular teacher 
cannot.  

When your name was accepted for our substitute list, our campuses were notified and given 
your name and telephone number.  There will be instances when you are asked well in advance 
to substitute so you can meet with the regular teacher to prepare for the absence.  Many times, 
you will be called early in the morning on the day the school needs you to fill in for a teacher.  

The information in this booklet should help you to maximize your talents and time spent with 
us.  The campus principals and secretaries will provide you with further assistance because your 
performance is critical to our students, schools, and community.  

The purpose of this handbook is to provide information that will help with questions and pave 
the way for a successful year.  Not all district policies and procedures are included.  Those that 
are, have been summarized.  Suggestions for additions and improvements to this handbook are 
welcome and may be sent to Lannise Reidland. 

This handbook is neither a contract nor a substitute for the official district policy manual.  Nor is 
it intended to alter the at-will status of noncontract employees in any way.  Rather, it is a guide 
to, and a brief explanation of, district policies and procedures related to employment. These 
policies and procedures can change at any time; these changes shall supersede any handbook 
provisions that are not compatible with the change.  For more information, employees may 
refer to the policy codes that are associated with handbook topics, confer with their supervisor, 
or call the appropriate district office.  District policies can be accessed online at 
www.libertyisd.net. 

We appreciate the service you will provide each day you work as a substitute teacher at Liberty 
ISD. 

Liberty Independent School District does not discriminate against any employee or applicant for 
employment because of race, color, religion, sex (including pregnancy, sexual orientation, or gender 

identity), national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law.   Employment decisions will be made on the basis of each applicant’s job 

qualifications, experience, and abilities. 

Employees with questions or concerns about discrimination because of race, color, religion, sex 
(including pregnancy, sexual orientation, or gender identity), national origin, age, disability, military 
status, or genetic information should contact Dr. Cody Abshier, Superintendent, 1600 Grand Avenue, 

Liberty, TX  77575. 
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General Information 

Requirements 
1. Substitute teacher positions:  at least 60 credit hours earned from an accredited college 

or university (must provide official transcript) 
 

2. Substitute paraprofessional positions:  high school diploma or GED 

Note:  Before the first day of work, all substitute employees must have submitted 
fingerprints to the National Criminal History Review Information database (NCHRI) as 
required by the Texas Education Code. 

3. Before the first day of employment, applicants must have the following on file: 
o Completed application 
o College or University transcript or high school diploma 
o Valid Texas Teaching Certificate, if applicable 
o Demographic Data form 
o I-9 Employment Eligibility Verification 
o Income Tax withholding form W-4 
o Direct Deposit Form 
o Picture ID and Social Security Card (for payroll purposes) 
o Acknowledgment of Information Form 
o Pre-Employment Affidavit 
o Paid receipt verifying submission of fingerprints 
o Signed Acknowledgment of the Affordable Care Act 

 
4. Applicants for substitute teaching must attend an orientation session.  Retired teachers 

who worked the previous school year may receive an abbreviated version.   
 

5. Each substitute should resubmit the following forms annually: 
o Substitute Information Sheet 
o TRS Declination 
o Letter of Reasonable Assurance 
o Receipt of Employee Handbook 

 
6. All approved substitutes should be at least twenty-five (25) years of age or older to 

substitute at Liberty High School.  If there are extenuating circumstances that a 
substitute is qualified for a certain area and has been requested by a campus, please 
speak with the Superintendent for a final decision. 
 

7. Each applicant must be approved by the Human Resources office.  Once all forms are 
completed and the background check is confirmed, the applicant will have access in 
Frontline – Absence Management (formerly AESOP).  The account will be finalized once 
the substitute has completed a new substitute orientation. 
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8. Substitutes may utilize the automated sub calling system, Frontline, by going to their 

website, www.aesoponline.com, or be contacted daily by their automated system. 
 
Employee absences will be posted on Frontline as they occur.  If posted absences 
are not filled in a timely manner, Frontline will begin the telephone calling 
process. 
 
If you are unable to fulfill your assignment, you must cancel either online or by 
calling the automated system at 1.800.942.3767.  If an emergency arises and 
you must cancel the morning of your assignment, you must contact the campus 
principal, or designee, as soon as possible. 
 

9. Any change of name, address, telephone number, educational or certification status, or 
availability must be reported in writing to the Human Resources Office. 
 

10. A substitute who is unable to continue working for LISD, must contact the Human 
Resources office concerning your resignation or inability to continue employment as a 
substitute. 
 

11. In order to properly coordinate the number of substitutes on our substitute list with the 
number of projected absences, we must have substitutes that are willing to work.  You 
must be available to work at least five (5) days in a nine-week grading period.  If your 
status remains inactive for two (2) consecutive weeks, without notification to Human 
Resources, your position may be terminated.  A substitute showing no work history for 
a period of sixty (60) days or longer may be removed from the system. 
 

12. Principals are encouraged to recommend persons as substitutes, but placement on the 
list shall be through the Human Resources Office.  Only persons approved by the Human 
Resources Specialist are eligible for substitute teaching and payment of wages. 
 

13. Substitutes should dress in a professional manner appropriate for the assignment. 
 

14. Personal belongings should always remain with you.  Do not bring any valuables with 
you. 
 

15. The following facilities are available for use: 
• Library • Teacher’s Lounge 

• Cafeteria  • Faculty Restrooms 

• Microwave • Vending Machines 

• Refrigerator • Copy Machines 
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16. Liberty ISD is a tobacco-free district.  Every school employee, including substitute 
teachers, is prohibited from smoking, using tobacco products, or e-cigarettes on all 
district-owned property and at school-related or school-sanctioned activities, on or off 
school property.   

Hours of Duty 
 

Campus  Grades  School Hours  Substitute Hours 
Liberty High School  9th to 12th  7:30 am – 3:30 pm  7:00 am – 4:00 pm 
Liberty Middle School  6th to 8th   7:30 am – 3:30 pm  7:00 am – 4:00 pm 
Liberty Elementary School  2nd to 5th   7:30 am – 3:30 pm  7:00 am – 4:00 pm 
San Jacinto Elementary School  EC/PK to 1st   7:30 am – 3:30 pm  7:00 am – 4:00 pm 

 
1. Substitutes will be booked and compensated in either half day or full day increments.  

 
2. The substitute teacher shall be expected to be on duty the entire assignment and 

perform the duties of the position being filled. 
 
Note:  The substitute teacher is not a full-time teacher and therefore not eligible for a 
conference period and may be reassigned to other duties during that period. 
 

3. School day schedules may vary on the different campuses.  This includes before and 
after school duties that may be required by the teacher that is absent. 
 

4. Individual campus circumstances may require the assignment of a substitute for only a 
portion of the school day. 
 

5. The substitute is subject to reassignment during the day due to extenuating 
circumstances. 
 

6. Do not leave campus before the scheduled ending time for teachers.  Your workday is 
nine (9) hours which includes a 30 minute lunch.  The last minutes of class may be used 
for putting books/supplies away and to pick up litter from the floor.   
 

7. Ask the secretary prior to leaving if there are any additional tasks that need to be done.  
For example, shelving books in the library, tutoring, copying documents, hall duty. 

Substitute Teacher’s Report 
1. At the beginning of each teaching day, the substitute should report to the campus 

principal, or designee.  You will be asked to sign in at this time. 
 

2. Failure to sign this form may complicate the payroll process and delay the substitutes 
paycheck. 
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Release from Assignment 
 

1. A substitute should not terminate one assignment to accept another. 
 

2. A substitute should consult with the principal’s office before leaving school for the day.  
If the campus has not requested you for the subsequent day(s), you will automatically 
be eligible for other assignments. 
 

3. There may be occasions when a substitute receives an assignment which will continue 
for more than one day.  In such cases, daily consultation with the principal, or designee,  
may be necessary. 

Substitute Pay 
 

1. Substitutes will be paid according to the following substitute rate schedule approved by 
the Board of Trustees: 
 

 
Degree 

 Daily Rate   
Long-Term *  Full Day  Half Day  

High School Diploma / GED  $ 75.00  $ 37.50  $ 95.00 
Associate Degree  $ 85.00  $ 42.50  $ 105.00 

Bachelor / Master’s Degree  $ 90.00  $ 45.00  $ 110.00 
Certified Teacher  $ 95.00  $ 47.50  $ 115.00 

 
 

* Long term substitute pay will only be paid for substituting 10 or more consecutive 
days for the same person. 

 
2. Certified teachers may be paid a long-term sub rate up to $150.00 with prior approval 

only.  It is the principal’s, or designee’s, responsibility to obtain written documentation 
from the CFO prior to the substitute beginning duties. 
 

3. Substitutes shall be paid on the 5th and the 20th of the month according to the Payroll 
calendar. 
 

4. Employees of LISD are required to enroll in automatic payroll deposit.  Paychecks will be 
directly deposited in the substitutes checking or savings account.   
 

5. Specific questions concerning a substitute’s paycheck should be directed to the Payroll 
Specialist.  Questions regarding rate of pay or status should be addressed to the Human 
Resources Office. 
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6. Substitute teachers are not eligible for unemployment compensation for designated 
school holidays or during the summer months between school terms.  A letter of 
reasonable assurance for continued substitute employment will be mailed to each 
substitute at the conclusion of the school year.  The prospective substitute will indicate 
at this time whether they wish to return as substitutes during the next school year. 
 

7. Texas Certified teachers who substitute in teaching assignments for 90 days or more 
during a single school year may be able to count that year toward salary purposes if the 
substitute obtains a regular teaching assignment within the state of Texas. 
 

8. To view paychecks through Skyward 
• Log onto www.libertyisd.net 
• Click on “Staff Resources” 
• Go “Skyward” and click on “Finance/HR” 
• Your username will be your first name.last name 

Substituting After Retirement 
 

1. Persons receiving retirement benefits from the Texas Teacher Retirement System may 
substitute for an unlimited number of days during the school year in a filled position 
only (may not be a vacancy) after confirming with TRS.  Regardless of the number of 
days worked as a substitute, the person is not entitled to additional creditable service 
under the Texas Teacher Retirement System. 

 
2. Persons who report for duty as a substitute on a temporary day-to-day basis must be 

reported to the Teacher Retirement System as having worked a full day.  The statutory 
provisions of the Retirement System do not permit reporting half-day assignments, even 
though a retired employee receives half-day pay. 
 

3. Employment that starts as temporary, day-to-day basis and becomes permanent, shall 
be considered to have been permanent employment since the first day of the 
assignment.  In such cases, the substitute shall forfeit retirement benefits for all months 
of employment in that position. 
 

4. The Teacher Retirement System of Texas should be contacted if there are any questions 
as to the effect of a particular substituting position on one’s status as a retiree.  The 
employee is responsible for all communication and decisions made by and with the 
Teacher Retirement System of Texas. 
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Responsibilities of the Principal, 
Classroom Teacher, and Substitute 

Responsibilities of the Principal and his/her Designee 
Toward Substitutes 

1. Communicates to the substitutes where and how to sign in. 
 

2. Directs the substitute to the teacher’s classroom and locate lesson plans, grade books, 
and supplies needed for the school day 
 

3. Provide the substitute with a schedule of school activities for the day.  The schedule 
should include beginning and ending times of class periods, lunch, and recess, if 
applicable. 
 

4. Show the substitute how to report absences and tardies; what to do in case of a fire 
drill, disaster alert, or the like; and how to use the intercom, where available, for 
emergencies. 
 

5. Advise the substitute of the location and availability of restroom facilities, lunchroom 
services, teacher workroom/lounge, and areas of special duties.  Provide a campus map. 
 

6. Advise the substitute of whom to contact if assistance is needed.  Review with the 
substitute the procedure for handling special discipline cases. 
 

7. Discuss with the substitute any students with unusual guidance or discipline problems 
with whom he/she will be working. 
 

8. Visit the class during the day to see that it is operating satisfactorily. 
 

9. Create an attitude of helpfulness, understanding, and respect toward the substitute 
teacher. 
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Responsibilities of the Position Being Replaced by a 
Substitute  

1. An employee who requires a substitute will enter his/her time off in Skyward and then 
sign into the Frontline online reporting system. 
 

2. Teachers should provide a daily lesson book along with following, where applicable: 
o Complete, legible lesson plan instructions indicating titles of books and pages to 

be covered. 
o Location of materials, supplies, and books. 
o Special instructions concerning the manner in which assignments are to be 

conducted. 
o Alternate lesson plans that a substitute could use in an emergency. 
o Behavioral expectations with positive as well as negative consequences 

identified. 
o Schedule of the day with names of students who should be in attendance. 
o Names of students who have permission to leave class during the day.  This list 

should include the time of day they should leave and return to class. 
o Names of reliable students who can be of assistance to the substitute during the 

day. 
o Name and location of a neighboring teacher or department chairman who can 

be of assistance. 
o Class period schedule and/or bell schedule. 
o Method of pupil attendance. 
o Seating charts. 
o Information and instructions concerning the procedure for fire and disaster drills. 
o Answer key, as applicable, for student assignments or tests. 

 
3. Instruct the class to instill an atmosphere of goodwill, courtesy, and cooperation toward 

a substitute teacher. 
 

4. Substitute evaluation forms can be completed by the teacher and are available through 
Frontline.  Use of these forms is not mandatory.  These serve as a vehicle of informing 
the campus principal of highly favorable or unfavorable performance by substitutes. 
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Responsibilities of the Substitute 
Dress Code 

1. Dress as a professional educator.  Professional casual is recommended. 
 

2. Shoes shall be worn at all times. 
 

3. Clothing that promotes violence or is lewd, offensive, racist, vulgar, contains obscene 
language, or distracts the learning environment is strictly prohibited. 
 

4. Body piercings are prohibited.  This includes, but is not limited to, nose rings, eyebrow 
loops, gauges, lip studs, and other items as deemed by the principal. 
 

5. Tattoos are prohibited and must be completely covered. 
 

6. Extremely tight-fitting clothes are not allowed. 
 

7. Shirts that expose the naval or bra shall not be work.  Such examples but not limited to 
are tube tops, halters, spaghetti straps, half shirts, muscle shirts, and /or crop tops. 

General Responsibilities and Reminders 

1. Maintain a calendar with the number of days worked in the period covered by the 
payroll calendar. 
 

2. Arrive promptly at the assigned time and location in order to assemble materials 
needed for the day and to receive necessary directions. 
 

3. Park in designated area.  Please do not park in areas marked “visitor.” 
 

4. Report directly to the principal’s, or designee’s, office for instructions regarding 
classroom assignments and responsibilities for the day. 
 

5. You will be asked to fill out a substitute sign in to ensure proper reporting to the payroll 
office.  Before leaving school, report back to the office for any final instructions. 
 

6. If the teacher does not provide the attendance roll sheet(s), contact the principal or 
designee for the appropriate form.  Attendance time varies per campus and should be 
confirmed at the principal’s designated time. 
 

7. Perform any special duties the classroom teacher, or position being filled, has been 
assigned to do. 
 

8. Check the room condition, noting lighting, temperature, and seating arrangements. 
 

9. Become familiar with emergency drill procedures. 
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10. Do not use profanity or inappropriate statements including, but not limited to, religion 

or politics (e.g., race, gender) or one’s personal life. 
 

11. Cell phones and pagers should only be used a communication tool in an emergency.  Cell 
phones/pagers must remain silent or on vibrate during instructional time.  You may use 
your cell phone during lunch. 
 

12. Prevent students from leaving the room unless it is necessary.  Discretion should be 
used and only one student may use the hall pass at a time. 
 

13. Send a sick or injured student to the school nurse/health clerk.  In the case of a serious 
accident or injury, send for the school nurse or an administrator immediately. 
 

14. Let the school office know if a student needs medication.  Only authorized district 
employees may administer medication. 
 

15. Notify the school office, before leaving the campus, of any serious problems 
experienced during the day.  This is good protection for the substitute, the school, and 
the District. 
 

16. Supervise the dismissal of any class, if applicable. 
 

17. Leave the room in good order, turn out lights and perform other appropriate 
housekeeping chores. 
 

18. Fulfill all other duties as assigned by the campus/district administration. 
 

19. Possession of a firearm or weapon is strictly prohibited.  Firearms, knives, clubs, or 
other prohibited weapons are not allowed onto school premises or any grounds or 
building where a school-sponsored activity takes place. 
 

20. Tobacco use is not allowed a school-related or school sanctioned activity, on or off 
school property. 
 

21. Video or audio records of any school activity is prohibited unless prior approval of 
campus administration is obtained. 
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Instructional Responsibilities 

The substitute teacher needs to keep in mind the following: 

1. A lesson can be broken down into three components: 
o Introduction 
o Instructional Core 
o Conclusion 

 
2. Introduce a lesson by: 

o Stating the lesson 
o Reviewing 
o Motivating learners 

 
3. The instructional core should include: 

o Step-by-step explanation 
o Modeling product or process 
o Guided practice 

 
4. The conclusion should include: 

o Independent practice 
o Lesson Summary 

 
5. Assume the same responsibilities as a regular classroom teacher for students, 

equipment, and other assigned materials. 
 

6. Follow, as closely as practical, the lesson plans provided by the teacher and maintain the 
regular routine of the class.  If time permits, the substitute’s own innovations may 
supplement the daily program. 
 

7. Grade written assignments only if directed by the regular classroom teacher.  
Assignments should be left for the regular teacher to review and record.  Do not write in 
the teacher’s grade book or other books of record. 
 

8. Leave a summary of work covered in each class and other information pertinent to the 
teacher. 
 

9. Visit with the principal, or designee, concerning the advisability of contacting the regular 
teacher should the substitute assignment be for more than one day. 
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Discipline Responsibilities 

The substitute can maintain a level of discipline in the classroom which is conducive to good 
learning by doing the following:   

1. Be prepared and take charge of the classroom 
o Start class decisively 
o Take roll efficiently 
o Give directions concisely 

 
2. Clarify expectations regarding student conduct: 

o Use the classroom discipline plan 
o Give specific directions about desired behavior 
o Give students specific feedback about actual behavior 
o Circulate frequently around the classroom 

 
3. Communicate the significance of learning to the students: 

o Minimize time spent on procedural matters 
o Require student attention and participation 
o Provide feedback to students about their work 
o Provide closure at the end of class 

 
4. Do not leave your class unattended to bring a student to the office.  Use the wall phone 

in the classroom to contact the office and someone will come to your class immediately 
to help with the incident.  At no time should a class be left unattended. 
 

5. Document information on any student who failed to follow classroom rules of conduct 
and/or failed to complete work assigned. 
 

6. Never administer or threaten to administer corporal punishment.  Do not touch or grab 
students at any time. 
 

7. Video or audio recordings of any school activity is prohibited unless prior approval of 
campus administration is obtained. 
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Professional Ethics of the Substitute  
1. The substitute teacher is on the same professional level as the regular classroom 

teacher and should remain conscientious toward responsibilities.  The substitute 
teacher should use extra caution in expressing personal opinions and reactions about 
various subjects. 
 

2. A substitute who is arrested for felony or any offense involving moral turpitude must 
report the arrest to Human Resources within three (3) calendar days of the arrest.  
Moral Turpitude includes the following: 

• Dishonesty 
• Fraud 
• Deceit 
• Theft 
• Misrepresentation 
• Deliberate Violence 
• Base, vile, or depraved acts that are intended to arouse or gratify the sexual 

desire of the actor 
• Crimes involving felony possession or conspiracy to possess, or any 

misdemeanor or felony transfer, sale, distribution, or conspiracy to transfer, sell, 
or distribute any controlled substance 

• Felonies involving driving while intoxicated (DWI) 
• Acts constituting abuse or neglect under SBEC rules 

 
3. The substitute shall endeavor to be cooperative and cheerful when beginning each 

assignment. 
 

4. The substitute shall recognize the importance of the position within the total 
educational program. 
 

5. When serving in an assignment, the substitute must remember that substitute teaching 
is a position of public trust.  Confidential information must not be discussed. 
 

6. LISD welcomes the use of electronic devices for instructional purposes.  However, 
electronic devices are only used at the teacher.  Most classrooms prohibit the use of cell 
phones.  As a substitute, it is imperative that you do not allow electronic devices unless 
instructed by the teacher. 
 

7. Criticism and/or comparisons of individual campuses and teacher should be avoided.  
This practice creates negative community attitudes toward the public-school system. 
 

8. The substitute shall endeavor to exhibit a positive role in school and public relations. 
 

9. The substitute shall not use his/her position as an employee of the district for personal 
or business gain. 
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Frequency of Calls and Evaluation of 
Substitute Teachers 

1. It is difficult to give substitutes any estimate of how often they will substitute.  It will 
depend a great deal on such factors as the substitute’s major preparation compared to 
the District’s daily need, general overall needs of the district, time of year, and success 
of each substitute when assigned.  Dependability and reliability are prized attributes of 
substitute teachers. 
 

2. The District must constantly be aware of the quality of the substitutes employed.  
Substitutes may be informally evaluated at the end of each assignment by the district 
employee in the following areas: 

• Did the Substitute follow lesson plans in a satisfactory manner? 
• Did the Substitute leave the room in an orderly condition? 
• Did the Substitute leave sufficient information regarding the day’s 

events/activities? 
• Would the teacher want this individual to substitute again? 

 
3.  A substitute may be removed from the system of availability when a negative 

evaluation is submitted by the principal or designee regarding the substitute’s 
performance.  A substitute can be terminated for a single incident based on the severity 
or may be automatically terminated after the second negative evaluation.  In addition, a 
substitute may also be terminated if they accept jobs and do not show, arrive late for 
assignments, neglect the district procedures, or leaving assignments without securing 
proper coverage from administration. 
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Suggestions for Classroom Management 
Encouraging students to want to behave is a complex skill.  So much depends upon your 
personality and appearance that it is difficult for anyone to lay down rules or make suggestions 
which will work, even in a majority of cases.  However, here are some hints/ideas that may be 
helpful to you: 

1. The tone of the day is set when students first enter the room, so be at the door to greet 
them.  Be sure they know what is expected of them as soon as they come into the room. 
 

2. Be well organized.  Careful preparation cannot be overemphasized.  Write your name on 
the board before students arrive.  Use written plans with all materials needed for use.  
Know how you are going to conduct each activity. 
 

3. Start giving instructions at the sound of the bell.  Give directions carefully and call on 
students to repeat what you have said. 
 

4. Before beginning a new concept, find out what the students already know about the 
subject.  If they don’t have the requisite background, knowledge, and skills, teach these 
first. 
 

5. Speak softly but firmly which will set the pattern for quietness.  The tone, pitch, and 
volume of your voice will strongly influence the noise pattern in the room.  Keep it loud 
enough to be heard, but quite enough not to assault the ears of your listeners.   Noise 
begets noise – yelling tends to cause students to yell. 
 

6. Firm insistence on acceptable behavior should begin at the start of the day/class period.  
Don’t hesitate to be firm, consistent, and fair in dealing with students.  They are entitled 
to know what is expected of them. 
 

7. Remember that it is easier to loosen up your permissiveness in a classroom than it is to 
tighten down once things become chaotic. 
 

8. Anger and sarcasm have no place in a classroom. 
 

9. To change a student’s behavior, give specific instructions for an activity and explain why 
the new activity is better. 
 

10. Give students appropriate responsibilities. 
 

11. Students should not be threatened.  Once a directive is given, it should be understood 
and followed through. 
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12. A sense of humor is invaluable.  Smiles are much more potent instruments for securing 
good behavior than are frowns.  Circulate around the room.  Students appreciate and 
respond to genuine interest in them on the part of their teachers. 
 

13. The best preventative measure for restlessness in a classroom is work and change.  Have 
frequent changes of pace and don’t give the students time to misbehave. 
 

14. The key to good discipline is careful planning plus adequate preparation and 
enthusiasm.  Be ready for the day before the students come into the room.  Be 
enthusiastic. 
 

15. Keep the room neat and orderly.   A neat, orderly room has a calming effect on the 
students.  Be sensitive to the physical needs of students.  
 

16. At the end of the day, challenge students to summarize their learning.  Collect all 
assignments and materials and remind students of homework that was assigned by the 
teacher. 

Verbal Guidance and Other Classroom Tools 
Throughout the day, a teacher will need to convey instructions, warnings, directions, 
reprimands, and encouragement to students.  Of the many ways to convey these messages, the 
most common is by speaking directly to students.  To be most effective, verbal guidance should 
be brief, firm, and positive. 

1. You want students to be quiet so that you can begin: 
DON’T say, “Be quiet!”  Give a positive direction instead of a negative one.  Don’t say, 
“I’ll begin when everyone is quiet,” either, because someone may steal the stage by 
waiting for almost quiet before making noise.  And if you ask them, “Didn’t you learn 
how to obey?” or any other rhetorical question, you may well get a “smart aleck” reply. 
DO start giving instructions at the sound of the bell and let the talkers reap the 
consequences of not paying attention: mistakes and lost time.  Keep it from becoming a 
major issue by making it easy for them to accept the consequences. 

2. You want them quiet so they can finish a project: 
DON’T threaten them with “Quiet down or we can’t continue.”  They may test you to 
see if you really mean it. 
DO give positive directions for quiet, like “Whisper to your partner,” or “You may talk to 
your right-hand neighbor but to no one else.” 

3. You want them to speak softly: 
DON’T yell to get attention.  The class will copy you. 
DO speak softly but firmly yourself, setting the pattern for quietness. 

4. You want someone to stop what he or she is doing: 
DON’T just tell him to stop doing it.  He won’t know what to do instead. 
DO tell him what to do instead and why the new activity is better. 
 

5. You want to prevent something (touching things, getting out of line, etc.): 
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DON’T say, “Don’t.”  Some children may want to find out what happens if they do. 
DO awaken class appreciation for courtesy, safety, objects d’art, etc., and give positive 
directions, like “Stay in line”, “Hands behind your backs,” etc. 

6. You want them to stay in their seats: 
DON’T insist on their sitting beyond their endurance. 
DO plan frequent opportunities for physical movement so they can stretch. 

7. You want them to know an activity is going to be fun: 
DON’T say, “We’re going to have a lot of fun.”  School is a child’s work -- admit it. 
DO let your enthusiasm serve as a model and let them discover the fun for themselves.  
Offer your opinion afterward, but don’t force anyone to agree with you. 

8. You want to teach something you think is new to them: 
DON’T assume it’s new to them.  If it isn’t, they’ll think you’re talking down to them.  
Also, don’t assume they’re ready to learn it, because if they’re not, their problems at the 
beginning may prejudice them against the rest of the activity.  
DO find out what they already know about the subject.  If they don’t have the requisite 
background, knowledge, and skills, teach these first. 

9. You want to help a child who can’t get the answer: 
DON’T do it for him/her. 
DO show him how -- but not on his own paper.  Explain the steps verbally, and then give 
him a chance to do it himself and explain it back to you. 

10. You want the whole class to learn something one or two already know:  
DON’T make the one or two students sit there and listen.  They probably won’t. 
DO suggest an alternate activity for them, either separate from the class or in a 
leadership role. 

11. You want to regain the control that you’ve lost: 
DON’T threaten.  There may be someone who’ll test you to see if you mean it. 
DON’T contradict yourself.  For example, if you say, “This is the last time I’m telling you,” 
don’t say it again five minutes later. 
DO enlist the cooperation of the class in setting up new rules.  (Beware of accepting 
students’ very stringent notions of punishment.)  do make changes in the situation so 
that it’s new – new seating arrangements, new sequences of activities, different 
methods of teaching, variety in class structure, etc.   
DO react to any infringement of a rule, with a reaction suited to the offense.  For some 
students, just a glance will do. 
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Avoiding Trouble – Behavior Management 
1. When a student misbehaves, always intervene at the lowest possible level that will hold 

him or her accountable. 
2. Do not make an issue out of something trivial. 
3. Ignore the behavior if possible. 
4. Make eye contact with the person.  It says, “I see you; stop it.” 
5. Use proximity.  Move into the student’s area. 
6. Drop his or her name in the lesson.  “Did you know, John, that India is….” 
7. Isolate a student from the group when he or she is losing control. 
8. Do not try to talk with the student until both of you have cooled off enough to talk 

rationally. 
9. Be truthful and honest with students. 
10. If the student has damaged property, let him or her propose a method of restitution. 
11. When the matter is settled, do not bring it up again. 
12. Do not publicize offenses and their treatment in front of other students. 
13. Ask for help from your principal and others in the school, but do not wait until the 

situation becomes extreme. 

Teaching the Lesson 
1. Motivate the Lesson 

• Students need motivation.   However, the primary purpose is to teach, not to 
entertain. 

• Be brief, set the stage, arouse curiosity, and relate to the previous lesson.  This 
can be accomplished by a question, picture, or story. 

2. Make your Presentation Clear 
• Keep the language on the student’s level of understanding. 
• Present one point at a time. 
• Go from the known to the unknown – the easy to the difficult. 
• Stop often and review. 
• Do not hesitate to repeat. 
• Give the students an opportunity to ask questions. 
• Use your voice to emphasize, maintain interest, and change and control tempo 
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3. Ask good questions 
• Good teaching is a process of drawing out from within rather than stuffing them 

with knowledge.  To do this depends much on your art of questioning.  A good 
question is one that: 

o Asks something you really want to know 
o Is concise and expressed well 
o May often require a series of intermediate answers 
o Guides and stimulates thought, helps with analysis of complex problems 
o Gives a child a mindset for what is to follow 
o Causes children to formulate new or unexpressed ideas 
o Does not call for mere repetition of book material 
o Encourages thinking and problem solving 

• Bloom’s Taxonomy provides a questioning structure that addresses various levels 
of students’ intellectual abilities: 

o Knowledge:  Ability to recognize, recall, and state facts, terms, basic 
concepts, and answers.  

o Comprehension:  Ability to understand the concepts at a very basic level.  
o Application:  Ability to apply learned knowledge in a particular concrete 

manner.  
o Analysis:  Ability to understand the concepts by breaking those concepts 

into component parts.  
o Synthesis:  Ability to assemble elements or parts into a whole.  
o Evaluation:  Ability to evaluate or judge the value of concepts, materials, 

or ideas.  
4. Mechanics of Asking Questions 

• State questions first – then call on a student 
• Discourage hand waving 
• Respect the student’s answer 
• Dignify wrong answers 

5. Provide for Active Participation 
• In a good lesson, the student is engaged in much activity 
• Make sure that directions are clear 
• Provide proper supervision and help 
• Leave time for a summary – All facts and concepts need to be brought together 

before the close of a lesson.  Ask students what they learned. 
6. Finishing early 

• When students finish assignments early, it is necessary that you have additional 
activities ready 

o Locate books or magazines they can read in class 
o Have a favorite book ready to read to the class 
o Use a “sponge” or “filler” activity 
o Have a fun, critical thinking activity 
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Working with the Lesson Plan 
When substituting, you are expected to cover the material outlined in the permanent teacher’s 
lesson plan.  However, sometimes lesson plan instructions are general and very nonspecific 
with regard to lesson presentation.  Here are several techniques for presenting lesson plans 
that will cover the material in a positive and creative way. 

Lesson Plan:  Have students read Chapter 18 and answer questions 
o Pre-test and Post-test:  Ask students to guess what will be covered before they start 

reading.  Share ideas aloud and write down five facts or ideas as predictions.  Afterward, 
conduct a post-test by checking the accuracy of their predictions. 

o Togetherness:  Read the assignment out loud with students to find the answers.  By 
making the assignment a class activity, you promote classroom cooperation.  

o Group effort:  Divide the class into groups and ask each group to report on part of the 
reading. This method is best used with material that does not require continuity to be 
meaningful.  

o Quiz board:  Give the assignment and tell the students that you will stop 15 minutes 
before the end of class and establish a quiz board. Appoint three to five students or 
select volunteers to be members of the board. Ask them to come to the front of the 
room. The rest of the students pose questions to these students about the day’s 
reading. After a certain number of questions have been answered, a new board may be 
selected. This technique works well for review. An added advantage is that you don’t 
have to know the subject well in order to handle it.  

Lesson Plan: Have the class write a composition about XYZ 
o Sentence starters:  To make any topic more meaningful, encourage students to relate to 

it personally.  One way is to write sentence starters that use the students’ natural 
speech pattern, such as, “I wish,” “I like,” “I’m glad I’m allowed to,” or “I think.” 

o Whole Class:  If the students are assigned to write a story, suggest that they first decide 
on a cast of characters a setting, a time, etc., as a class.  By doing the groundwork 
together, the students will be “into” the story before they lift a pencil.  

o Brainstorm:  If the assignment is an essay, consider using a brainstorming technique.  
Ask students to say whatever comes to mind about the topic and write their ideas on 
the board in some quick, abbreviated form.  When everyone has had a chance to study 
the list, students can begin to write using whatever brainstorming ideas they wish.  

o Free Association:  Whatever the topic, propose that the students write free association 
word lists about it.  Tell them to start with the given word, such as “freedom,” “pets,” or 
“winter” and then add up to ten other words that immediately come to mind about the 
key word.  Now the students can write their own compositions. 

o Clarify values:  Before students start to write, initiate a values clarification exercise that 
will help students relate an abstract subject to their own lives.  For example, if the topic 
is “conservation of electricity,” have the students start by listing five electrical gadgets 
or appliances they use and could do without.  Record their answers on the board. From 
this specific exercise, the students can move on to the broader issue. 
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Appendix 

Administration 
1600 Grand Avenue 
Liberty, TX  77575 
936.336.7213 

 

Dr. Cody Abshier  Superintendent 

Cindy Liles   Executive Secretary of Superintendent 

Dusty McGee   Deputy Superintendent 

Ginger Ramer   Chief Financial Officer 

Margaret Gardzina  Chief Academic Officer 

Loretta Broussard  Secretary to Chief Academic Officer 

Kate Chambers  Director of Special Services for Southeast Texas Cooperative 

Robert Ward   Director of Maintenance & Operations 

 

Business Office 

Lannise Reidland  Human Resources 

Annette Taylor  Payroll 

Stephanie Smith  Benefits 

Patty Williamson  Accounting / Purchasing 

Rae Smathers   Accounts Payable 

Angela Kreigel   PEIMS Coordinator 

 

School Directory 
From time to time, substitutes may have questions or concerns.  If those questions or concerns 
cannot be answered by this handbook or substitute coordinator, the substitute is encouraged 
to contact the appropriate campus as listed below. 
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San Jacinto Elementary – Grade EC/PK-1 
1629 Grand Ave, Liberty, TX  77575 
936.336.3161 
Substitute Coordinator – Megan Fregia, Ext 2221 
Principal – Lisa Goodwin, Ext 2237 
Assistant Principal – Robert Hagan, Ext 2292 
Counselor – Stacey Williams 
Secretary – Megan Fregia 
 
Liberty Elementary School – Grades 2-5 
1002 Bowie St, Liberty, TX  77575 
936.336.3603 
Substitute Coordinator – Gricelda Chaparro, Ext 3023 
Principal – Stephanie Cox , Ext 3023 
Assistant Principal – Greg Box, Ext 3024 
Assistant Principal – Yvonne Lawrence, Ext 3038 
Counselor – Tonya Freeman 
Secretary – Gricelda Chaparro 
 
Liberty Middle School – Grades 6-8 
2515 Jefferson Dr. Liberty, TX 77575 
936.336.3582 
Substitute Coordinator – Olga Lopez, Ext 4046 
Principal – Rhonda Smith, Ext 4025 
Assistant Principal – Tom Connelly, Ext 4023 
Counselor – Leigh Davis 
Secretary – Allison Galeano 
 
Liberty High School – Grades 9-12 
2615 Jefferson Dr. Liberty, TX 77575 
936.336.6483 
Substitute Coordinator – Maria Ramirez, Ext 5251 
Principal, Interim – Karen Slack, Ext 5257 
Discipline Coordinator – Chris Flowers, Ext 5031 
At-Risk Coordinator – Robb Kirkland, Ext 5032 
Counselor – Sandi Myers 
Counselor – Kimberly Jones 
Secretary – Maria Ramirez 
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Academic Calendar 
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Payroll Calendar 
Paid for Week of:   Date due to Payroll   Deposit Date 

Jun 6- Jun 12, Jun 13- Jun 19   6/23/2021   7/20/2021 
Jun 20- 26, Jun 27- July 3   7/7/2021   8/5/2021 

July 4- July 10, July 11- July 17   7/21/2021   8/20/2021 
July 18- July 24, July 25- July 31, Aug 1- Aug 7   8/11/2021   9/3/2021 

Aug 8 - Aug 14, Aug 15- Aug 21   8/25/2021   9/20/2021 
Aug 22- Aug 28, Aug 29- Sept 4   9/8/2021   10/5/2021 

Sept 5- Sept 11, Sept 12- Sept 18   9/22/2021   10/20/2021 
Sept 19 - Sept 25, Sept 26 - Oct 2   10/6/2021   11/5/2021 

Oct 3- Oct 9, Oct 10- Oct 16   10/20/2021   11/19/2021 
Oct 17- Oct 23, Oct 24-Oct 30   11/3/2021   12/3/2021 
Oct 31- Nov 6, Nov 7- Nov 13   11/17/2021   12/20/2021 

Nov 14 - Nov 20, Nov 21- Nov 27   12/1/2021   1/5/2022 
Nov 28- Dec 4, Dec 5- Dec 11,  

Dec 12- Dec 18, Dec 19-Dec 25   
12/15/2021, 

1/5/2022   1/20/2022 
Dec 26- Jan 1, Jan 2- Jan 8   1/12/2022   2/4/2022 

Jan 9 - Jan 15, Jan 16- Jan 22   1/26/2022   2/18/2022 
Jan 23- Jan 29, Jan 30- Feb 5   2/9/2022   3/4/2022 

Feb 6 - Feb 12, Feb 13- Feb 19   2/23/2022   3/18/2022 
Feb 20 - Feb 26, Feb 27- Mar 5, Mar 6 - Mar 12   3/21/2022   4/5/2022 

Mar 13 - Mar 19, Mar 20- Mar 26   3/30/2022   4/20/2022 
Mar 27 - Apr 2, Apr 3 - April 9   4/13/2022   5/5/2022 

Apr 10 - Apr 16, Apr 17 - Apr 23   4/27/2022   5/20/2022 
Apr 24 - Apr 30, May 1- May 7   5/11/2022   6/3/2022 

May 8 - May 14, May 15- May 21   5/25/2022   6/20/2022 
May 22 - May 28, May 29 - Jun 4   6/8/2022   7/5/2022 

Jun 5 - Jun 11, Jun 12 - Jun 18   6/22/2022   7/20/2022 
Jun 19 - June 25, Jun 26 - July 2   7/6/2022   8/5/2022 
July 3 - July 9, July 10 - July 16   7/20/2022   8/19/2022 

July 17 - July 23, July 24 - July 30, July 31 - Aug 6    8/17/2022   9/2/2022 
Aug 7 - Aug 13, Aug 14 - Aug 20   8/24/2022   9/20/2022 
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District Map 
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IN AN EMERGENCY 

 



* Redacted for website posting.  
Please contact the substitute coordinator for login and password.

*

*
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457 FICA Alternative Plan 
Plan Highlights 

Liberty Independent School District has established a 457 FICA Alternative Plan to help 
employees accumulate money for their long-term financial needs.  
 
 
 

What is a 457 FICA Alternative Plan? 
457 refers to a section of the IRS CODE that allows you to save part of your earnings on a PRE-
TAX basis. This lowers your current taxable income and helps you long term savings grow faster. 
The 457 FICA Alternative Plan is a savings program for employees who are not eligible to 
participate in the State Employees’ Retirement System. These individuals are normally part-
time, seasonal, and temporary employees.  
 
 
 

How much can you save? 
As a participant of the 457 Plan, you are eligible to have 7.5% of your gross pay automatically is 
deducted from your paycheck and invested for you. 
 
 
 

PLAN INFORMATION 
Plan Name:  Liberty Independent School District 457 FICA ALTERNATIVE PLAN 
 
 
 

Plan Administrator:  Liberty ISD, 1600 Grand Avenue, Liberty, TX  77575 
 
 
 

Plan Contact Person:  Stephanie Smith, 936.336.7213 
 
 
 

INITIAL ELIGIBILITY 
You must meet the following requirements to become eligible to contribute to the 457 FICA 
Alternative Plan: 
Minimum age: N/A 
Worked for the Company for at least 1 hour 
 
HOW TO JOIN THE PLAN 
You do not need to enroll. Enrollment is automatic; 7.5% of your gross pay automatically is 
deducted from your paycheck and invested with Life Insurance Company of the Southwest for 
you.  
 
 
 

INVESTMENT CHOICES 
The funds will be invested in a group annuity with the Life Insurance Company of the Southwest 
(LSW). The funds will be invested in a fixed group contract, which has a guaranteed positive rate 
of return.  
 
 
 

VESTING 
You always own 100% of the contribution made to the Liberty Independent School District 457 
FICA Alternative Plan and the earnings.  
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DISTRIBUIONS FROM THE PLAN 
You or your beneficiary will be able to withdraw your vested balance when one of the following 
occurs: 
 Retirement 
 Total Disability 
 Death 
 Termination of Employment 
 
 
 

NOTE: The lesser of the interest credited to your account or $10.00 will be deducted from your 
account from any distribution, transfer, or a direct rollover.  
 
 
 
 
 

Frequently Asked Questions about the 457 FICA Alternative Plan 

 
What is a 457 FICA Alternative Plan? 
The 457 FICA Alternative Plan is a savings program for employees who are not eligible to 
participate in the State Employees’ Retirement System. These individuals are normally your 
part-time, seasonal, and temporary employees.  
 

What is the History of the Plan? 
The Omnibus Budget Reconciliation Act of 1990 (OBRA) Amended the Internal Revenue Code 
and the Social Security Act to include employees of state and local governments. The Act 
authorized the Secretary of the Treasury to adopt regulations and provide guidance to the 
Internal Revenue Service and Social Security Administration. The Act amended Internal 
Revenue Code Section 3121, under which Social Security participation became mandatory for 
all employers.  
 
However, the Internal Revenue Code Section 3121 says that part-time, temporary, and seasonal 
(PTS) employees are exempt from the 3121 tax if they are provided a “comparable retirement 
system”. In response, the 457 FICA Alternative Plan was created to meet those requirements. 
This alternative provides a retirement plan from PTS employees who are not normally covered 
like full time employees. The adoption of the 3121 Plan provides an economic benefit for the 
employer and their PTS employees.  
 

Will my eligibility to receive Social Security benefits be affected by my participation in this Plan? 
Your Social Security benefit and your eligibility to receive that benefit may be affected by your 
participation in this plan. We suggest you consult a Social Security Administration department 
with any questions regarding their benefit.  
 

Who Is Offering the 457 FICA Alternative Plan? 
It is a partnership between your employer, National Benefit Services, LLC and Life Insurance 
Company of the Southwest.  
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How do I enroll in the 457 FICA Alternative Plan? 
You do not need to enroll. Enrollment is automatic; 7.5% of your gross pay automatically is 
deducted from your paycheck and invested for you. 
 

How will my money be invested? 
Your money will be invested in a group annuity with the Life Insurance Company of the 
Southwest (LSW). 
 

Will I receive a statement of my account balance? 
Yes, you will receive an annual statement from National Benefit Services, LLC (Third Party 
Administrator). 
 

How do I change my name, address, or beneficiary? 
To change your address, you must notify your Payroll Department.  The district Payroll 
Department will then be responsible for notifying National Benefit Services, LLC of any address 
changes.  
 
If you are no longer employed, you can write a letter with such changes to National Benefit 
Services, LLC at the address listed below: 

National Benefit Services, LLC 
Attn: FICA Administration 
PO BOX 698 
West Jordan, UT 84088 

 
To change your beneficiary, you need to complete a beneficiary form available from your 
employer. You may also obtain this form from National Benefit Services, LLC. This form can be 
mailed directly to National Benefit Services, LLC at the address indicated on the bottom of the 
beneficiary form.  
 

Am I required to complete the beneficiary designation form? 
No. If you are married, your beneficiary under the plan will automatically be your spouse. If you 
are not married, your beneficiary becomes your children or grandchildren. If you do not have 
children or grandchildren your beneficiary is automatically your estate.  
 

What happens if I become a member of the State Retirement System? 
You will no longer be eligible to participate in the Plan. 
 

What happens when I leave service? 
You will no longer be eligible to participate in the Plan. 
 

What are my options when I am no longer eligible to participate? 
• You may retain your funds in the Plan. 
• You may transfer your account balance to another eligible governmental plan. 
• You may take an in-service withdrawal from your account balance once if you have not 

made any contributions to the plan for at least 2 years, have a balance that is less than 
$5,000, and have not had any previous distributions form the plan.  
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When am I eligible for a distribution? 
• If you terminate from your employer without any intentions of returning to work for 

them in the next 12 months following.  
• If you retire, and are no longer working for your employer, you are eligible for a 

distribution 
• If you become permanently disabled and are unable to work  
• If you have not made any contributions to the plan for at least 2 years, have a balance 

that is less than $5,000, and have not had any previous distributions from the plan.  
• You may transfer your account balance to purchase permissive service credit from your 

state retirement plan. 
 

How do I apply for a distribution? 
You may obtain a “Distribution Form” from your district. Or you may contact National Benefit 
Services, LLC. 
 

How long will it take to process my distribution? 
Distributions are processed quarterly. Distributions are processed one month following the 
close of the current calendar quarter, in which National Benefit Services, LLC receives a 
distribution form. Checks are mailed directly from Life Insurance Company of the Southwest to 
the address provided on the “Distribution Form”.  
 

Are there any Transaction Fees? 
The lesser of the interest credited to your account or $10.00 will be deducted from your 
account for any distribution, transfer, or rollover.  
 

Are distributions from the Plan subject to the premature distribution penalty tax? 
No, they are not subject to the 10% excise tax on distributions to individuals who have not 
attained 59 ½. 
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Frontline – Absence Management (formerly AESOP) 
QuickStart Guide for Substitutes - Internet 
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QuickStart Guide for Substitutes – Mobile App 
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Pre-Employment Affidavit for Applicant Offered Employment 
 
The following affidavit is offered to satisfy the requirement of Texas Education Code § 21.009 for a pre-employment 
affidavit.  For purposes of this affidavit: 
 

Adjudication and conviction refer to a conviction, please of guilty or no contest (nolo contender), 
probation, suspension, or deferred adjudication. 

 
Charge refers to a formal criminal charge as documented by a primary charging instrument (a complaint, 
information, or indictment) under the Texas Code of Criminal Procedure. 
 
Inappropriate relationship refers to the crime of improper relationship between educator and student in 
Texas Penal Code § 21.12, and any other inappropriate relationship as determined by the State Board for 
Educator Certification. 

 
I declare the following: 
 
 I have never been charged with, adjudicated for, or convicted of having an inappropriate relationship 

with a minor 
 

I have been charged with, adjudicated for, or convicted of having an inappropriate relationship with a 
minor.  The charge, adjudication, or conviction was determined to be false.  The following are all the 
relevant facts pertaining to the charge, adjudication, or conviction:  
_________________________________________________________ 
 
I have been charged with, adjudicated for, or convicted of having an inappropriate relationship with a 
minor.  The charge, adjudication, or conviction was determined to be true.  The following are all the 
relevant facts pertaining to the charge, adjudication, or conviction:  
_________________________________________________________ 

 
I declare under penalty or perjury that the foregoing is true and correct. 
 
_____________________________________________ ______________________ 
(Signature of Declarant)     (Date) 
 
_____________________________________________ 
(Printed Name – First, Middle, Last) 
 
_____________________________________________ 
(Address) 
 
State of Texas 
County of ___________ 
 
Before me, a notary public, on this day personally appeared 
_________________, known to me to be the person whose name is 
subscribed to the foregoing document and, being by me first duly sworn, 
declared that the statements therein contained are true and correct. 
 
 
_______________________________________ 
(Notary Public’s Signature)  

(Personalized Seal) 

Approved by the Texas Commissioner of Education, October 2017. 
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Substitute Information Sheet 
 
Name:  _______________________________________________________________________ 
 
Mailing Address:  _______________________________________________________________ 
 
Physical Address:  _______________________________________________________________ 
 
Phone Number:  ________________________________________________________________ 
 
Email Address:  _________________________________________________________________ 
 
Emergency Contact Information:  __________________________________________________ 
 
 
Returning Subs, has your Bank Information changed?    Yes   or    No 
If yes, please fill out the remaining form. 
 
 
Direct Deposit Information 
 
Name of Financial Institution:  _____________________________________________________ 
 
Address of Financial Institution (Branch, City, State & Zip): 
 
______________________________________________________________________________ 
 
Financial Institution Routing Number:   ______________________________________________ 
 
Account Number:   ______________________________________________________________ 
 
  Circle One:    Checking Savings 
 
 
** Attach a voided Check from Financial Institution here. 
 
 
 
 
Employee Signature:  ________________________________________ Date:  ______________ 
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TRS Declination 
 
Liberty ISD provides health coverage to employees through TRS-ActiveCare.  A district 
substitute or part-time employee is eligible to enroll in TRS-ActiveCare if the district reasonable 
expects the substitute or part-time worker to work at least 10 hours per week. Hours worked 
for other eligible for benefits through Liberty ISD.  
 
Although the district reasonably expects substitutes and part-time workers to work at least 10 
hours per week, the district does not guarantee that you will receive 10 hours every week.  The 
district’s needs varies from week to week.  In some weeks, you may not receive any 
assignments.  Similarly, the district understands that some weeks may not be able to accept 
assignments due to illness or other personal reasons.  
 
If you are a new substitute or part-time person, you must enroll in or decline medical coverage 
within 31 days from date of hire.  If you are a returning substitute or part-time employee, you 
must enroll in or decline medical coverage during the annual open enrollment.  If you decline 
coverage, you cannot enroll again until the next plan year unless you experience a special 
enrollment event.  
 
If you elect to enroll, YOU will be responsible for the full premium.  You must submit payment 
for one calendar month with your enrollment form.  The premiums for subsequent months will 
be deducted from your pay for the following month.  If your pay is not sufficient to cover the 
full premium, you must submit the difference to the district by the last day of the month.  If the 
last day of the month falls on a weekend or a day the district is closed, the payment must be 
made the preceding business day.  If you fail to timely pay the monthly premiums, the district 
will proceed with the coverage cancellation process.  Your coverage may also be cancelled if 
you lose eligibility for TRS-ActiveCare.  
 
You may be removed from the district as a substitute or part-time employee for poor 
performance or misconduct.  In addition, you may be removed from the district employ if: 
 
 
 

• You repeatedly turn down assignments, are repeatedly unavailable for calls or 
frequently cancel assigned positions. 

• You fail to complete at least two substitute assignments per semester 
• You do not timely return a letter of reasonable assurance at the end of the school year 
• You do not timely return any and all required documentation for employment 

 
A substitute or part-time person who is enrolled in TRS-ActiveCare and who is then removed 
from employment or the substitute roster becomes ineligible for health coverage and will be 
provided notice regarding continuation coverage under COBRA (if eligible).  Cancellation due to 
non-payment is considered a voluntary drop; therefore, you would not be eligible for COBRA.  
 
This document must be signed and returned before you will be used for any substitute part-
time work at Liberty ISD.  
 
By signing below, I acknowledge that I have received and read the Substitute and Part-Time 
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Employee Eligibility for Health Insurance Coverage document.  I also at this time: 
 
 
Decline _______________     Accept ______________ 
 
 
Health insurance coverage offered by Liberty ISD.  If I have accepted health insurance coverage, 
I will complete the required and necessary enrollment documents in the prescribed manner by 
the required deadline.  By signing this document, I also understand that this is not a contract for 
employment with Liberty ISD.  
 
 
__________________________________________       ______________ 
Signature of Substitute or Part-Time Worker    Date 
 
__________________________________________   _______________ 
Printed Name        Date 
 
 
*Current rate sheet for health insurance coverage is attached to this document.  
 
 
Sincerely,  
 
 
 
Ginger Ramer, CPA 
Chief Financial Officer 
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Letter of Reasonable Assurance 
 
This letter provides notice of reasonable assurance of continued employment with the district 
when each school term resumes after a school break.  By virtue of this notice, please 
understand that you may not be eligible for unemployment compensation benefits drawn on 
school district wages during any scheduled breaks including, but not limited to, the summer, 
Christmas, winter, and spring breaks.  This assurance is contingent on continued school 
operations and will not apply in the event of any disruption that is beyond the control of the 
district (e.g., lack of school funding, natural disasters, court orders, public insurrections, war, 
etc.) 
 
Nothing contained herein constitutes an employment contract.  Your continued employment is 
on an at-will basis.  At0Will employers may terminate employees at any time for any reason or 
for no reason, except for legally impermissible reason.  Repeated poor evaluations may result in 
termination of employment for the substitute employee.  At-will employees are free to resign 
at any time for any reason or for no reason. 
 
Your service on behalf of the children of the district are appreciated, and we hope that you will 
be able to continue your association with the district. 
 
The following information must be completed, and the original must be returned to Liberty ISD 
Human Resources before you are eligible for employment.  Failure to sign and return this 
completed form will be viewed as a resignation or declination of employment offer, as 
applicable. 
 
 
I would like to continue/renew my status as a Substitute employee.  I understand that I am not 
eligible for unemployment compensation benefits during breaks in my temporary employment 
as a substitute.  I agree to comply with all the rules, regulations, and policies of the Liberty 
Independent School District. 
 
____________________________________________ _________________________ 
Name (Print)       Date 
 
____________________________________________ __________________________ 
Signature       Social Security Number 
 
____________________________________________ __________________________ 
Street Address       Telephone Number 
 
____________________________________________ ________ ______________ 
City        State  Zip Code 
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Substitute Employee Handbook Receipt 
 

Name _______________________________________ 

 

Campus/Department:  Substitute 

I hereby acknowledge receipt of a copy of the Liberty ISD Substitute Handbook. I agree to read 
the handbook and abide by the standards, policies, and procedures defined or referenced in 
this document. 

Employees have the option of receiving the handbook in electronic format or hard copy. 

http://www.libertyisd.net >> Staff Resources >> Substitute Handbook 

Please indicate your choice by checking the appropriate box below: 

 I choose to receive the employee handbook in electronic format and accept 
responsibility for accessing it according to the instructions provided. 

 I choose to receive a hard copy of the employee handbook and understand I am 
required to contact Lannise Reidland to obtain a hard copy. 

The information in this handbook is subject to change. I understand that changes in district 
policies may supersede, modify, or render obsolete the information summarized in this 
document. As the district provides updated policy information, I accept responsibility for 
reading and abiding by the changes. 

I understand that no modifications to contractual relationships or alterations of at-will 
employment relationships are intended by this handbook. 

I understand that I have an obligation to inform my supervisor or department head of any 
changes in personal information such as phone number, address, etc. I also accept 
responsibility for contacting my supervisor or the HR Department if I have questions or 
concerns or need further explanation. 

________________________________ _________________________ 
Signature     Date 

Please sign and date this receipt and forward it to Lannise Reidland.  

 




