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WELCOME TO MOUNT VERNON ISD 

  

As a substitute teacher, your services are vital to the continuity of the instruction 

program in our schools.  In the absence of the regular teacher, you will be expected 

to present the lesson as arranged by the regular teacher, as well as, provide for the 

safety and well-being of the students in your charge and contribute to the operation 

of the school in general.  

  

This handbook contains information about the school campuses and district, 

including policies and procedures, and guidance to assist you in your responsibilities.  

We appreciate your service and encourage your contribution to rendering optimal 

educational benefits for our students.  

  

Sincerely,  

Dr. Jason McCullough  

Superintendent  
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APPLICATION PROCESS  
  

QUALIFICATIONS  
  

Mount Vernon Independent School District attempts to hire certified teachers as 

substitutes; however, no person shall be employed as a substitute teacher who does not 

have at least a high school diploma or GED.  

  

Applications will be accepted through the district website at www.mtvernonisd.net.  

Upon meeting the qualifications for substituting, completing all the required 

documentation, and attending Substitute Orientation you will be eligible to substitute.   

  

 

SALARY  
  

The substitute pay scale is outlined below.     

 

Position Daily Rate Half Day Rate 

Extended 

Assignment 

(10+ days) 

Non-Degreed $60.00 $30.00 $65.00 

Bachelor’s Degree $70.00 $35.00 $80.00 

Certified Teacher $80.00 $40.00 $125.00 

Aide/Secretary/Clerical $60.00 $30.00 $60.00 

 

The above daily pay rates are in compliance with the minimum wage requirements. 

 

Substitute teachers are paid monthly for the preceding month.  

 

Substitute teachers may fill both classroom teaching and paraprofessional jobs. Please 

note that if a paraprofessional job is selected the rate of pay will be $60.00 per day 

without regard to education level.  

 

Long term/special situations include:  

 

 Starting the school year for a teacher on extended absence  

 Lesson planning, grading and/or preparation of report cards  

 Training, monitoring, and administration of state mandated tests  

 Closing the school year and posting of final grades for a teacher on extended 

absence Other special situations as determined by the Superintendent 

 

Extended assignments must be approved by the Superintendent. 

  

http://www.mtvernonisd.net/
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Direct deposit is the preferred method of payment, but if not utilized, checks will be 

available for pick up at the Administration office on payday (usually the 15th of each 

month). 

 

 

 

 

ASSIGNMENTS  
  

  

NOTIFICATION  

  

When your services are needed, our automated substitute calling system, Aesop, 

will inform you.  Aesop is an integrated phone and web technology which allows 

substitutes to proactively search for and accept assignments online or over the 

telephone.  To learn more about how Aesop works within our district, visit 

www.FrontlineK12.com/Aesop. 

 

 

DRESS CODE  

  

Neatness in appearance models an example that is consistent with a first-class 

instructional program. The appearance of a competent, well-dressed 

professional educator will not be a distraction to learning and will command 

respect for the job we do. Teachers should dress conservatively and in good 

professional taste.  

As employees, please demonstrate and model appropriate dress and hygiene 

at all times in a manner appropriate for work assignment. 

http://www.frontlinek12.com/Aesop
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Faculty shall conform to the following rules:   

  

 Large tattoos that detract from learning should be covered.  

 CTE Ag teacher may wear jeans Monday – Friday.  

 Coaches and P.E. teacher may wear warm-ups or shorts during P.E. or 

Athletics, but no shorts or warm-ups allowed in the academic 

classroom.   

 Custodian/Maintenance shall wear district provided uniforms.  

 Cafeteria employees shall wear district provided uniforms.  

 

Professional Dress for Men:  

 Collared shirt  

 Dress slacks  

 No jeans  

 No T-shirts  

 

Professional Dress for Women:  

 Length of dresses and skirts should extend to the knee  

 Dress slacks and capri pants allowed  

 Leggings/tights must be worn with tunic tops or skirts  

 Dress shirts  

 No jeans  

 No T-shirts, tank tops, see-through clothing or bare-midriffs  

  

Staff may wear spirit shirt and jeans on Fridays.   
 

EXCEPTION: For the 2020-2021 school year, all staff, except 

administrative staff, may wear jeans at any time with a Mount Vernon 

ISD spirit shirt or professionally appropriate shirt.  

 
 

REPORTING FOR DUTY  

  

You should report to the campus principal’s office no later than 7:35 a.m. on the 

morning of your assignment, and every effort will be made to give you ample time to 

report to the campus you are assigned to work.  
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CLASS INSTRUCTION  

  

Please make the effort to arrive at the campus allowing sufficient time to familiarize 

yourself with the procedures and instructional information for your assignment.  By being 

prepared, students will immediately recognize that you are in control of the classroom 

and will respect your intent to help them accomplish the day’s assignments.  

  

Follow the lesson plan(s) given by the regular classroom teacher as closely as possible.  If 

the regular classroom teacher requests you use only the materials he/she has provided, 

please adhere to this request.  It is helpful to leave notes for the regular classroom teacher 

indicating how much of the work was accomplished and any other information you feel 

helpful regarding the classes, including both positive and negative comments, relating 

to class behavior.  

  

You are encouraged to use your expertise to provide a beneficial instructional 

experience for the students.  Be prepared with some special teaching strategies and 

projects to use as the situation arises.  

  

Campus staff members are encouraged and expected to help you facilitate your 

duties as a substitute teacher, so please do not hesitate to seek their assistance.  

 

 

DUTIES/LUNCH/CONFERENCE  

  

Follow the schedule provided to you by the campus principal’s office.  During the 

conference period, you may work in the teacher’s lounge, library, or classroom.  Drinks 

are available in the lounge, as are a microwave and refrigerator.  You may bring your 

lunch or purchase items in the campus cafeteria.  You are to assume the extra duties of 

the regular classroom teacher as outlined by the campus principal.  

  

Lunch cost is $4.00. New employees that do not have a lunch account number, should 

notify Shelley Black at extension 9909 or email sblack@mtvernonisd.net. 

  

  

POLICIES AND PROCEDURES  
  

ATTENDANCE  

  

Attendance is extremely important and must be checked carefully.  When you arrive for 

your assignment, please check with the campus principal’s office for the specific 

procedure for documenting student attendance.  
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TARDINESS  

  

All students are to be in class on time and prepared with the necessary 

materials/assignments.  If students are tardy, the student(s) should have a note from the 

campus principal’s office indicating tardiness.  Please keep a record for the teacher of 

any tardiness.  

  

 

 

VISITORS  

  

ALL visitors must report to the campus principal’s office prior to entering your classroom.  

  

 

STUDENT CONDUCT  

  

Each student is expected to respect his fellow students and all campus staff.  Students 

must walk, not run, in hallways and classrooms.  Fighting, possession of tobacco 

products and/or use, possession of non-prescription and/or use, possession of 

prescription medications and/or use, possession of illegal substances/drugs and/or use, 

and possession of weapons are prohibited.  

  

 

DISCIPLINE  

  

Substitute teachers should utilize guidelines for good discipline (see page 7).  However; if 

the methods are ineffective, contact the campus principal’s office immediately if a 

severe discipline issue should arise.  

  

 

MEDICAL EMERGENCY  

  

Any student who becomes ill or suffers a minor injury under your supervision is to be 

given a pass and sent to the campus nurse’s office.  In the case of serious injury or 

illness, remain with the student and send someone for the campus principal and/or 

nurse.  An emergency kit containing latex gloves for use when blood and/or bodily 

fluids are involved can be obtained from the school nurse.  A kit is usually also kept in 

each classroom.  

 

 

EMERGENCY PROCEDURES  

Policies CKC, CKD  

All employees should be familiar with the safety procedures for responding to 

emergencies, including a medical emergency. Employees should locate evacuation 

diagrams posted in their work areas and be familiar with shelter in place, lockout, and 
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lockdown procedures. Emergency drills will be conducted to familiarize employees and 

students with safety and evacuation procedures. Each campus is equipped with an 

automatic external defibrillator. Fire extinguishers are located throughout all district 

buildings. Employees should know the location of these devices and procedures for their 

use.  

  

SCHOOL CLOSING  

  

Notice of the closing of school due to inclement weather or other emergency will be 

posted on the district’s webpage, www.mtvernonisd.net, and announced by local 

television and radio stations as soon as possible.  

  

 

STUDENT RECORDS  

  

Student records are considered private and confidential and should be kept secure at 

all times.  Please keep grade books and testing materials/information with you or locked 

in an appropriate place in the classroom.  

  

 

LEAVING CAMPUS  

  

All campus staff, including substitute teachers, are requested to obtain permission from 

the campus principal’s office if it becomes necessary for you to leave the campus at 

any time during the regular school day.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
              

http://www.mtvernonisd.net/
http://www.mtvernonisd.net/
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Mission Statement, Goals, and Objectives 

Policy AE  

 

Mission Statement 

The Mount Vernon Independent School District, in its uncompromising commitment to 

academic excellence, and in partnership with parents, community, faculty, and staff, 

will secure for every student an exceptional academic program that helps each 

student: 

1. Become a lifelong learner  

2. Be committed to responsible citizenship, provide service to others and practice 

ethical attitudes, beliefs, and behaviors. 

3. Maximize his/her learning potential  

4. Develop intellectually, emotionally, socially, and physically  

5. Become productive and cooperative members of the world through technology  

 

Strategic Objectives  

1. Student achievement: The district will create an innovative system of learning with 

collaboration from staff, parents, and community that allows each and every 

student to realize their own unique abilities  

2. Partnership with Community: The district will actively involve members of the 

community as partners to ensure the physical, emotional, social, and cultural 

well-being of every student through programs of mentoring, tutoring, and 

parenting.  

3. Partnership with Parents: The district will actively involve parents as partners in the 

education of our students through planning, information sharing, and program 

designing to provide a safe and productive learning environment.  

4. Resource Management: The district will provide planning for effective and 

efficient facilities that are conducive to a safe and secure learning environment 

that is related to each student’s learning abilities and guarantee the resources 

necessary to fulfill this mission.  

5. Personnel: The district will attract, retain, and develop the highest quality 

personnel including faculty, staff, and administration.  

 

Vision Statement:  "Together We Can Achieve Excellence"  
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GUIDELINES FOR GOOD DISCIPLINE  
  

A firm, consistently positive manner combined with a well-planned instructional 

program will help to create a good classroom environment and establish 

rapport with the students.  

Some basic rules to establish a good relationship with the students and to 

minimize disciplinary problems are:  

  

1. Guard against making remarks which would discredit students in front of 

peers.  

2. Never leave a classroom unsupervised.  If you must leave the classroom, 

notify the teacher nearest you until you can make arrangements with the 

campus principal’s office for someone to supervise the class.  

  

3. Pace your instruction in order to keep students interested and involved.  

  

4. Use intelligence, patience, and understanding when dealing with each 

student.  

  

5. Demonstrate genuine interest in each student, maintaining a positive 

attitude and sense of humor.  

  

6. Assert your authority with dignity and deliberate judgment without 

creating a situation which might lead to a challenge of your authority.  

  

7. Punish only the misbehaving student, never the entire class.  In cases of 

misconduct and insubordination when ordinary disciplinary methods 

prove to be ineffective, contact the campus principal’s office 

immediately for assistance.  
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DISTRICT DIRECTORY 

   

Administration, District Phone     903-537-2546 

 

Dr. Jason McCullough, Superintendent  

Chandra White, Assistant Superintendent  

Pam VanDeaver, Finance Director  

Anthony Eilers, Technology Director  

Craig Watson, Special Services Director  

Jennifer Sumrow, Student Services Director  

Bobby Thompson, Operations Director  

Shelly Black, Cafeteria Director  

Max Cannaday, District Police Officer  

 

 

Campus  
 

Jason Glover, High School Principal    903-537-9801  

Michael Hammonds, High School Assistant Principal   903-537-9802 

  

Dr. James Payne, Middle School Principal    903-537-9701 

Derek Tyson, Middle School Assistant Principal    903-537-9601 

  

Rhonda Orren, Elementary Principal     903-537-9501 

Shane Thedford, Elementary Assistant Principal    903-537-9502 

  

 

District Contacts  

  

Elementary Sub Contact, Maria Martinez    903-537-9500 

 

Middle School Sub Contact, Cande Arzola   903-537-9600 

 

High School Sub Contact, Heather Bales    903-537-9800 

 

Cafeteria Sub Contact, Shelley Black     903-537-9909 

 

Transportation/Maintenance/Custodian, Bobby Thompson 903-537-9915 

 

Human Resources/Payroll, Melody Pope    903-537-9906 

 

 


