
Groesbeck I.S.D. Substitute Training

Groesbeck ISD is a rural 3A district in central Texas. The community consists of the towns 
of Groesbeck, Thornton, and Kosse and the surrounding area including ranch and 
farmland. Groesbeck ISD is one of the oldest school districts in Texas and is located near 
historic 
Fort Parker. Groesbeck is home to a coal-based power plant, various small mining 
enterprises, and manufacturing industries. 
Groesbeck ISD has four campuses that serve approximately 1500 students from 
pre-kindergarten through twelfth grade. Students have the opportunity to participate in a 
variety of extra-curricular activities including athletics, band, theater, academic 
competitions, and student-led organizations such as FFA and Student Council.



Welcome!  

Thank you for your interest in becoming a substitute teacher in 
Groesbeck ISD.  We need quality individuals who are willing to come 
to work in our classrooms with our students and staff.  

To complete this training, please read each of the following slides 
carefully and watch the embedded videos.  

At the end, you will be asked to complete a short test over the 
material presented.  It’s not hard, but you must make a 70 to pass.



 

                                                                

                     

H.O.  Whitehurst Elementary
801 S. Ellis

Groesbeck, TX  76642
254-729-4104

Principal:  Kimberly Carter

Asst. Principal:  Kristen Curry

Counselor:  Elizabeth Wright

Secretary:  Tracy Anderson

Teacher Work Hours:  7:30AM - 4:00PM

H.O. Whitehurst Elementary has approximately 508 students in Pre-K through 3rd grade.



                                       ENGE WASHINGTON INTERMEDIATE SCHOOL
803 South Ellis

Groesbeck, TX  76642
254-729-4103

Enge-Washington Intermediate School has approximately 350 students in 4th through 6th grade. 

Principal:  Kelley Young

Asst. Principal:  Janis Royal

Counselor:  Brandi Urban

Secretary:  Shelby Anderson

Teacher Work Hours:  7:30AM - 4:00PM



GROESBECK MIDDLE SCHOOL
410 Elwood Enge

Groesbeck, TX  76642
254-729-4102

Principal:  Evan Ditmore

Counselor:  Marvin Pettis

Secretary:  Josefina Gonzalez

Teacher Work Hours:  7:30 AM - 4:00 PM

Groesbeck Middle School serves approx. 275 students in 7th and 8th grades.  Students are able to 
participate in a full range of academic courses as well as Art, Music, Ag, Band, and Athletics.



Principal:  Dr.  Bonnie Bomar

Assistant Principal:  Dr. Staci Kirk                               

Counselors:  Krystal Swinnea
                        Sarah Bush

Secretary:  Valerie Henson

Teacher Work Hours:   7:30AM - 4:00PM 

GROESBECK HIGH SCHOOL
1202  North Ellis

Groesbeck, TX.   76642  

254-729-4101

Groesbeck High School serves approx. 450 students in 9th- 12th grade.  Students are able to 
participate in a full range of academic courses- Regular, Honors, and Dual Credit. In addition, 
students may enroll in Art, Music, Career and Technical Education, Band and Athletics.  
Many extra-curricular clubs and organizations are also available.



Dress and Grooming
Employees are expected to dress professionally and appropriately for their job position in the 
district.  Sweatpants, tank tops, flip flops (shower shoes), and revealing dress are inappropriate 
during the school day at any time for the district employees.  Leggings may not be worn as 
pants, but maybe worn with a shirt/dress that is no more than 3 inches above the knee.  
Frayed, worn, or tattered clothing is unacceptable.  Blue jeans or jean material clothing may be 
worn, but again may not be tattered or have holes in them.  

Hair for district employees (including facial hair) must be neat and clean in appearance, be of 
natural color, and should not attract unfavorable attention that is disruptive to the educational 
environment.  Beards and mustaches must be neat, clean, and closely trimmed.  

If you accept an assignment for a special class such as 
physical education, you may dress appropriately for the 
assignment. Shorts and/or tank tops are not allowed.



Face Coverings

At this time, face coverings are not required for Students or Staff.   You may 
wear a face covering if you choose.  If transmission rates increase, we will 
follow directives put forth by TEA and the CDC.



Procedures and Expectations
•Arrival Times

Please follow the campus schedule.  Try to arrive early so that you can get checked in and be ready 
for the upcoming day. If you know the teacher has a morning or afternoon duty, you will need to be 
prepared to fill that duty position.

•Cell Phone Usage

Cell phone usage, including calls, texting, or internet usage is prohibited during times of student 
instruction or supervision. When you check-in for an assigned shift, you will be asked to provide 
your cell phone number which may be needed during an emergency.

•Additional Duties

You may be assigned other duties including lunch duty or bus duty.  There may also be a chance 
that you will be asked to cover another teacher's class during a conference period.

•Daily Procedures

Please follow the plans left by the teacher.  Ask neighboring teachers or an administrator for help if 
you have any questions.  Do not be afraid to ask!  Campus staff are always willing to assist.  



Procedures and Expectations - Continued

It is essential that the regular teacher be fully aware of classroom activity during your 
assignment. It is the substitute’s responsibility to collect all assigned written work. You 
should leave a report on attendance for the teacher as well as with the attendance 
secretary. A written report on what the students accomplished, how the class 
responded and any problems you encountered should be left for the teacher. If you 
were not provided with adequate plans, work materials, or anything else needed, you 
should report this fact to the classroom teacher and the principal. If you were not able 
to follow lesson plans, if an assignment could not be completed or if you had to 
rearrange schedules, leave a note explaining why. Substitutes will be required to 
complete the Substitute Report Form at the end of each day worked. (Reference 
Handbook)



Policies

● Groesbeck ISD has some of the best students anywhere. Our students are 
well-behaved and polite. Having said that, we also know that all students push 
the limits at times.

● Please follow the plans that are left by the teacher. Students may tell you to do 
things differently than instructed by the teacher. Always follow what the teacher 
has left.

● To begin, introduce yourself to the students (you may want to write your name 
on the board)

● Set clear expectations for how you want the students to behave.
● Computers and cell phones should only be used if outlined in the teacher's 

lesson plans.
● Student cell phones should remain out of sight and silent.



Discipline
One area that often challenges substitute teachers is student discipline.  Each teacher, as well 
as each campus, has a discipline policy. Here are a few tips:
● It is ok to say NO!
● You are the adult in the classroom.
● It is much easier to loosen the rules than to tighten the rules.
● Keep the students engaged and on task.  A busy student has less opportunity to cause a 

disruption.  
● Encourage and engage in positive interactions.
● Respond appropriately to student behavior.  
● Avoid power struggles. Do not engage in an argument with a student.
● If you need assistance, call the front office for an administrator or talk to a neighboring 

teacher.
● Click on "next" to watch the video to learn some quick and helpful classroom 

management tips.



Classroom Management with Love and Logic

m/watch?v=HkiOhttps://youtu.be/HkiOGP0jTQYGP0jTQY

https://www.youtube.com/watch?v=HkiOGP0jTQY


Confidentiality

As a school employee you may learn confidential information about students and 
families. You may not discuss this information with others. Revealing confidential 
information about a student to other students, the general public, or anyone who is not 
an appropriate school official who has a vested interest in a student will cause you to be 
permanently removed from the substitute list.



Outcry of Abuse, Neglect, or Self Harm

•If a student tells you about a situation in which he or she was harmed or 
neglected, talk with the school administrators or counselors prior to 
leaving campus on that day. One of these individuals will work with you 
to make the legally required report to Child Protective Services or local 
law enforcement. As school employees, we are required by law to make 
a timely report of any suspected abuse or neglect.

•If a student tells you that he or she is considering harming him or 
herself, tell the school counselor immediately. We have protocols in place 
to intervene and ensure that our students are safe and protected.



Hall Passes

● Students are to remain in the classroom. Students should not 
be allowed to go to another teacher's classes without written 
permission from the other teacher.

● If a student does have permission to leave the classroom, 
he/she should have a signed and dated pass.  

● If a student leaves the room without permission or is gone 
longer than expected, contact the office.

● Do not release a student unless the office contacts you.



General Information
•Student Dress Code - Teachers (as well as substitutes) are responsible for enforcing the student 
dress code.  Violators should be sent to the office.

•Attendance Records - One of the important responsibilities of the substitute teacher is to keep 
accurate attendance and know the whereabouts of his or her students at all times. Submit 
attendance information to the office as directed.

•Student Illness/Medications - If a student becomes ill or is injured, contact the office.  Do not 
administer medications to students; the nurse or designated and trained individuals will 
dispense medications.

•Lesson Plans - Follow the lesson plans left by the teacher.  Look for seating charts, special 
programs lists, or special instructions.  Students should be busy throughout the class period.

•Movies/ Projects - Do not bring a movie from home to show to students; this is a violation of 
copyright law.  Your attention should be directed to the students.  Please refrain from working 
on personal projects during your time in the classroom.

•Fire Drills - Most fire drills are planned ahead of time and announced to teachers. Familiarize 
yourself with the exit plans for the classroom. Take a copy of your class roll with you when leave 
the room.  Please refer to the drill manual posted near the door



Safety--Our Top Priority

•We fully recognize that our families have entrusted us with their children, 
and that we are responsible for the safety and well-being of our students. 
As a substitute teacher, you are a part of the team of individuals who cares 
for these students.

•We have a number of safety plans and protocols in place to protect our 
students as well as the adults in our building.



Cleaning and Disinfecting
We have established enhanced cleaning protocols to prevent the spread of contagious illness in 
our buildings and vehicles. 

Custodial personnel wipe down all hard surfaces daily.

We will ramp up cleaning procedures if the county levels of infection rise.  

Germ Blast is a company we pay to come in on a schedule to spray our buildings.  

If the Community Infectious levels rise, school desks must be cleaned between classes. You will 
need to utilize the provided cleaning materials and wipe down the desks in the classroom 
between classes.

If you have a student who appears to be ill, please notify the school office immediately. The 
school nurse will evaluate the student and take the appropriate action. If necessary, you may be 
asked to relocate to another classroom so that the custodians can disinfect the space.



Arrival/Dismissal Protocols

● Each campus has established procedures for the arrival 
and dismissal of students. As a substitute you may be 
asked to supervise one or both of these activities. 

● Please familiarize yourself with these procedures and the 
entrances and exits used by bus riders and car riders.

● Do not dismiss students early or allow individual students 
to leave the classroom without being contacted by the 
school office.



Fire and Safety Drills

Each campus regularly practices safety drills. These drills are 
planned and announced to staff. Please familiarize yourself with 
the exit route for a fire drill and the procedures for a severe 
weather drill. Campuses will also practice lock-down and lock-out 
drills. If you are working on a day that one of these drills will be 
practiced, you will be given instructions about what to do. 



Extreme Emergency on Campus
We do not expect an extreme emergency on our campuses. In fact, we are much more likely to 
have a severe weather emergency or a power outage than an outbreak of extreme violence, but we 
want you to have this information.

In the event that we experience an extreme emergency on campus, such as an active shooter, we 
follow the Run, Hide, Fight protocol.

If you and your students can exit the building safely, do so. Stay together and quickly and quietly 
leave the building. Regroup outside with school administrators and emergency personnel.

If you cannot exit the building safely, hide within the classroom by locking and  barricading the 
door, turning off the lights, and sitting quietly together where you cannot be seen.

As a last resort, prepare to fight and defend yourself. Have your students also prepare to fight. You 
may use anything you can find to protect yourself and your students. 



General Guidelines

● Everyone within the building shares responsibility for 
having a safe and supportive environment. As a substitute 
teacher you also have a part to play.

● Never leave students alone without adult supervision.
● Report any unusual behavior to the office.
● If you see an unknown person in the school, notify the 

office immediately.  School personnel all wear ID badges. 
● Enforce school rules and safety procedures.



Classroom Environment

Each one of us experiences stressful situations, and we react to these 
situations in different ways. Our students often arrive at school having 
experienced a stressful situation or a trauma. The Texas Education 
Agency has worked to create a video series to help school personnel 
understand and respond to students who have experienced trauma.

As a part of Substitute Teacher Training, you will watch video 5 in this 
series: Developing a Positive Classroom Culture. Our teachers and school 
personnel have watched the entire series.



Developing A Positive Classroom Culture

https://www.youtube.com/watch?v=g4P_mSFj2DM

https://www.youtube.com/watch?v=g4P_mSFj2DM


District Paperwork
Do we have all your paperwork?

● We must have all of your paperwork on file before you can begin work as a substitute.
● Application--Available at https://groesbeckisd.tedk12.com/hire/index.aspx
● Background Check by fingerprinting. You will receive a link from Teresa Battrick to make your 

appointment.  Please note, if you have been fingerprinted for a school district, you will not 
need to be re-fingerprinted.

● Employment Forms are online.  These will be requested after the hiring process.  These will 
include W-4, I-9 and I-9 supporting documents, direct deposit form (GISD requires direct 
deposit), and other necessary forms.

● Groesbeck ISD does not pay social security.  We participate in a deferred compensation plan.  
(I.R.C. Section 457)

Please call Teresa Battrick at 254-729-4136 or email t.battr@groesbeckisd.net  if you have 
questions.

https://groesbeckisd.tedk12.com/hire/index.aspx
mailto:t.battr@groesbeckisd.net


Pay Rate
Substitute Teacher
Non-Certified = $80.00 per day / $100.00 a day after 15 consecutive days/same teacher
Certified = $90.00 per day / $150.00 a day after 15 consecutive days/same teacher
 
Substitute Aide    $70.00 per day / $80.00 a day after 15 consecutive days/same aide
 
Substitute Bus Driver  $15.00 per hour
 
Substitute Custodial  $10.00 per hour
 
Substitute Cafeteria  $10.00 per hour
 
Substitute Maintenance  =  $10.00 per hour
Pay rates are subject to change.  Visit https://www.groesbeckisd.net/193408_2 to view the GISD 
Salary Schedule.

https://www.groesbeckisd.net/193408_2


Payroll Dates

Payday is on the 20th of the month. 

Unless, the 20th falls on a weekend 
then it will be the Friday before.  If the 
20th is during an extended holiday, 
then payday will be the day school is 
dismissed for the extended holiday.



https://forms.gle/4mGhRHqECn1aFSQc7

To take the final test, please click on the link below:

https://forms.gle/4mGhRHqECn1aFSQc7

