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Equal Opportunity Policy Statement 

 
Snyder ISD does not discriminate on the basis of sex, handicap, race, color, and/or 
national origins in its educational programs. Admission into career programs is 
based on age, grade, interest, aptitude and ability. Lack of English language will not 
be a barrier to admission and participation in any educational program. 
 
It is the policy Snyder ISD not to discriminate on the basis of race, color, national 
origin, gender or handicap in its vocational programs, services or activities as 
required by Title VI of the Civil Rights Act of 1964, as amended; Title IX of the 
Educational Amendments of 1972; and Section 503 and 504 of the Rehabilitation 
Act of 1973, as amended. Snyder ISD will take steps to ensure that lack of English 
language skills will not be a barrier to admission and participation in all educational 
programs and services. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



Forward 
 

This handbook contains general guidelines to follow in becoming acquainted with 
policy and procedures used in substitute teaching in the classrooms of the Snyder 
Independent School District.  The district believes that most problems can be 
avoided if requirements, policies, and procedures for substitute teachers are clearly 
understood. 
 
The SISD, its School Board Members, and the professional staff consider substitute 
teachers to be a vital part of the educational team.  The district realizes that in a 
system the size of Snyder, a number of teachers will be absent each day.  When it 
is necessary for a teacher to be absent, it is essential that classroom instruction 
continue without interruption.  Without competent and dedicated substitutes 
teachers our students would be at a disadvantage.  The district encourages 
substitutes to respond positively when called upon, work diligently throughout the 
day, and conduct yourself in a professional manner. 
 
The substitute teacher should not have the idea that they are “filling in”, but should 
feel that they are doing the work of the classroom teacher for that day.  The district 
recognizes that the work of the substitute is difficult, so the purpose of this 
handbook is to give you every assistance in meeting that challenge. 
 
The district welcomes you to the team of regular employees and through teamwork 
Snyder ISD students will be provided the best possible opportunity for learning.  
Snyder ISD is pleased that you want to be a member of the team. 
 
The administrative staff appreciates your willingness to serve as a substitute 
teacher, and hopes you will enjoy your assignments. 
 
 
 
 
 
 
 

 
 

 
 

 



Snyder ISD 
Board of Education 

Brad Hinton, President    Ralph Ramon, Vice-President 
Doug Neff, Secretary    Lauren Collier, Member 
Ronnie Anderson, Member    Carrie Richardson, Member 
Haley Leatherwood, Member 

 
Superintendent’s Cabinet 

 
Dr. Eddie Bland, Superintendent 

Dr. Rachael McClain, Assistant Superintendent 
Clay Cade, Director of Administrative Services 

Morgan Preston, Chief Financial Officer 
Kathy Scott, Director of Instructional Services 

 
Building Administration 

 
 Snyder High School                                                3801 Austin Ave. 

(Grades 9-12)                                                                 325-574-8800 
Shaye Murphy, Principal                              Travis Gregory, Asst. Principal 
David Tate, Asst. Principal 
 

           Snyder Junior High School                                          3806 37th St. 
(Grades 6-8)                                                                    325-574-8700 
Jerry Russell, Head of Schools                           Josh Parker, Asst. Principal 
Keith Parker, Asst. Principal  Rebecca Mebane, Ass. Principal 
  
Snyder Elementary                                               3601 El Paso Ave. 
(Grades PreK--3)                                                            325-574-8600 
Canita Rhodes, Principal                      Rode Merryman, Asst. Principal 
Courtney Boyd, Asst. Principal 
  
Snyder Intermediate               3300 El Paso Ave. 
(Grades 4-5)                                         325-574-8650          
Katy Cade, Principal                               
Thad Myers, Asst. Principal 

 
 
 

 



General Information 
1. Substitutes are called by the WillSub program (not the principal or the teacher).  

Only the substitutes with complete documentation on file with Human Resources 
will be placed on the approved list. 

 
2. Substitutes who are new to the community or who have not substituted before 

may find it helpful to determine grade levels which are most desirable to teach 
and call the building principals and arrange a meeting. 

 
3. When accepting a sub position, please carefully record your assignment: the 

campus, the date, and for whom you will sub. When arriving at the school, report 
to the designated staff member in the office to inform him/her of your arrival. 

 
4. When teachers have made a commitment to a substitute, it should be 

remembered that the principal, the teacher who is absent, and the students are 
relying on the substitute to be there.  If an emergency occurs, making it 
impossible to report, please call the substitute clerk immediately. 

 
5. Substitutes should make a reasonable effort to respond to all calls for substitute 

teaching. 
 

6. It is the responsibility of the substitute teacher to become familiar with the 
individual campus policies and procedures for dealing with discipline problems 
before administering any form of discipline. 

 
7. Since the need for substitute teachers cannot always be anticipated one or more 

days in advance, it is advantageous to the school district and to the persons on 
the substitute list for substitute teachers to be prepared to work on short notice. 

 
8. Substitute teachers must be particularly understanding in his/her attitude toward 

the absent teacher.  A teacher rarely knows in advance when he/she will be 
absent.  For this reason the room and the work may not be as adequately 
prepared as the teacher might wish.  It would be unfair to form an opinion based 
on this.  It would be extremely unprofessional to voice such an unfavorable 
opinion of an absent teacher, thereby damaging his/her reputation. 

 
 
 
 



9. A substitute taking full-time employment outside the school system and desiring 
to stop substituting, should call the Administration Building (574-8900) and speak 
to Clay Cade to have his/her name deleted from the substitute list. 

 
10. Substitute teachers are expected to hold in professional confidence any 

information about the school (pupils, teachers, parents and principal), which 
might be gained while substituting. 

 
11. Only the WillSub program or SISD Human Resources will call substitutes. A 

SUBSTITUTE CANNOT ACCEPT AN ASSIGNMENT FROM ANYONE ELSE. 
 

12. Mondays and Fridays have an increased level of absences.  Since there is an 
increased need for substitutes on these days, it would be greatly appreciated if 
all substitute teachers would be available to work on these days. 

 
Please abide by the following: 

● be early to your assignment 
● do not plan on leaving during a conference period as you may be asked to 

fill-in elsewhere 
● you are the teacher; do not sit; do not read books; be active 
● do not take electronics devices on campuses 
● enter assignment with eagerness and a smile 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Requirements for Substitutes 
  

All Positions 
● Sixty college hours preferred 
● At least eighteen years of age (PK-5) 
● At least twenty-one years of age (6-12) 
● Of good moral character 

Document Requirements for Substitute File 

● Copy of teaching certificate, if applicable 
● Official transcript of highest education completed (even if no degree issued) 
● Copy of a high school diploma or equivalent, if transcript is not available 
● ALL personnel forms completed through DocuSign 
● Fingerprinting Completed 

  

Retired Teachers 

Substitute teachers who are drawing Teacher Retirement benefits are eligible to 
substitute an unlimited amount of days.  There is no longer a limit to days taught 
according to the Teacher Retirement System of Texas.  However, substitute teachers 
who are on disability, can only teach 90 days in a school year. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



Responsibilities of the Substitute Teacher 
Substitute teachers are valuable members of the instructional staff of the Snyder 
Independent School District.  They fill a great need and perform an important service to 
the education of students.  To make the substitute’s stay in any school as pleasant, 
profitable and effective as possible, the following guidelines have been developed. 
  
In order to achieve maximum benefits for students, substitutes are expected to do the 
following: 
  

1. Observe the normal teaching day.  MAKE SURE TO CHECK IN WITH THE 
CAMPUS OFFICE UPON ARRIVAL ON THE ASSIGNED CAMPUS. 

2. Follow the plans of the classroom teacher. 
a. Locate and check the regular classroom teacher’s mailbox for any lesson 

plans or notes that are to be followed. 
b. Obtain a classroom key or request a custodian to unlock the room. 
c. Leave a record of complete and uncompleted work. 
d. If in doubt about plans or procedures, consult other teachers at the same 

grade level or the principal. 
e. Make sure before leaving for the day all work/teacher’s lesson plans are 

completed, the classroom left in order and keys returned. 
  

3. Perform the same duties assigned to the classroom teacher, such as supervision 
of: 

a. Halls and corridors at the beginning and end of school. 
b. Lines in halls to and from classrooms or rest rooms. 
c. Activities on playgrounds or physical education. 
d. Any other regular classroom or school duty. 

  
4. Check the student’s work daily and leave the corrected work for the classroom 

teacher to review upon her/his return. 
a. Written work should not be assigned and left to be graded except at the 

request of the regular classroom teacher. 
b. Homework should be assigned only if the regular teacher requests it. 

 
5. Keep careful record of attendance. 

a. Attendance should be checked in at the times and manner designated by 
the building principal. 

b. Names and dates of absentees and tardies should be listed. 
 
  



6. Exercise firm, but friendly control of the class. 
a. Follow the pattern of the regular teacher. 
b. Do not hesitate to ask for help from another teacher, particularly from 

those at the same grade level. 
c. Serious problems or accidents that arise should be referred to the 

principal. 
 

7. Parents seeking information or making requests should be referred to the 
principal. 

 
8. Treat as confidential any information learned about pupils.  Divulging information 

to unauthorized persons is deemed to be highly unethical and may have 
unfortunate results for all concerned. 

 
9. Attend any scheduled faculty or other staff development program unless 

specifically excused by the principal. 
 

10. Check with the principal regarding work for the next day, feasibility of contacting 
the regular teacher and/or problems occurring during the substitution period. 

  
Substitute teachers are not expected to be in complete agreement with all procedures, 
but discretion should be used in discussing other teachers and interpreting the 
educational program to the community. 
  
To facilitate becoming familiar with the classroom procedures or grade levels, 
appointments of school visits may be made with the principal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Texas Educators’ Code of Ethics 

  
Statement of Purpose 
The Texas educator shall comply with standard practices and ethical conduct toward 
students, professional colleagues, school officials, parents, and members of the 
community and shall safeguard academic freedom. The Texas educator, in maintaining 
the dignity of the profession, shall respect and obey the law, demonstrate personal 
integrity, and exemplify honesty and good moral character. The Texas educator, in 
exemplifying ethical relations with colleagues, shall extend just and equitable treatment 
to all members of the profession. The Texas educator, in accepting a position of public 
trust, shall measure success by the progress of each student toward realization of his or 
her poten-tial as an effective citizen. The Texas educator, in fulfilling responsibilities in 
the community, shall cooperate with parents and others to improve the public schools of 
the community. (19 TAC 247.1(b)) 

Professional Standards 
1. Professional Ethical Conduct, Practices, and Performance 
Standard 1.1        The educator shall not intentionally, knowingly, or recklessly 
engage in deceptive practices regarding official policies of the school district, 
educational institution, educator preparation program, the Texas Education 
Agency, or the State Board for Educator Certification (SBEC) and its 
certification process. 
Standard 1.2        The educator shall not knowingly misappropriate, divert, or 
use monies, personnel, property, or equipment committed to his or her charge 
for personal gain or advantage. 
Standard 1.3        The educator shall not submit fraudulent requests for 
reimbursement, expenses, or pay. 
Standard 1.4        The educator shall not use institutional or professional 
privileges for personal or partisan advantage. 
Standard 1.5        The educator shall neither accept nor offer gratuities, gifts, or 
favors that impair professional judgment or to obtain special advantage. This 
standard shall not restrict the acceptance of gifts or tokens offered and 
accepted openly from students, parents of students, or other persons or 
organizations in recognition or appreciation of service. 
Standard 1.6        The educator shall not falsify records, or direct or coerce 
others to do so. 
Standard 1.7        The educator shall comply with state regulations, written 
local school board policies, and other state and federal laws. 
Standard 1.8        The educator shall apply for, accept, offer, or assign a 
position or a responsibility on the basis of professional qualifications. 



Standard 1.9        The educator shall not make threats of violence against 
school district employees, school board members, students, or parents of 
students. 
Standard 1.10      The educator shall be of good moral character and be 
worthy to instruct or supervise the youth of this state. 
Standard 1.11      The educator shall not intentionally or knowingly 
misrepresent his or her employment history, criminal history, and/or disciplinary 
record when applying for subsequent employment. 
Standard 1.12      The educator shall refrain from the illegal use or distribution 
of controlled substances and/or abuse of prescription drugs and toxic inhalants. 
Standard 1.13      The educator shall not be under the influence of alcohol or 
consume alcoholic beverages on school property or during school activities 
when students are present. 
Standard 1.14      The educator shall not assist another educator, school 
employee, contractor, or agent in obtaining a new job as an educator or in a 
school, apart from the routine transmission of administrative and personnel 
files, if the educator knows or has probable cause to believe that such person 
engaged in sexual misconduct regarding a minor or student in violation of the 
law. 
 
2. Ethical Conduct toward Professional Colleagues 
Standard 2.1        The educator shall not reveal confidential health or 
personnel information concerning colleagues unless disclosure serves lawful 
professional purposes or is required by law. 
Standard 2.2        The educator shall not harm others by knowingly making 
false statements about a colleague or the school system. 
Standard 2.3        The educator shall adhere to written local school board 
policies and state and federal laws regarding the hiring, evaluation, and 
dismissal of personnel. 
Standard 2.4        The educator shall not interfere with a colleague’s exercise 
of political, professional, or citizenship rights and responsibilities. 
Standard 2.5        The educator shall not discriminate against or coerce a 
colleague on the basis of race, color, religion, national origin, age, gender, 
disability, family status, or sexual orientation. 
Standard 2.6        The educator shall not use coercive means or promise of 
special treatment in order to influence professional decisions or colleagues. 
Standard 2.7        The educator shall not retaliate against any individual who 
has filed a complaint with the SBEC or provides information for a disciplinary 
investigation or proceeding under this chapter. 
3. Ethical Conduct toward Students 



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

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

(ii)         the subject matter of the communication; 

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

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

(v)         whether the communication was sexually explicit; and 



(vi)    whether the communication involved discussion(s) of the physical 
or sexual attractiveness or the sexual history, activities, preferences, or 
fantasies of either the educator or the student. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STANDARDS OF CONDUCT 
Each District employee shall perform his or her duties in accordance with state and 
federal law, District policy, and ethical standards.  [See DH(EXHIBIT)] 
Each District employee shall recognize and respect the rights of students, parents, other 
employees, and members of the community and shall work cooperatively with others to 
serve the best interests of the District. 
An employee wishing to express concern, complaints, or criticism shall do so through 
appropriate channels.  [See DGBA] 
 
VIOLATIONS OF STANDARDS OF CONDUCT 
Each employee shall comply with the standards of conduct set out in this policy and with 
any other policies, regulations, and guidelines that impose duties, requirements, or 
standards attendant to his or her status as a District employee.  Violation of any 
policies, regulations, or guidelines may result in disciplinary action, including termination 
of employment.  [See DCD and DF series] 
 
WEAPONS PROHIBITED 
The District prohibits the use, possession, or display of any firearm, illegal knife, club, or 
prohibited weapon, as defined at FNCG, on District property at all times.  
 
EXCEPTIONS 
No violation of this policy occurs when the use, possession, or display of an otherwise 
prohibited weapon takes place as part of a District-approved activity supervised by 
proper authorities.  [See FOD] 
 
ELECTRONIC MEDIA 
Electronic media includes all forms of social media, such as text messaging, instant 
messaging, electronic mail (e-mail), web logs (blogs), electronic forums (chat rooms), 
video-sharing websites, editorial comments posted on the Internet, and social network 
sites.  Electronic media also includes all forms of telecommunication, such as landlines, 
cell phones, and web-based applications. 
 
USE WITH STUDENTS 
In accordance with administrative regulations, a certified or licensed employee, or any 
other employee designated in writing by the Superintendent or a campus principal, may 
use electronic media to communicate with currently enrolled students about matters  
 
 
 



within the scope of the employee’s professional responsibilities.  All other employees 
are prohibited from using electronic media to communicate directly with students who 
are currently enrolled in the District.  The regulations shall address:0) 
1.        Exceptions for family and social relationships; 
2.        The circumstances under which an employee may use text messaging to 
communicate with students; and 
3.        Other matters deemed appropriate by the Superintendent or designee. 
Each employee shall comply with the District’s requirements for records retention and 
destruction to the extent those requirements apply to electronic media.  [See CPC] 
 
PERSONAL USE 
An employee shall be held to the same professional standards in his or her public use of 
electronic media as for any other public conduct.  If an employee’s use of electronic 
media violates state or federal law or District policy, or interferes with the employee’s 
ability to effectively perform his or her job duties, the employee is subject to disciplinary 
action, up to and including termination of employment. 
 
SAFETY REQUIREMENTS 
Each employee shall adhere to District safety rules and regulations and shall report 
unsafe conditions or practices to the appropriate supervisor. 
 
HARASSMENT OR ABUSE 
An employee shall not engage in prohibited harassment, including sexual harassment, 
of: 
1.        Other employees.  [See DIA] 
2.        Students.  [See FFH; see FFG regarding child abuse and neglect.] 
While acting in the course of employment, an employee shall not engage in prohibited 
harassment, including sexual harassment, of other persons, including Board members, 
vendors, contractors, volunteers, or parents.  An employee shall report child abuse or 
neglect as required by law.  [See FFG] 
 
RELATIONSHIPS WITH STUDENTS 
An employee shall not form romantic or other inappropriate social relationships with 
students.  Any sexual relationship between a student and a District employee is always 
prohibited, even if consensual.  [See FFH] 
 
TOBACCO USE 
An employee shall not smoke or use tobacco products or e-cigarettes on District 
property, in District vehicles, or at school-related activities.  [See also GKA] 
 



ALCOHOL AND DRUG USE 
An employee shall not manufacture, distribute, dispense, possess, use, or be under the 
influence of any of the following substances during working hours while on District 
property or at school-related activities during or outside of usual working hours:0. 
1.        Any controlled substance or dangerous drug as defined by law, including but not 
limited to marijuana, any narcotic drug, hallucinogen, stimulant, depressant, 
amphetamine, or barbiturate. 
2.        Alcohol or any alcoholic beverage. 
3.        Any abusable glue, aerosol paint, or any other chemical substance for inhalation. 
4.        Any other intoxicant or mood-changing, mind-altering, or behavior-altering drug. 
An employee need not be legally intoxicated to be considered “under the influence” of a 
controlled substance. 
 
EXCEPTIONS 
It shall not be considered a violation of this policy if the employee: 
1.        Manufactures, possesses, or dispenses a substance listed above as part of the 
employee’s job responsibilities; 
2.        Uses or possesses a controlled substance or drug authorized by a licensed 
physician prescribed for the employee’s personal use; or 
3.        Possesses a controlled substance or drug that a licensed physician has 
prescribed for the employee’s child or other individual for whom the employee is a legal 
guardian. 
 
NOTICE 
Each employee shall be given a copy of the District’s notice regarding drug-free 
schools.  [See DI(EXHIBIT)] 
A copy of this policy, a purpose of which is to eliminate drug abuse from the workplace, 
shall be provided to each employee at the beginning of each year or upon employment. 
 
ARRESTS, INDICTMENTS, CONVICTIONS, AND OTHER ADJUDICATIONS 
An employee shall notify his or her principal or immediate supervisor within three 
calendar days of any arrest, indictment, conviction, no contest or guilty plea, or other 
adjudication of the employee for any felony, any offense involving moral turpitude, and  
any of the other offenses as indicated below:0. 
1.        Crimes involving school property or funds; 
2.        Crimes involving attempt by fraudulent or unauthorized means to obtain or alter 
any certificate or permit that would entitle any person to hold or obtain a position as an 
educator; 
3.        Crimes that occur wholly or in part on school property or at a school-sponsored 
activity; or 



4.        Crimes involving moral turpitude, which include: 
● 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; 
● Felony possession or conspiracy to possess, or any misdemeanor or 

felony transfer, sale, distribution, or conspiracy to transfer, sell, or 
distribute any controlled substance defined in Chapter 481 of the Health 
and Safety Code; 

● Felony driving while intoxicated (DWI); or 
● Acts constituting abuse or neglect under the Texas Family Code. 

 
DRESS AND GROOMING 
An employee’s dress and grooming shall be clean, neat, in a manner appropriate for his 
or her assignment, and in accordance with any additional standards established by his 
or her supervisor and approved by the Superintendent. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



  
Time Schedule 

  
½ a.m.       7:20 a.m. – 12:00 p.m. 
½ p.m.       12:00 p.m. – 4:30 p.m. 
Full Day      7:20 a.m. – 4:30 p.m. 

 
 

Substitute Pay  
A college degreed/certified substitute………………………………………..$100.00 per day 
  
A non-college degreed substitute…………..……………………………….…$80.00 per day 
 
  
A substitute teacher who is a certified teacher and teaches in the same assignment for 
more than twenty (20) continuous school days will be paid at the daily rate of $125.00. 
  
Substitutes will be paid by direct deposit only on or about the 15th of the month following 
the month in which the substituting was done; thus, if substitution is done in October, 
payment for that work will be received on or about November 15th. 
  
Anyone substituting in a teacher aide or secretary position will be paid the rate for that 
position regardless of his or her level of education. 
    
It is advisable to keep a calendar noting the days that are worked and for whom the 
vacancy is filled.  This will assist in reconciling any differences which might arise 
concerning how many days were worked during a given month. 
 
 
 
 
 

Campus Responsibilities Toward Substitute Teachers 
  
1.   The substitute clerk shall work with the Human Resources department to 
maintain an accurate, up-to-date, approved substitute list. 
  



2.   Each teacher shall maintain a current substitute folder containing information 
pertinent to successful operation of his/her classroom.   
  
3.   Each campus principal/office staff shall provide information regarding 
employment of substitutes on WillSub’s program and/or communicate the information to 
the Human Resources department for HR/payroll purposes.  
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Instructions for Substitutes 
 
Instructions for All Campuses 

1. Sign in at front counter in the main office by 7:20 a.m. 
2. Get attendance sheets or verify attendance procedure for the day. 



3. Check teacher’s mailbox for instructions. 
4. See front office for schedule of the day and possible duties.  If unavailable, go to 

principal’s office for further direction. 
5. Make sure you understand the procedures for attendance and discipline reports. 
6. Check with principal and/or front office before leaving for the day. 
7. Substitutes are expected to be on duty for the entire school day and to perform 

the duties of the regular classroom teacher. 
8. Do not dismiss students early from class. 
9. Know the emergency procedures for the building. 
10. On Friday ONLY, you are allowed to wear jeans and a Snyder Tiger shirt or 

school colors. 
 
 
Additional Information 

● Make sure you sign in when you arrive. 
● Plan to eat “in house” unless prior arrangements have been made with the 

campus principal. 
● Don’t leave the building without checking with the front office or principal. 
● Teachers like substitutes who follow their lesson plans and leave factual notes 

regarding what happened throughout the day. 
● Don’t forget to be fair and firm with the students. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fire and Emergency Procedures 
  

The information listed below should be readily accessible to you in the classroom.  If 
you are unable to locate any of the following ask the campus principal for assistance. 
  



Please familiarize yourself with these manuals: 
  

● Emergency Procedures 
● Emergency Response Guide 
● Critical Incident Response Plan 
● A Guide to Safe Schools 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
OSHA Bloodborne-Pathogens Standards 

  
The Occupational Safety and Health Administration (OSHA) has expanded its standards 
to provide a mechanism for enforcement of universal precautions in all occupational 
settings where exposure to pathogens occurs. 



  
Each employer shall establish a written Exposure Control Plan (ECG) designed to 
eliminate or minimize employee(s) exposure.  This plan shall be made readily 
accessible to employees and updated at least annually whenever necessary. 
  
Employers shall provide hand washing facilities and appropriate antiseptic hand 
cleanser.  Employees shall ensure that the following students, co-workers, visitor’s 
contact, removal of protective equipment, and exposure incidents that appropriate hand 
washing procedures are maintained. 
  
Employers will be required to provide gloves, gowns, and other protective equipment to 
employees and are required to ensure their proper use by employees.  This equipment 
must be readily accessible. 
  
The employer shall ensure that all records required as a result of these standards shall 
be made available to OSHA upon request. 
  

Methods of Compliance 

General.  Universal precautions shall be observed to prevent contact with blood or other 
potentially infectious materials.  Under circumstances in which differentiation between 
body fluid types is difficult or impossible, all body fluids shall be considered potentially 
infectious materials. 
 
 
 
 
 
 
 
 
 
 
 

 
Hints on Classroom Management 

 
● Quickly learn and use the students’ names. 



● Begin the day strictly and firmly.  Students need to know that you can and will 
control the situation. 

● Promptly establish your rules - keeping them few, and your expectations - 
keeping them positive. 

● Maintain an established routine as much as possible.  Begin classes on time and 
dismiss them at the proper time. 

● Be positive!!  Try to see that every student has some success or praise each day. 

● Keep students on task. 

● Have an alternate plan in the event adequate lesson plans are not provided. 

● With elementary students, encourage them to make the regular teacher proud of 
them. 

● With older students, use eye contact - be firm and directed.  Use nonverbal 
directions where possible.  Avoid personal confrontations. 

● Be willing to admit mistakes. 

● NEVER STRIKE A STUDENT! 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tricks of the Trade 
 

 



No seating chart? 
Pass back a piece of paper for each row or table. Have students sign.  Inform 
students you use this for attendance, reports to teachers, grades, and etc.  That 
will prevent “name changing.”  You do have to turn this in. 

 
Supplies? 

You have the right to use the teacher’s supplies, but you may feel uncomfortable 
going through a person’s desk.  Carrying your own “desk” helps.  It could include 
supplies, supplemental lessons, brainteasers, puzzles, and/or personal items.  
Respect the privacy of the teacher you are substituting for. 
 

No lesson plans? 
Yell for help from the lead teacher, principal, or nearest teacher to your 
classroom.  They are there to help.  If you have questions on the lesson plans, 
refer to your principal for further guidance. 
 

Sick child? 
If a child complains that they are sick and need to go to the nurse or call home, 
do several things before you let them leave the room. 

a. Assess the situation!  If they are really sick and you have no doubt, 
respond with your best judgment. 

b. If in doubt, STALL.  Feel the head for temperature, and send back to seat 
to put head down on desk (observe if they really do this).  See if they act 
sick. 

c. Dispense some TLC.  That may be all they need. 
 
 
 
 
 
 
 
 
 


