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AFFORDABLE CARE ACT

Jourdanton ISD provides health coverage to employees through TRS-ActiveCare. A district
substitute is eligible to enroll in TRS-ActiveCare if the district reasonably expects the substitute
to work at least 10 hours per week. Hours worked for other school districts are not considered
in determining whether a substitute is eligible for benefits through Jourdanton ISD.

Although the district reasonably expects substitutes to work at least ten 10 hours per week, the
district does not guarantee that you will receive ten 10 hours every week. The district’s need for
substitutes varies from week to week. In some weeks, you may not receive any assignments.
Similarly, the district understands that some weeks you may not be able to accept assignments
due to illness or other personal reasons.

It is the expectation of JISD, that substitutes are available to work a minimum of 15 full day
assignments per school year.

Substitutes who attend orientation / training in the summer will be required to enroll in or
decline medical coverage during the annual open enrollment held in August. Substitutes who
attend any other orientation / training during the year will be required to enroll in or decline
medical coverage at that time. If you decline coverage during your designated annual
enrollment, you cannot enroll again until the next plan year unless you experience a special
enrollment event.
If you elect to enroll in the medical coverage, you will be responsible for the total monthly
premium amount owed. You must submit payment for one calendar month with your
enrollment form by the designated due date. Subsequent premiums will be due on the 15" of
every month for coverage at the beginning of the following month. If the 15" falls on a weekend
or a day that the district is closed, the payment must be made the preceding business day.
Example: July enrollees will be required to submit their enrollment form and payment
no later than August 15" for September coverage. Payment for October coverage will
be due by September 15" and so on.

If you fail to make payments on time, the district will proceed with the coverage cancellation
process. Your coverage may also be canceled if you lose eligibility for TRS-ActiveCare. A
substitute who is enrolled in TRS-ActiveCare and who is then removed from 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.

Substitutes who are not interested in the medical coverage with TRS-ActiveCare must submit
a completed enrollment form indicating that they are declining coverage.

ARRIVAL / DEPARTURE TIMES

Full day substitute teacher hours are from 7:30 a.m. to 3:30 p.m. Students are allowed to begin
arriving on campus at 7:30 a.m. Morning half day hours are from 7:30 a.m. to 11:30 a.m.
Afternoon half day hours are from 11:30 a.m. to 3:30 p.m.



For bus duty, you will report to the bus loop on LaGarde Street. If an emergency arises or you
become ill before time to arrive at school, please call the campus office to leave a message and
call the principal’s cell phone number. This will enable them to find a replacement for you
before school. The phone numbers are as follows:

Justin Saunders 210-920-4479 (Cell) High School 769-2350 Ext. 5407
Sharon Neumann 210-912-1385 (Cell) Jr. High 769-2234 Ext. 5416
Devon Zamzow 830-688-9934 (Cell) Elementary 769-2121 Ext. 3863
Christina Gallegos 830-570-7913 (Cell) ECC 769-5432 Ext. 5425

CELLULAR TELEPHONE USE

All staff members and substitutes should limit personal calls during the work day. Staff
members should not interrupt instruction with cell phone usage including text messaging. Cell
phones should be on silent or meeting mode in instructional areas (inside all school buildings)
and in meetings. Generally, staff members should not hold cell phone conversations or send
and receive text messages in front of students. For extenuating circumstances that require
access to a cell phone during the day, staff members should notify his/her supervisor.

It is against the law in Texas for the drivers of vehicles transporting students to use cell phones
except in an emergency situation. In an emergency, the driver should pull off the road to make a
telephone call. This includes the transportation of students in the suburbans.

Do not allow students to use your personal cell phone and if you confiscate a student’s cell
phone, DO NOT search through the phone for messages, numbers, etc. Give the cell phone to
a campus administrator.

COMMUNICATION WITH STUDENTS

Substitute teachers should not communicate with students through text messaging, social
network sites, by cell phone or by regular phone regarding anything associated with school.

COMPUTER USE AND DATA MANAGEMENT

The district’s electronic communications system, including its network access to the Internet, is
primarily for administrative and instructional purposes. Substitutes WILL NOT be provided with
access to the district’'s computers unless they are employed for a long-term assignment and
access is needed to fulfill the assignment. In the event that access is granted, limited personal
use of the system is permitted only if the use:

e Imposes no tangible cost to the district
® Does not unduly burden the district’s computer or network resources

e Has no adverse effect on job performance or on a student’s academic performance

Electronic mail transmissions and other use of the electronic communications systems are not
confidential and can be monitored at any time to ensure appropriate use.



Employees and students who are authorized to use the systems are required to abide by the
provisions of the district’s communications systems policy and administrative procedures.
Failure to do so can result in suspension or termination of privileges and may lead to
disciplinary action. Employees with questions about computer use and data management can
contact the Technology Director.

CONDUCT AND WELFARE

All employees are expected to work together in a cooperative spirit to serve the best interests
of the district and to be courteous to students, one another, and the public. Employees are
expected to observe the following standards of conduct:

e Recognize and respect the rights of students, parents, other employees, and members
of the community.
e Maintain confidentiality in all matters relating to students and coworkers.

e Report to work according to the assigned schedule.

e Notify their immediate supervisor in advance or as early as possible in the event that
they must be absent or late. Unauthorized absences, chronic absenteeism, tardiness,
and failure to follow procedures for reporting an absence may be cause for disciplinary
action.

e Know and comply with department and district policies and procedures.

® Express concerns, complaints, or criticism through appropriate channels.

e Observe all safety rules and regulations and report injuries or unsafe conditions to a
supervisor immediately.
e Use district time, funds, and property for authorized district business and activities only

CONFERENCE PERIOD

When subbing for a staff member who has a scheduled conference period, please report to the
office for duties and assignments during that period. The conference period is part of the work
day and not a scheduled break.

DRESS CODE

Adherence to the District’s dress code is required of all substitute teachers. Substitute
teachers are in the place of a teacher and should dress appropriately.

According to District policy, the dress and grooming of District employees [including substitutes]
shall be clean, neat, in a manner appropriate for their assignments, and in accordance with any
additional standards established by their supervisors and approved by the Superintendent.
District employees shall be allowed to wear mustaches and beards. The mustaches shall not
extend below the upper lip and must be kept clean, neat, and well-groomed. Beards shall be
groomed to no longer than one inch and shall be neat, clean, and well-groomed.

In addition, because students learn by example, the district administrators have established the
following standards for staff members:



e District issued ID must be visible during school hours.

e Skirts, dresses and tops over leggings should be in good taste and no more than 3”
above the knee.

e Athletic type attire of any kind should not be worn in the classroom setting unless
approved in advance for special days by the administrators.

e No body-piercing ornaments will be allowed, with the exception of female staff
members having pierced ears.

e No tattoos will be exposed.
e Hair must be neat, well groomed, and of a normal hair color.

® Appropriate footwear must be worn with the safety of staff and students considered.
Shower thongs, beach thongs, footwear with steel toed reinforcements, hard plastics or
similar material are prohibited.

e Modesty should govern decisions for professional attire. Plunging necklines, exposed
midriffs, completely exposed shoulders and enlarged armholes are unacceptable.

e Jeans and a school spirit shirt are appropriate for instructional staff on Fridays only, with
the exception of AG and IT. Jeans of any color should fit appropriately, not be torn and
are only to be worn on Fridays.

DISCRIMINATION, HARASSMENT, AND RETALIATION

Employees shall not engage in prohibited harassment, including sexual harassment, of other
employees or students. While acting in the course of their employment, employees shall not
engage in prohibited harassment of other persons, including board members, vendors,
contractors, volunteers, or parents. A substantiated charge of harassment will result in
disciplinary action.

Employees who believe they have been discriminated against or retaliated against or harassed
are encouraged to promptly report such incidents to the campus principal, supervisor, or
appropriate district official. If the campus principal, supervisor, or district official is the subject
of a complaint, the employee should report the complaint directly to the superintendent. A
complaint against the superintendent may be made directly to the board.

The district’s policy, DIA (LOCAL), includes definitions and procedures for reporting and
investigating discrimination, harassment, and retaliation and is available through the district
website.

EQUAL EMPLOYMENT OPPORTUNITY

Jourdanton ISD does not discriminate against any employee or applicant for employment
because of race, color, religion, gender, sex, national origin, age, disability, military status,
genetic information, or on any other basis prohibited by law. Additionally, the district does not



discriminate against an employee or applicant who acts to oppose such discrimination or
participates in the investigation of a complaint related to a discriminatory employment practice.
Employment decisions will be made on the basis of each applicant’s job qualifications,
experience, and abilities.

Employees with questions or concerns about discrimination based on sex, including sexual
harassment should contact Virginia Parsons, the district Title IX coordinator. Employees with
guestions or concerns about discrimination on the basis of a disability should contact Johanna
Hagen, the district ADA/Section 504 coordinator. Questions or concerns relating to
discrimination for any other reason should be directed to the Superintendent.

FINGERPRINTING

Fingerprinting is required of all substitute teachers. Substitute teachers are not eligible to
substitute and will not be considered for the substitute list until fingerprinting requirements are
met. The cost of fingerprinting is the responsibility of the substitute. For more information on
fingerprinting, contact the superintendent’s secretary at (830) 769-5411.

If you currently have a certificate through the State Board of Educator Certification, and have
not been fingerprinted, once you complete an application with Jourdanton ISD and are
uploaded into the state system, you must follow state timelines for completing fingerprinting or
your certificate will be inactivated.
FIRE AND SAFETY PROCEDURES

e Fire and safety procedures are listed on the School Floor Plan.

e Fire alarm will sound in an evacuation drill or actual evacuation.

e TEACHERS MUST TAKE GRADEBOOK/CLASS ROSTER.

o DURING ALL DRILLS STUDENTS MUST STAY WITH YOU AND ARE NOT TO BE RELEASED TO
ANYONE WITHOUT PRINCIPAL'S APPROVAL.

o CELL PHONE USAGE BY STUDENTS IS NOT ALLOWED DURING DRILLS AND SAFETY
PROCEDURES.

e STAFF CAN USE THEIR CELL PHONE FOR INFORMATION DURING AN EMERGENCY.



LOCK DOWN:

STANDARD
RESPONSE PROTOCOL.

INTRODUCTION

Thiz document outlines The Standard Response Proto-
col (SAF) and offers guidance on incorporating this pro-
tocol into a school safety plan for crtical incident re-
sponse within indradueal schools in a school distnct.

The intent of this document is to provide basic guidance
with respect 10 local conditions and authonties. The oinby
mandate presented iz that distncts, agencies and de-
partments retain the “Terms of Art, which are actions,”
and “Directives™ defined by this protocol.

The SAP is nmarepboemwtfcrm'rfscmdaafetyplan
or program. it 12 simply a classroom response enhance-
et criical incidents, designed to provide congis-
tent, clear, shared language and actions among all stu-
daents, staff and first respondears.

As a standard, SRP i baing adopted by emengency
managers, law enforcement, school and district adminis-
trators and emergency medical serices across the
courtry. Hundreds of agencies have evaluated it and
recommendad the SRP to thousands of schools across
the US and Canada.

Mew matenals and updates can be found online at
https-Vilowvewquys. org/ The-Standard-Response-Proto-
col himi#intro
A CRITICAL LOOK
Be prepared to look at exsting plans with a cntical eye,
as often they can be descnbed as a “Directnve” of a cer-
tain “Term of Art.” For example, conducting a fire dill is
practicing a specific type of evacuation and the actions
periormed are similar in all evacuaton scenanos.
makes senze to teach and tran broader evacuabhon
technigues while testing or practicing a more =pecific
dirsctive, like evacuating to the parking lot due to a fire.
TIME BARRIERS
Time bamers or measures taken beforehand to ‘harden
the structurs’ can be an invaluable asset 10 safety, not
onty for staff and students, but also wistors to a campus
whio expact a frendhy and secure emramnment.
Time bamers are best descrbed as a phwsical bamer
that slows down the entry imto, or movement through, a
fagily. Any addiwonal delay allows trained persons to
take further protective action and gives first responders
more time 10 amve.
An esample of a ime bamer is making the extenor doors
of a building automatically lock, and could include in-
“tajhngaﬂm :Jsr.dmrpanei“ 1o prevent them from
tr‘pereg delaying an imtruder's attempt to

brea}-; |rm:+ the premises.
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THE POWER OF A LOCKED DOOR
Finally, the most powerful tme bamer In an actve as-
saillant event is a locked classmoom door The Sandy
Hook Advisory Commission Report® says this:
“The testimony and other evidence
presented to the Commission reveals that
there has never been an event in which an
active shooter breached a locked
classroom door ™
In Foundation investigations of past school shootings
where life was lost behind a locked classroom door,
some edge cases were revegled. The perpetrator in the
Red Lake, MM incident gained eniry into the classroom
by breaking through the =ide panel wandow nesxt to the
” . classmom door. In the Plat-
SRPisnota te Canyon hostage incident,
replacement... it’s  ihe pemetrator was aleady
an enhancement 10 in the moom when Jeﬁ'@o
your E‘KIS‘III"IQ safety Regional SWAT axplosively
plans.” breached the classroom
door. At Marjory Stoneman
Douglas High School, shots were fired through glass
panels in doors, but the perpetrator never entersd amy
locked classmoomes.
BEFORE YOU BEGIN
Distncts and schools typicaly have a comprehensie
safety program established and executed by a dedicated
team of safety or secunty personnal. That same Safety
Team zhould be recponsible for incorporating the SRP
into the safety plan. Including staff, students and a coun-
selor or nurse on the Safety Team can greathy increase
the buy-in and participation from all campus safety
If it was not done dunng the development of the exasting
safety plan it is highly encouraged that, while incorporat-
ing the SRP, the safety team establish contact with local
emergency Senices and law enforcement oficials as
they can help ensure safety plans will not conflict wath
expzting local emengency Senices Drotocols.

"ANAL REPORT OF THE SANDY HOOR ADWIS0RY COMMISSION
Prezsnted fo Governor Dannsl P Malloy State of Connecticut
Mareh 6, 216 - Document page 238 - Appendic A-L1

SRP K12 2023 | Varzion 4.1 | 061 5/2022



HOLD SECURE

THE STANDARD RESPONSE PROTOCOL

A crtical ingredient in the safe school recipe is the uni-

form classmom response t0 an incident at school.

Weather events, fires, accidents, imruders and other

threats to student safety are scenanos that are planned

and trained for by school and district administration and
staff.

Histoncalky, schools have taken a scemanc-based ap-

proach 1o respond t0 hazards and threats. k's not wn-

common 10 find a stapled sheaf of papers or tabbed
binder in a teacher's desk that descnbes a wansty of

things that might happen, and the specific response o

each event.

SRP IS ACTION BASED

The Standard Response Protocol is based not on indi-

widual scenanos but on the responss to any given sce-

nano. Like the Incident Cormmand System (ICS), SRP
demands a speciiic vocabulary but also allows for

flesability. The premise is simple: there are five specific
actions that can be performed dunng an incident. VWhen

communicating these actions, each s followed by a "Di-

reCinve.” BExecubon of the acton & perfiormed by actve

participants, including stedents, staff, teachers and first
responders.

o Hold iz followsd by “In your Room or Area. Clear the
Hallz™ and is the protocol wsed when the hallways
nead to be kept clear of people.

e Secure 13 followed by “Get Inoide, Lock Outside
Doors™ and is the protocol used to safeguard students
and staff within the building.

s Lockdown iz followsd by “Locks, Lights, Ouwt of
Sight” and iz the protocol wsed to secure indnidual
rooms and kesp students quist and in place.

s Evacuate may be followed by a location, and is the
protocol used to move Students and staf from one
location to a different location in or out of the bulding.

o Shelter iz always followad by the hazard and a safety
strateqy and iz the protocol for group and self-protec-
tion.

These specihc achons can act as both a verb and a

noun. If the action 15 Lockdown, & would be announced

on public address as “Lockdown! Locks, Lights, Out of

Sight.” Communication to local responders would then

be “We are in Lockdown.”

SRP K12 2023 | Verzion 4.1 | 061562022
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LOCKDOWN EVACUATE

SHELTER

ACTIONS

Bach response has specific student and staff actions.
The Bvacuate action might be followsd by a location:
“Bvacuate to the Bus Zone.” Actions can be chained. For
instance, “Bvacuate to Hallway Shelter for Earthquake.
Crop, Cover and Hold.”

BENMEFITS

The benefits of SRP become quickly apparent. By stan-
dardizing the vocabulary, all stakeholders can under-
stand the response and status of the event. For she-
dents, this provides continuty of expectations and ac-
tions throughout their educational career. For teachers,
this becomes a simpler process to train and dnll. For first
responders, the common vocabulary and protocols es-
tablizh a greater predictability that parsistz through the
duration of an incident. Parents ¢an easity understand
the practices and can reinforce the protocol. Addiionalky,
this protocol enables rapid response determination when
an unforesean event oocurs.

The protocol also alows for a more predictable senes of
actons as an event unfolds. An intruder event may start
as a Lockdown, but az the intruder is isolated, first re-
sponders may assist as parts of the school “Beacuates to
a dfferent building,” and laker “Bvacuate to the bus
zone.”

TACTICAL RESPONSES

SRP also ackn 5 that some school incidents in-
vohee a tactical response from law enforcement, and
suggests consultation with local law enforcernant regand-
ing expeactations and actons.

SEQUENCING THE ACTIONS

As you read through the Action Sactions, you'll Ses that
the actions can be sequenced as sihuations and
information i gathered. See page 29 for examples of
how this can, and has, been done.
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HOLD

IN YOUR ROOM OR AREA.

There are siuations that require students and staff 1o
remain in ther classrooms or stay out Of access areas.
For example, an alercation in the hallway may requirs
keeping students out of the halls until it is resohed. A
medical iszee may require onty one arsa 10 be clearsd,
with halls stll open in case outmde medcal assistance i
required.

There may be a need for students wha ars not in a class-
moom to proceed to an area where they can be super-
viged and remain safe.

PUBLIC ADDRESS

The public address for Hold is: “Hold in your room or
area. Clear the Hallz.” and i3 repeated twace sach time
the public addrezs iz performed. There may be a nesd 1o
add directives for students that are not in a classroom, at
lumch, or some other location where they should remain
until the Hold is Ifted.

“Hold in your rocm or arsal Clear the Halls.

Hild in your room or area. Clear the Halls.”

An example of a medical emergency would be:

“Students and staff, please Hold in the cafetena or your
room. We're attending to a medical stuation near the
offics.”

When it's been resohed:

“Students and staff, the Hold is released. All clear,

Thank you for your assistance in making this Hold work
smocthihy.”

PUBLIC ADDRESS - RELEASE

A Hold Action can be released by Public Address.

“The Hold is released. All Clear,
The Hold i= released. 2l Clear”

INCIDENT COMMAND SYSTEM
The School Incident Command Syatam should be inated.
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HOLD

In Your Room or Area

ACTIONS

Students and teachers are to remain in ther clazsroom
or area, even if there is a scheduled class change until
the all-clear iz announced.

Students and staff in common areas, like a cafetena or a
gym, may be askad to remain in those areas or move 1o
adjoining areas like a locker room.
Students and staff outside of the building should remain
outzide unless the administrabon directs otherwize.
it iz suggasted that pnor to closing the classroom door,
teachers should sweep the halbway for nearby students.
Addrionally, teachers should take attendance, note the
time, and conduwct classroom actiities as uswal.
In a high school with an open campus policy, Communi-
cate as much detal as posable to studemts who are
temporanly off-campus.
RESPONSIBILITY
Typically an administrator iz responsible for inticting a
Hold. Howesvar, amyone should e able to call for a Hold
it they observe something happening that would require
this action.
PREPARATION
Shudent, teachar, and administrator training.
DRILLS
Hold should be drlled at least once a year, O 35 mMan-
dated by state reQuiremeants.
CONTINGENCIES
Students are trained that if they are not in a classroom
they may be asked to identdy the nearest clasaroom and
join that class for the duration of the Hold.
EXAMPLES OF HOLD CONMDITIONS
The following are zome examples of when a school
mightt inmiate a Hold:

» An attercation in a halhway;

¢ A medical issue that needs attention;

e Linfinished maintenance operation in a Commaon

arza dunng clazs changes.

SAP K12 2023 | Verzion 4.1 | 06152022



SECURE

GET INSIDE, LOCK OUTSIDE DOORS.

The Securs Achon i called when theme is a threat or
hazard outside of the school bulding. Whether it's due to
violence or caminal actiity in the immediate r‘e;(g
hood, or a dangsrous animal in the playground, Securs
uses the security of the physical facilty to act as protec-
tion.

PUBLIC ADDRESS
The public address for Secure 15: “Secure! Get Inside.
Lock outside doors™ and is repeated twicae each time the
publn: address is performed.
Securg! Get Inside, Lock outside doors.

Sec:ure'_ Get Inmde, Lock outzide doors.”™

“Students and staff, the schoal is cumrentty in the Sacure
Action due to fcawse] in the neighborhood. No one is
allowed in or out of the building at this tme. Stay inside
and cortinus with your day.”

PUBLIC ADDRESS - RELEASE
A Secure Action can be released by Public Address

“The Securs iz eeazed, All Clear

The Securs is released. All Clear”

“Students and staff, the Securs is released. All clear
Thank you for your assistance with making this Securs
wiork smoothly”

ACTIONS

The Sacure Action demands banging people inko a se-
cur2 building and locking all cutside access points.
Where possible, classroom activities would continue un-
interrupted. Classes IHE? held outside would retum to
the building and, i possible, continue inside the building.
There may be occasions when students expect 0 be
able to Ie;ave the building - end of classes, job commit-
ment, etc. Depending on the condrtion, thm may have to
b ::Ieia}red urtil the area is safe.

During the training penod, it should be emphasized to
students as well as their parents that ey may be incon-
veniencad by these directives, but ther cooperation is
important to ensure their safety:

ADDIMNG A LIFECYCLE TO THE SECURE
PROTOCOL

Az a3 gitugtion evohes there may De more iNfOrmmEton
available to guu:!-e decizion making. With the Secure Pro-
tocol, there 1z the op@ion to transmon from the inmal re-
spon.,ec:f“Nﬂ oNg in Or out™ $0 SOMe access control.
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SECURE

Get inside Lock Outside Doors

NO ONE IN OR OUT

The initial directive and practice during the Secure Action
i3 10 retain students and staff within the bulding and pre-
vent entry into the building.

CONTROLLED RELEASE

An unresoheed, but not directly evident, situation at the
and of the school day may warrant a Controlled Release.
During a Controlled Release, parents or guardians may
be acked 0 pick up students rather than hawe them walk
home. Buses may run as normal, but increased monitor-
ing of the bus area should occur. There may be addition-
al lawr enforcerment presence.

MONITORED ENTRY

When there iz a percaived threat but t's not immediate,
amrances may be attended by secunty or law enforce-
ment and amyone entering the building iz more closely
monitored. Students and staff walking between buildings
or going to the parking lot might be escorted wath
heigitened awareness

SCHOOL IS SECURED

MONITORED ENTRY AND CONTROLLED RELEASE

ESCUELA BAJO PROTECCION

ENTRADA VIGILADA Y SALIDA CONTROLADA

B e e e e e e ..Q.Ei.r.j
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LOCKDOWN

LOCKS, LIGHTS, OUT OF SIGHT

Lockdown is called whan there iz a thrsat or hazand in-
side the schoal bulding. From parental custody disputes
to intruders 10 an actve assailant, Lockdown usas class-
room and school secunty actions to protect students
and staff from the threat.

PUBLIC ADDRESS

The public address for Lockdown ia: “Lockdown! Locks,
Lights, Out of Sight!” and is re-peal:ed twice each time the
pubhc address iz performed.

“Lockdown! Locks, g, Out of

Lockdown! Locks, hngri“ Dmofﬁ?n'"

ACTIONS

The Lockdown Acton dermands locking indmadual class-
room doors, offices and other securable areas, moving
occupants out of the ine of sight of comdor windows,
turning off ights to make the room seem unoccupied,
and having occupants maintain sikence.

There i no call to action to lock the building's extencr
access points. Rather, #he protocol adwizes leaving the
permeter as is. The reasoning i simple - sending staff 1o
lock outzide doors exposes them to unnecessany nzk
and inhibits first responders’ entry into the building. i the
entenor doors are already locked, leave them | bt
do have a conversation with your local responders S0
they understand and can gain access dunng a Lock-
down. The bast option is 10 have the abilty to lock and
unlock doors remiateh.

Training reinforces the practce of not opening the class-
room door once in Lockdown. Mo indicaton of occupan-
dE;cErhmld be revealed urtil first responders open the

If the location of the threat is apparent and people do not
have the option to get behind a door, it is appropnate 1o
sef-avacuate away from the threat.

INCIDENT CONMMAND SYSTEM

The Schod Incident Command System should be inmated.
RESPONSIBILITY

The classroom teacher iz responsible for implementing
their classroom Lockdown. | it is safe to do so, the

teacher should er students imto the classroom pror
to locking the - The teacher should lock all class-

rOOMm 200ess points and facilitate moving occupants out
of sight.
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LOCKDOWN

Locks, Lights, Out of Sight

REPORTED BY

When there iz a life safety threat on campus, a Lock-
down should be immediately inmated by any student or
staff member. Inibatng the Lockdown may happen
through vanous methods, or 3 combinaton of methods,
depending on ihe procedurss and alert systems ulilizsd
by sach school and district. Lockdown alerts may be
made by word of mouth, phone, Adio Systems, inter-
com, panic butbons, or more advanced forms of technol-
ogy. Plan the commumication method in advance to sst
expactations for students and staff. Regardless of the
methodis) of notification, #he intiation of a Lockdown
should be conzistent, simple and swift, and include im-
mediate notification of school administration and local
PREPARATION

|dentification of classroom access points that must be
locked in the evant of a Lockdown is essental prepara-
tion. These may include doorways, windows, lcading
docks, and fire escape ladder access points.

A “zafe zone” should alzo be identhed within the class-
room that i out of sight of intenor windows. Teachers and
students should be trained to not open the classroom
door, leaving a first responder, school safety team member
or school administrator to unlochk it

DRILLS

Lockdown drlls should be perfformed at least twice a
year, or as mandated by state reguiremeants. F possible
one of these dnlls should be performed with local law
enforcement personnel participation. At @ minimum, (2w
enforcement participation in the dnll should oCcur no less
than once every two vaars.

A dnll should abways be announced as a dnll.

For more information, see the “SAP Lockdown DOnill” sec-
tion of this ook,
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CONTINGENCIES
Students and staff who are outside of classrooms when
a Lockdown 12 announced should try 10 into the
closest available classroom, or room with a door that can
be secured. In the event someone camnot get into a
rooim before doors are locked, they should be instructed
about other ophons. In this stuaton, students and staff
should be trained t0 hide or even evacuats themsehes
away from the bulding or area. Students and staff should
receve training on where to go if they sef-evacuate so
they can be safe and accounted for
If dunng a Lockdown an addiional hazard manifests in-
saide the school such as a fire, fiood, or hazmat incadent,
then situational decizions must be mads. There should
be discussions about reacting to a fire alarm i it is ach-
vated durng a Lockdown. This may require following
addrional direcives of the SRP
EXAMPLES OF LOCKDOWN CONDITIONS
The following are a few examples of when a school or
emengancy dispatch might call for a Lockdown.

» Dangerous anmimal within a school bulding
intruder
e An angry or viclent parent or Student

« Report of & weapon
® Active assailant

THE DURATION OF A LOCKDOWMN

A question that occasionally anses i “How long does it
take to release a Lockdown?™ The answer =, “That de-
pends, but probably longer than you want to hear”™

The Foundation has heard accournts of a Lockdown last-
ing for howrs. In one case - a weapon report - the school
was in Lockdown for over three hours. In ancther - an
actve assalant in the bulding - & took about an hour
after the izsue was resobead for law enforcemeant 1o clear
the classroomes.

RED CARD/GREEN CARD

Red Card/Green Cards should MOT be used for a Lock-
down. Basad on a number of tactcal assessments, the
overwhelming consensus is that this practice provides
information #0 an intruder that there are potential targets
in that room.
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LOCKDOWN

Locks, Lights, Out of Sight

CELL PHONMES DURING A LOCKDOWN

It 15 ot wncomrmon for school administrators 1o ban cell
phone use dunng a Lockdown. Parent instincts may be
at odds with that ban. Often, one of the first things a
parent will do when there 5 a crsis in the school 1S texd
or call their child.

In evaluatng actual Lockdown events, the inmal cnss
may only take minutes. After the threat is mmigatad, Law
Enforcement typically clears the school one classmoom at
a tme. This process may take signiicant time. Dunng
thiz time, both parents and students can reduce siress
through tex=t communications. This also provides a class-
rOoIm Mmanagement Strategy. Selecting three or four Stu-
dents at a tme, a teacher may ask students to text their
parants with a message like this: “We're in Lockdown.
I'm okay and I'll update you every 5 minutes.” Cartainty, 7
a threat iz imminent, texting would be discouraged.

Thers is also an opportunity to ask the students 10 tesd
their parents with crafted Messages as an event unfolds.
For example, “Fick me up at Lincoln Elementary in one
hour. Brng your 10,” might be recommended for stedent-
parent reunihcation.

It may also be beneficial to hawve students turn off both
Wi-F and cdllular data seraces in order t0 free up band-
wachh for first responders, while still allowang SMS text
messaging.

EVACUATION

If an actual wolent incident occumed, expect that the
building will be evacuated by Law Enforcement since
has become a cnime scane.
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EVACUATE

TO A LOCATION

Evacuate iz called when thers is a nead to move peocple
from one location to ancther for safety reasons.

An an-site evacuation i conducted usually because of a
mechanical falure that would disrupt the school day,
such as a power . I it can't be resohved quickly,
the school may have to plan for eary dismissal.

An offste evacuation may be necessary when it's no
longer safe to stay in the building such as a gas leak or
bomb threat. In this case, peopls will be allwed to bang
thair personal temes with them.

If there has been a vickent event at the school, an of-zite
evacuation will almost aways be necessary aince the
school will be desmed a cnme scens. People may or
may not be able to bring their personal tems with them.

REUNIFICATION AFTER AM EVACUATION
When the students and staff are evacuated of-site, they
may be walking to a different location or being transport-
ed to the location and there will be an onganized reunifi-
cation of students and parents/guardians at that site.

For in-depth informaton about conducting a Reunifica-
tion, pleasa refer to The Standard Reunification hethod:
https:/floveuguys.org/The-Standard-Heunification-
Method bt

PUBLIC ADDRESS

The public addreas for Evacuate 15 “Bvacuate! To a Lo-
cation” and is repeated twice each time the public ad-
ggé.z is performed. For instance, “Bvacuate! To the Fag

“Bvacuate! To a location.

Evacuate! To a location.”

ACTIONS

The Bvacuate Action demands students and staff maove
in an orderty fashion t0 a safe arsa.

INCIDENT COMMAND SYSTEM

The School Incident Command System should De iniated.
RESPONSIBILITY

The classroom teacher or administrator is wsually re-
sponzible for |r'|rt|3l1|‘? an Bvacuation. The directnes or
actions may wary for fire, Domib threat, or other emengan-
cies. Cther directions may be invoked dunng an avacua-
tion, and students and staff should be prepared to follow
specific instructions given by staff or first responders.
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EVACUATE

A Location may also be provided

PREPARATION

Bvacuation preparation imvohes the identfication of facili-
ty envacuation routes, evacuation assembly points and
evacuation sites, as well as student, teacher, and admin-
iStrator training. An evacuahbon sie usually becomes the
reunification =te, 50 plan accordingly. Idealy, plan to
have an offzite evacuation facility that's wathin walking
distance and another father away from the school in
cace the hazard is in the mmediate area. Have an MOU
N place with each ste to outineg expectadons and re-
sponsibiliies in advance. A sample MOLU for this can be
downloaded from ioveuguys orgThe-Standard-He-
sponse-Protocol htmi

An Bvacuation plan must includa having all supplies that
people with disabilities may need such as medications,
supplementany mobility devices and accesaible routes for
mobilty-impaired people.

EVACUATION ASSEMBLY

The Bwacuation Assembly refers to gathenng at the
Buwacuation Assembly Point(s). Teachers are instructed to
take roll after amval at the Bvacuation Assembly Pointis).
Schools with popudlations might plan on having
multiple, predetermuned assembly points to help manage
Crowds.

DRILLS

Bvacuation drlls should be performed at least twice a
year or as mandated by state law. An Beacuation dnill is
very similar to a fire drill. Fire drills are often required reg-
ularty and constiute a valid Evacuaton dnll.

Drillz are al=o a good cpportunity to tallk about and prac-
tice afternate St routes 10 LSe IN CAS8 4 Certain ared IS
not safe to walk through.

CONTINGENCIES

Students are trained that if they are separated from their

class during an Evacuation, then joining another group is
acceptable. They should be instru to identify them-

zehvas to the teacher in their group after amving at the
Bvacuation Site.

RED CARD/GREEN CARD/MED CARD

After taking roll, the Red/'Green/Med Card system is em-
ployed for administrators o first responders to quickly
visually dentify the status of the teachers’ classes.
Teachers will hold up the Green card i they hawve all their
studants and are good to go. They hold up the Red card
if they are missing students, have extra students or an-
other problem, and use the Med card to indicate ther
need for zome sort of medical attertion.

See the Matenals sechon for examolas.
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POLICE LED EVACUATION

In the rare situations where law enforcement is cleanng
classrooms and escorting students and staff out of the
claszroom and through the building, & i important to
have provided achance instnuection on what t0 expect.
PUBLIC ADDRESS

There may or may not be any public address notifying
students and staff that law enforcement is performing
these achons.

ACTIONS

Az officers enter the classmoom, students and staff must
keep their hands wizible and empty. | s unlikely they wall
be able to brng backpacks, purses or any personal
items with them dunng a Police Led Bvacuabon. Stu-
dents may be instructad to form a single file line and hold
hands front and back, or studemts and staff may be
asked to put their hands on ther heads while evacwating.
WHAT TO EXPECT

Prepare students and staff that dunng a Police Led
Evacuation, offioers may be loud, direct and commeand-
ing. Students and staff may also be searched both in the
classroom and again after exiting the building.
EMOTIONAL RESPONSIBILITY

There iz a conmversation occuming with law enforcemsnt
regarding their role in post-event recovery. THIS iS5 a
growang concern, and wamants conversations between
schools, distncts, and agencies about how to keep stu-
dents safe, and reduce frauma that might be associated
with a Polica Led Bvacuation.

PREPARATION

Student, teacher, and administrator training.

In the event of a police led evacuation, policies should be
in place on how 10 give key access to law enforcemeant
officers evacuating all rooms in the school building.
MEDIA MESSAGING

To the media/community after an evant.

Bxample Situation: Violent Beent

“On (date) at (ime of day), (agency name) responded 1o
[zchool name) in reference 1o [event type). Ofcers as-
sisted with safely escorting stedents and staff out of the
school and to the Bwvacuabon and Reunfcation sie
where the (School Distnct) waz able 1o insate the Reuni-
fication process.”
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POLICE LED

Evacuation after a Lockdown

DISPATCH MESSAGING

To responding officers dunng an event.

BExample Shuation: Police Led Bvacuation

“(Dvspatched Lints) respond o (school name) to assist
with Evacuation of students and staf. Asmistance s
nesedad to accompany indmduals out of the school and
to the Secure Assembly Area at (focation). Respond to
the Command Post for your assignment. #me stamel”
LAW ENFORCEMENT MESSAGING

To responding officers dunng an event.

Bxample Stuation: Gas Leak

[Police wwit name) regpond 1o (area near #he schodi) to
asaist with evacuating studerts from (school nams) be-
Ccause of a gas smell in the bulding. Mest with (supens-
sov] for further information o assist with Beacuaton and
Reunification.

LAW ENFORCEMENT GUIDANCE

Once the threat has bean neutralized, it is recommended
that first responcers re-group and showly move to the
evacuation phase. ldentify the location of the evacuation
area or bus E:taginé; area prior to releasing classrooms.
Takea this time 0 discuss emotional responsibility when
releasing classrooms. Begin releasing paople from class-
rooms and offices to the designated area

Lanw enforcement officers may alzo be needed to assict
with directing traffic and enzunng the evacuation process
i being done safely.

CONTINGENCIES

In an off-ste evacuaton to a reunificaton aite, INGdent
Comrmanders should consider leaving students and staff
in their rooms untl transportation armees. Your team can
dlzo discuss communicating to classmooms that the
threat has besn minimized encugh that they may relax
and wait for evacuation.

When s time, each room can be cleared directly to the
buses in onder to Minimize trauma.

It = recommended to avoid the scene of the inmident
wihen exating. Transport directhy to the Reunification Site.
TRAMSPORTATION

During a paolice led evacuation, transportation is going to
be iniated. Hanve a policy in place for your transportation
department or comracted transportation compamy so
they are ready t0 respond in a timsh manner with
enough buses.
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SHELTER
STATE THE HAZARD AND SAFETY
STRATEGY
Shefter 15 called when specific protective achions are
needed based on a threat or hazard. Training should in-
Clude responze to threats swch as tomadoes, earth-
Quakes, hazardous matenals situations or other local
threats.
PUBLIC ADDRESS
The public address for Shefter should include the hazard
and the safety strategy. The public address is repeated
twice each time the public address iz performed.
*Shetter! For a hazard. Using safety sirategy.
Shetter! For a hazard. Using safety strategy”
For a tormado, an example would be:
“Chetter for a tornado. Go to the tormado shefter,
Shetter for a tormado. Go to the tornado shelter.”
After the danger has passed:
“Students and staff, the Shelter is released. All clear:
Thank you for your assistance and patence dunng the
Sheftar.”
HAZARDS MAY INCLUDE

« Tomado

s Cevers weather

= Wildhres

» Fooding

» Hazmat spill or releass

» Earthguaks

& Tsunami
SAFETY STRATEGIES MAY INCLUDE

& Evacuate to Shelter arca

= Sedl the room

« Drop, cover and hold

& =t 1o high ground
ACTIONS
Collaboraton with local responders, the National Weath-
er Senice, and other local, regional and state resourcas
will help in developing specific actions for your distrct
Mesponse.
INCIDENT COMMAND SYSTEM
The School Incdent Command System should be intiated.
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SHELTER

State the Hazard and Safety Strategy

RESPONSIBILITY

Sheltering requires that all studants and staff follow re-
sponse directives. Distrcts should have procedures for
all forezesable local hazards and threats which include
provisions for those individuals with access and func-
tional needs.

PREPARATION

Identrhcation and marking of facility Shetter areas.
DRILLS

Shetter safety strategies should be dlled at lzast twice a
year, or a5 mandated by the state.

STATE THE HAZARD AND
SAFETY STRATEGY
Using the Shetter Protocol and staiing the hazard allows
for an understanding of the threat and the associated
protective actions. Most often, the Shelter Protocol is
utiized for tormadoes and other severs weaather, in which
case it would include ihe Shelter location for studsnts
and staff, and what protectve posture or action they
should take.
Shettenng for a hazardous matenals spill or release i3
wvery different. In the case of a hazmat stuabon, studants
and staff would be directed to close their windows, shut
down their heating and air conditioning units and saal
windows and doors to presenve the good inside air while
restricting the entry of any contaminated outside air. Lis-
tening to specific drectives is crtical to successhul emer-
gency responsse.
PLAIN LANGUAGE
MNIMS and ICS require the use of plain languags. Codes
and specihc language that are not readily understood by
the general public are no longer o be used. The SHP
uzes shared, plain, natural language bebwssn students,
staff and frst responders. i thers are specific directves
that need t0 be izswad for a successiul esponss N a
school, those should be made cleary using plain lan-
uage. There is nothing w with adding directives as
?c- a%ere to Shetter, ﬁmﬂ:ﬂmm uﬂrth%m should be
used in the response.
CUSTOMIZATION
The classmom poster is sufficient for genenc Shetter
guidance. The Foundation recognizes that localized haz-
ards may nesd t0 be added to the poster For this ea-
son, the Public Address poster 1z avalable in MS Word
for customization (htpe:Aoveuouys. o Standard-

Page 27 of 38



SEQUENCING

The Actions

HOLD SECURE

The nve actions of the Standard Response Protocal can
w as situatons evolve and information s
ge . Here ars some examples of how this can, and
has, besn done.

HOLD ESCALATES TO LOCKDOWN

The school recenes a vague Or aNOMMOUS report,
throwgh social media, of a student camyng a weapaon.
There is nether an immeadiate confirmation of i nor a
substantated threat. School personnel nesds tme 1o
locate the student and send securty'SRO to Iocate and
confront the student in a very low-key way. They inrtiate
the Hold Action dunng the search. Addiional informiation
and emdence may lead to a Lockdown because an im-
minant threat is detected.

LOCKDOWN MISTAKE SHIFTS TO
SECURE

The Police Departmeant recened reports from passers-bny
of a person with a nfie on the bike path adjacent 1o an
glemantary school. They called the school direciy and
directed them to put the school in Lockdown, which was
incomact but s can happsen when there are mamy un-
known factors, Officers and Distnct Secunty Teams were
an the scene within 2-5 minutes and a suspect was tak-
an im0 custody within that time. Personng on-site were
able to guickly confirm the buiding wasn't breached.

The Lockdown was shifted to a Secure Action, with each
clazsroom being released Dy school and secunty per-
sonnel. Releasing each classroom instead of using a
public address S to retain continuity for releasing any
Lockioown.
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LOCKDOWN EVACUATE

SHELTER

SECURE ESCALATES TO LOCKDOWN
Fecentty thers was a shooting in a park adjacent to a
high schoal. The school was immediately placed in Se-
cure, howewer, several wictims and witness students ran
back inzide befors the doors could be secured. In this
case, it was unknown exactty who emtered the building.
The Securs Action shifted to Lockdown a3 a precaution
while oficers saarched the building. it was determined to
be safe wathin about 30 minutes, but the Lockdown was
not immediately [fed. Mowing to Hold at that point may
have besn a better chowee in order to the aiua-
tion and maintain tactcal control of the building while
allowang Some monitored Mmovement inside.

HOLD TO EVACUATE

Litiiz2 a Hold Action for a bref time duning an unexpect-
ed fire alarm that is not accompanied by immediate signs
of amoke or fire. This allows safetycecunty teams to
scan for achual =gns of fir, or other ambush type threats
before Bvacuating the bulding. An Bvacuation would Sl
QCCur per fre department reguiremeants, but the tachcal
pause to gather information before evacuating allows for
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WHERE YOU ARE DICTATES

WHAT YOu DO

The SAF was designed as an all-hazards maodel for inci-
dent response. The protocol is easily modfiable for ary
location or emvronment. i i Not necessany to list every
possible scenano that may ocour, as the protocol pro-
wides univerzal response actions. A school's action in
recponsa 1o a fire is an evacuation.  To prepare for this
evacuation dnlls are practiced, not fine dnlls. This s the
same response that would occur dus 10 a gas leak, or
long-termn power outade in winter conditions. By pre-
panng for and practicing evacuation dnllz the school iz
prepared for any eventualty that may reguire the staff
and students to leave the school location.

Your specific emdronment will dictate what addonal
plans or resources you may nesd. For example, a school
in Alaska ruest think about warming locations for wirter
evacuations while a school in Anzona will nesd to think
about cooling areas for 2 summer evacuation.

GLASS. LOTS OF GLASS

Glass is aways one of the weakest points of building
sacunty. As more and more schools are bult with the
open concept, we are seaing walls of glass throughout
buildings. Whil2 bensficial for increased ight and a sense
of openness, they provide ittle protection. F your school
has interior glass walls or large intenor windows we rec-
ommend you plan 1o purchase vandow flm and some
sort of shade system. The film wall increase the strength
of the glass and the shades will offer concaalment.
Similar steps should be taken on the penmeter of build-
in?.. Main entrances traditionally have large glass doors.
Fim iz approprate here as well. Be sure to iNspect your
school and note areas of potential weakness and ad-
dress themn appropratehy.

DISTRIBUTED CAMPUS

Some school locations have a distibuted campus with
muttiple buldings spread out over the property, Similar 1o
a college environment. The layout of a distrbuted cam-
pus brings unigue challenges for school and district staff.
YYour junsdictions will need to develop specific policies for
each action. Additionally, it will be cnucial for staff 10 be
experthy trained on the process so they can use their
judgment when needed. Nearty every acton will have
vanations that may be necessary for a distnbuted ema-
POt
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ENVIRONMENT

Dictates the Tactics

Boih Hold and Securs can be appled to the entirs
school property or only t0 specific buildings as appropn-
ate. Whoever enacts the protocols will need to prowde
enough details for proper decisions to be made.  exact
details are unknown then it is bast to treat each bulding
as an indridual school and place the entire property Mo
the protocol urtl mors informeation is known.

During the Secure Action, there iz some type of threat
outzide the schod building. The action is for venons to
move inside, lock outside doors, and comtinue the day as
usudl. In a distnbuted campus more information about
the thraat is going to be neaded.

If the threat i on school property, such as ad

animal rmmmg the grounds, then each bulding J‘rauld
go into Secure with students remaining where they are.

If the threat is off the property and a penmeter can be
astablished then # may be appropriate for movement
between buildings to occur but Nno one on or off the
school property. An alternative approach could be to
hawve secunty or law enforcement escort students and
staff between buildings. The exact sheation and your
school's specific layout will determine your actons.

If the exact location of the threat iz unknown, then it s
better to e on the zide of caution and kesp evenyong
within their respective buildings.

A Hold will need to be handled similarky. f the reasaon for
a Hold onby affects a ..m?le- building then it may be ap-
propriate for only that bulding to g::r into the Hold proto-
col. However, wou will need to make sure no students or
staff are leaving other buldings and entering the Hold
ared

TEMPORARY OR MODULAR BUILDINGS
OR CLASSROOMS

Addrional policy will be needead i wour school has tem-
porary or modular buildings. One option 1S to treat them
in the zame way as a distnbuted campus. Alernatively, i
it is appropriate, and depending on the size of the
school, studerts and =taff from these amas can be
browght into the main building.
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SAFE ZONE

Point out where the students are to sit and hide. Be sure to find an area that is not visible from a
hall window. If a student can see out the hall window, a bad guy can see in. Check the doors and
Windows to your room. Are they all lockable from the correct side? If they aren't, then submit an
order to have the lock changed. Classroom doors should be locked and closed at all times.

JISD SRO, Jourdanton PD, Atascosa County Deputy or DPS Trooper will make the following
announcements:

e Do not open your door for anyone.
e Doors will be opened from the outside by someone with a key but remain in place.
e Do not leave the lockdown area until you are instructed to do so.

“IF YOU SEE OR HEAR SOMETHING, SAY SOMETHING!”
GRADEBOOK

All information in the teacher's grade book is confidential. Students should not be allowed to
see the book.

HARASSMENT OF STUDENTS

Sexual and other harassment of students by employees are forms of discrimination and are
prohibited by law. Romantic or inappropriate social relationships between students and district
employees are prohibited. Employees who suspect a student may have experienced prohibited
harassment are obligated to report their concerns to the campus principal or other appropriate
district official. All allegations of prohibited harassment or abuse of a student by an employee
or adult will be reported to the student’s parents and promptly investigated. An employee who
knows of or suspects child abuse must also report his or her knowledge or suspicion to the
appropriate authorities, as required by law. See Reporting Suspected Child Abuse and Bullying,
for additional information.

The district’s policies, DF (LEGAL) and FFH (LOCAL), that include definitions and procedures for
reporting and investigating harassment of students are available through the district website.

KEYS

Office personnel will open the doors to the classroom for you. If one is not available, you may
ask one of the other teachers or maintenance workers to assist you.

Keys are not generally issued to a substitute teacher.
LOCATE THE SCHOOL FLOOR PLAN

All classrooms have a copy of this posted on the wall. This will be helpful to you in case you
need to take your class to another area in the school, or in case of a fire or fire drill.


http://iloveuguys.org/

MAILBOX

The teachers’ mailboxes are located in the teachers’ lounge or secretary’s office. You may need
to check these for the attendance slips or memos sent out during the day from the office.

PAY DATES

All JISD staff members are paid monthly. Paychecks are disbursed with an ACH bank account
direct deposit.

Pay day is the 21% of each month. However, when the 21* falls on a weekend, a holiday, or
during a scheduled break, pay day will be the last business day before the weekend, holiday, or

scheduled break.

2023-2024 SCHOOL YEAR PAY SCHEDULE

PAY DATE:

PAY PERIOD:

Thursday, September 21st, 2023
Friday, October 20th, 2023
Friday, November 17th, 2023
Thursday, December 21st, 2023
Friday, January 19th, 2024
Wednesday, February 21st, 2024
Thursday, March 21st, 2024
Friday, April 19th, 2024
Tuesday, May 21st, 2024
Thursday, June 20th, 2024
Thursday, July 18th, 2024
Wednesday, August 21st, 2024
Friday, September 20th, 2024

RESIGNATIONS

August 6th - September 2nd
September 3rd - October 7th
October 8th - November 4th
November 5th - December 2nd
December 3rd - January 6th
January 7th - February 3rd
February 4th - March 2nd
March 3rd - April 6th

April 7th - May 4th

May 5th - June 1st

June 2nd - July 6th

July 7th - August 3rd

August 4th - September 7th

Substitute teachers that wish to resign their position during the school year shall submit a
written resignation letter to the administration office to have your status changed.

SEARCHES

Non-investigatory searches in the workplace, including accessing an employee’s desk, file
cabinets, or work area to obtain information needed for usual business purposes may occur
when an employee is unavailable. Therefore, employees are hereby notified that they have no
legitimate expectation of privacy in those places. In addition, the district reserves the right to



conduct searches when there is reasonable cause to believe a search will uncover evidence of
work-related misconduct. Such an investigatory search may include drug and alcohol testing if
the suspected violation relates to drug or alcohol use. The district may search the employee,
the employee’s personal items, work areas, including district-owned computers, lockers, and
private vehicles parked on district premises or work sites or used in district business.

SIGN IN

All campuses have a sign in sheet in their respective offices. At this time, you may pick up any
other information the campus would like you to have. Also, be sure to sign in/clock in and
check with the office personnel for any messages.

SOCIAL NETWORKING

District substitutes should not be friends with currently enrolled students unless the student is
related or has a very close family tie.

STAFF PARKING

All staff members are expected to park in designated areas only. Parking in unauthorized areas
is not allowed. Please park in a parking lot.

SUBSTITUTE INSTRUCTIONS FROM TEACHER
The teacher will leave a folder for you called the Substitute Teacher Folder. The name of the
teacher and their room number will be listed on the side of the folder. This could also be located
in SmartFind associated with the assignment.
On the front of the folder you will find the teacher's daily schedule showing the homeroom
number, period, time, room number the class is to meet in, subject/grade, lunchtime, and any

extra duties the teacher may have.

Inside of the folder you will be told where to find the lesson plans, record book/class list,
seating chart, teacher's manuals and texts, forms/passes, paper and pencils, exams, etc.

Attendance procedures are listed, including tardiness.
Hall pass destinations are listed for each hall pass, i.e., office, library, restroom, nurse, other.
Procedures for class rules, A.V. equipment and discipline are listed.

Teachers and reliable students that you could ask for assistance are listed, along with any
special instructions from the teacher.

Hall Passes and Detention Referral Slips will be attached to the folders pocket.

On the back of the folder you will find emergency procedures for fire drill, severe weather,
behavior emergency, and any additional information you might need for that day. Also listed are



the name of principal, counselor, secretary, custodian and department head of your campus.

CONTROL

For the most part, any substitute teacher can effectively maintain control. There is no one
formula for effective discipline. What works for one substitute may not work for another. What
works in one classroom might not work in another.

Here are some basic ingredients for control:

10.

Arriving early and being well prepared helps to "augment" your "in charge" posture,
which the students will respect.

Quickly identify as many students by name as possible. This establishes some early
accountability for student behavior. Knowing names also personalizes the relationship
you will have with the students.

Make your expectations for classroom behavior clear from the very start.

Make the class aware that the group has options for which there are related
consequences. If the student chooses to be responsible and cooperative this behavior
will result in being able to easily complete required work.

Some students may regard you as an intruder but will not attack if approached in a firm,
warm, positive manner. Being too defensive or authoritarian seems to bring out the
worst in a new group.

Make the students aware that since you are an individual in your own right, who is
temporarily acting in their teacher's place, things may be a little different than usual but
not necessarily less productive or less pleasant.

Focusing on positive aspects of supportive cooperation from students seems to ensure
best results. Instead of marking down the names of troublesome students, make it clear
you are looking for and reporting the names of helpful, cooperative, hard working
students, However, if need be, you will report those misbehaving. If at all possible,
potential troublesome students should be quickly enlisted as "HELPERS" so as to convert
them toward a successful day.

If it is emphasized to the students that the responsibility for the day's success is shared
by both them as students and you as sub, it puts you all on the same team.

Your own honest and positive approaches to the problem are your greatest assets and
will usually bring about very successful class control.

Do not use inappropriate language with students — avoid cuss words and phrases like
“shut up” and “stupid.”



11. Do not use any type of corporal punishment. Avoid touching students.

12. Do not talk about inappropriate subjects — dating, partying, etc.

DURING CLASS

Remain in the classroom at all times. If you must leave, alert a neighboring teacher or the office.

If for any reason during class immediate assistance is needed, use the call button to alert the
campus office.

Walk around the room to monitor the students and help keep control, stay in the Power Zone.

ENDING THE CLASS PERIOD

About 5 minutes before class is over, remind the students to turn in all assignments due and
remind them about any homework assignments. Then ask them to clean up the area around
their desks. It is your responsibility to see that the room is left neat and intact.

Check all equipment, such as the computer mouse, desks, walls, floors, etc., to be sure that
there is no damage.

Be sure all equipment is returned. You are responsible for the equipment. If you feel
comfortable, you may have a reliable student return the equipment for you, if not, you may

return it yourself between classes.

Ask the students to remain seated until the bell rings. Stand by the door. When the bell rings,
move into the hall and stand in front of the classroom door to help monitor the hallway.

EXPLAINING THE RULES

Once you have the students' attention, explain your rules to them so that there will not be any
misunderstandings later.

EXAMPLE:

1. Please do not ask to leave the room unless it is an emergency.
2. Do not speak without permission.

3. Do your own work, but if you need help, be sure to ask.

4, No food or drink is allowed in class.

5. Please remain seated at your desk, etc.

ADVISE THE STUDENTS THAT ALL RULES APPLY TO ALL STUDENTS.



FIRST BELL

The first bell rings at 7:55 a.m. for ECC, Elementary, Junior High and for High School. When the
tardy bell rings at 8:00 a.m. all students should be in the room and seated at their desks.

INTRODUCTION

Introduce yourself to the class and make them aware of what you expect from them.

EXAMPLE: Good morning class, my name is Mr./Mrs. | will be filling in for Mr./Mrs. today. |
would appreciate it if you would remain quiet and seated as | call the roll. When your name is
called, please raise your hand so that | may get to know you more quickly.

LESSON PLANS

A.

There should be a “Sub Folder” on the teacher’s desk. If it is not available, contact the
school office immediately.

Check to see if the teacher has duties that you might not be aware of. Teachers are
expected to be at their assigned places when scheduled. In case of conflict,
arrangements must be made in advance and the proper person in charge notified. As a
substitute, you are responsible for covering the teacher’s duties unless arrangements
have been made in advance.

Write your name and the date on the board.
Write the objectives, activities, and homework assignments on the board. Be sure to
follow the lesson plan exactly as the teacher has written it. Be sure to write on the

board, "TURN IN ALL ASSIGNMENTS DUE".

Check the lesson plan to see if any equipment is needed or to see if the class is
scheduled to go to the library or computer lab.

THERE ARE SIGN IN/OUT SHEETS FOR EACH CLASS. THESE MUST BE COMPLETED BY THE
TEACHER PRIOR TO THE CLASS PERIOD. CHECK WITH LIBRARIAN TO VERIFY THAT
ARRANGEMENTS HAVE BEEN MADE.

DO NOT CHANGE THE ASSIGNMENT LEFT BY THE TEACHERS UNLESS YOU HAVE THE
PRINCIPAL'S APPROVAL.

IF YOU CANNOT FIND THE LESSON PLAN, THE TEACHERS ARE REQUIRED TO FURNISH THE
OFFICE WITH A COPY OF EACH WEEK'S LESSON PLAN, SO ASK THE OFFICE FOR ASSISTANCE.

NEW STUDENTS

When a new student is admitted to class, they are given a Student Identification Slip with their
student ID number on it. Write down the students full name and ID number for the teacher.



PRESENTING THE ASSIGNMENT

1. Make the students aware that the assignment has been written on the board.

2. Ask the students to write the assignment down.

3. Read the assignments to the students. Go over the assignment with them orally, step by
step.

4, Ask if the students have any questions concerning the assignment. Repeat the

instructions if necessary.

* IF A STUDENT NEEDS HELP, RESOURCE BOOKS AND ANSWER KEYS ARE
AVAILABLE FOR YOUR USE ONLY. HELP THE STUDENTS, BUT DO NOT GIVE THEM THE
ANSWER KEY OR BOOKS.

STUDENT LEAVING CLASS

A student will need a "Hall Pass" issued and signed by you to leave the classroom for any
reason, restroom, library, etc. Please remember that you are responsible for this student even
though he is not in your room. Be sure to fill the passes out in INK and be sure to include the
date, time, and destination where the student has permission to go and why.

YOUR TEACHER'S REPORT

Your report to the teacher should be as brief and to the point as possible, if you did not mark
the absentees and tardies in the gradebook, be sure to list them and anything else you think
might be of importance to the teacher.

CONCLUSION

As a substitute teacher, your odds for survival are based to a large extent on "Being prepared for
anything".

1. Knowing you are "ready for anything" is a great boost to your confidence. A sub's high
level of confidence in return elicits greater feelings of security and respect from the
students.

2. Bringing your own materials and supplies makes you relatively self-reliant. It saves not

only time but also prevents the classroom chaos which can erupt when you have to
"dig" for materials thereby sacrificing control over the group.

3. A substitute teacher who has learned to be highly flexible can better "roll with the
punches" and feel both comfortable and successful. Flexibility is both an attitude and a
skill.

4, The most important natural resource to have as a substitute teacher is your own

creativity and enthusiasm.



5. An attitude of being willing to explore and learn from your experiences is a way to feel
and be successful.

6. Keep a small notebook for the purpose of recording the classrooms in which you have
subbed.

EXAMPLE: Mrs. Peebody's Room

1. Students are not allowed to sit at back tables.

2. No one is allowed in the kitchen area without permission.

3. No student is to leave the classroom.

4, Students are not allowed in the office, nor are they allowed to use the telephone.

5. When appropriate let the students grade their own papers. It can be a learning process
in itself and also provide valuable assistance to the "sub" whose time is usually very
limited.

6. Speak kindly.

7. Be sure to leave a brief report of the days events along with your name and phone
number for the teacher.

TEACHER RETIREMENT

All personnel employed on a regular basis for at least one-half of the normal work schedule are
members of the Teacher Retirement System of Texas (TRS). Some substitutes not receiving TRS
service retirement benefits who work at least 90 days a year may also be eligible for TRS
membership and to purchase a year of creditable service. TRS provides members with an
annual statement of their account showing all deposits and the total account balance for the
year ending August 31, as well as an estimate of their retirement benefits.

TIME CLOCK

All employees are required to clock in at the beginning of your shift and clock out before you
leave. Substitutes who work all day must have two time segments to be paid correctly.

Time clock quick Instructions:
e Key in your employee ID# assigned from payroll
e Then select, clock in or clock out, etc.
e When your name appears on the screen, press continue to confirm
e |t will say successful

® You need to also select the staff member you are working for that shift



Please note: When trying to clock in, if a message appears that “you are already clocked in”, you
did not clock out the last time you worked. You will need to clock out and then clock in. You
may have to wait up to one minute before you are allowed to clock in.

The same is true if a message appears, “you are already clocked out”. You will need to clock in
and then clock out. Again, you may have to wait up to one minute before you are allowed to
clock out.

LCP" | TimeClock Plus

5/19/2022

9:21:43 AM

EMPLOYEE I1D# EXACTLY AS ASSIGNED ‘

I

o s Return From
Leave Un Break
Break

Log On To Dashboard

TOBACCO USE

Smoking, e-cigarettes, or tobacco products are prohibited on all district-owned property and at
school-related or school-sanctioned activities, on or off campus. This includes all buildings,
playground areas, parking facilities, and facilities used for athletics and other activities. Drivers
of district-owned vehicles are prohibited from smoking while inside the vehicle. Notices stating
that smoking is prohibited by law and punishable by a fine are displayed in prominent places in
all school buildings.

UNEMPLOYMENT COMPENSATION INSURANCE
Employees who have been laid off or terminated through no fault of their own may be eligible



for unemployment compensation benefits. Employees are not eligible to collect unemployment
benefits during regularly scheduled breaks in the school year or the summer months if they
have employment contracts or reasonable assurance of returning to service. Employees with
guestions about unemployment benefits should contact the payroll office.

VIEW EARNINGS / Ascender

Employees can register as a new user in Ascender to view earnings and W-2 information. An
employee’s payroll statement contains information including deductions, and withholding
information. The link can be found at www.jourdantonisd.net and click on explore, then expand
Staff Quicklinks, Employee Access:

Please note that your employee ID must be 6 digits. If your assigned number is less than 6, add
Os to the beginning of the number to equal 6.
Example: Employee ID# 124, User name would be 000124

A EMPLOYEE

Login to your account

EMPLOYEE IDdF (& DIGITS REQUIRED)

YOU CREATE THIS

ECC/ELEMENTARY CAMPUS INSTRUCTIONS

PLEASE BE SURE TO WEAR A WATCH WHEN YOU SUBSTITUTE IN ECC/ELEMENTARY. THERE ARE
NO BELLS TO INDICATE THE CHANGE OF CLASS.

ATTENDANCE
As you call the roll, ask the students to hold up their hands so that you can learn to know them

quickly, can be sure that it is actually that person answering, and be sure that they are seated
according to the seating chart.


http://www.jourdantonisd.net/

e Write names of absent students on the attendance roster and send it to the office.

DISCIPLINE

If a student cannot be controlled, send the student to the office with a note.
1. YOU MUST BE THE PERSON IN CONTROL.

2. YOU MUST BACKUP WHAT YOU SAY.

3. YOU MUST BE CONSISTENT.
If you are having problems with a student, try to correct the situation if possible and go
on. If the student continues to present problems, explain to him what you intend to do if
his behavior continues in this manner and be sure that he understands your intent. If the
student is still challenging you by not doing as asked, follow through with the reprimand
you previously advised the student about.

**NOTE** UNDER NO CIRCUMSTANCES IS A SUBSTITUTE TO EVER SPANK OR SHAKE A
STUDENT. THIS COULD RESULT IN A LAWSUIT FOR YOU AND THE SCHOOL. A STUDENT'S
PUNISHMENT IS TO BE ISSUED BY A TEACHER OR THE PRINCIPAL.

LUNCH

The sub will escort his/her class to the lunchroom.

e Pre K-5" eat at Elementary ECC Cafeteria.

IN A MEDICAL SITUATION, CONTACT THE SCHOOL NURSE IMMEDIATELY.
JR HIGH CAMPUS INSTRUCTIONS

Welcome to JJHS. We hope you enjoy your time with us. In an effort to make your substitute job
as positive as possible, we are providing this information sheet regarding Jr. High procedures. If
you ever have any questions, please feel free to ask. Again, we appreciate your being here.

® Please check in at the Jr. High office to receive your job assignment and any pertinent
information you may need. You should have been, or will be notified if the person you
are covering has a morning or afternoon duty that you will need to cover. Morning duty
is from 7:30-7:45 and afternoon duty is 3:30-3:45.

e Attendance: You will receive attendance rosters for each of your classes. Please mark
students absent on the roster within the first 10 minutes of class, then send the roster to
the office with a student. Do not wait until the end of class or the end of the day to send
the rosters to the office. They must be returned during each class.

e Breakfast: You will find breakfast outside the classroom door before 1% period. There will



be a folder with a roster that you will mark the names of the students who took a
complete breakfast. Do not mark a student who is absent as having taken breakfast. The
leftover breakfast, attendance folder, and the trash need to be placed outside the room
by 8:00.

® Phones: Students may not have phones out in class. There are no exceptions to this rule.
If you find a student with a phone out, confiscate it and bring it to the office at the end
of the class period.

® Bags: Students are not to bring bags into the classroom. They are to keep their
backpacks in their lockers.

e Dress Code: Students are to have their ID on at all times. They must wear a belt if their
jeans have belt loops. Shirts are to be tucked in except in the case of girls wearing
blouses. No holes are allowed in their jeans. Let the office know if a student is out of
dress code.

e Behavior: If you have issues with a student, buzz the office and ask for administrative
assistance. Leave a note for the teacher regarding students who were disruptive.

HIGH SCHOOL CAMPUS INSTRUCTIONS
ATTENDANCE

As you call the roll, ask the students to hold up their hands so that you can learn to know them
quickly, can be sure that it is actually that person answering, and be sure that they are seated
according to the seating chart.

° Follow the instructions exactly.
° Mark the absences and tardies accordingly.
° Highlight student’s name on the attendance slip

° Those students "NOT SEATED” in their desks when the bell rings are tardy.

° If a student goes back to their locker after the bell rings, they are tardy.

° If a student is tardy for 2nd or 6th period, or has been counted absent, place the
letters TP beside the students name to indicate that the student is present but
was tardy.

° If a student is tardy the first period of the day, they must sign in at the office and
bring the tardy slip to class.

° Sign your name and date the slip even if it has been previously signed by the
teacher.

EXAMPLE:
Mrs. Peebody
8/24/94

BY: J. Harrison
8/24/94



° Put the slip or card on the paper clip outside the door of the room.

COMPUTER LAB RULES

1. Students are to enter the computer lab as quietly as possible.
2 Once the students are seated, remind them there is no talking.
3 Students are not allowed to “roll” around in the chairs.

4. Students are not allowed to sit or lean on the tables.

5 There is no food or drinks allowed.

DISCIPLINE

If a student cannot be controlled, send them to the office. They will stay there for the duration
of the class.

1. YOU MUST BE THE PERSON IN CONTROL.

2. YOU MUST BACKUP WHAT YOU SAY.

3. YOU MUST BE CONSISTENT.

All rules apply to all students at all times. There are no exceptions. If you are having
problems with a student, try to correct the situation if possible and go on. If the student
continues to present problems, explain to him what you intend to do if his behavior
continues in this manner and be sure that he understands your intent. If the student is
still challenging you by not doing as asked, follow through with the reprimand you
previously advised the student about.

DISCIPLINE SLIPS

Discipline slips are given when a student has committed a disciplinary action serious enough to
warrant being sent to the office. Do not separate the discipline slips. It is turned into the office
in its entirety.

1.
2.
3.

Advise the office of the problem (use call button).
The office will advise you whether or not to fill out a discipline slip.

Leave a copy of the discipline slip and a brief explanation with your report to the
teacher.

LEAVING CAMPUS

If a student requests to leave campus to go to the nurse, Jr. High Campus, etc., issue a hall pass
to the office stating where the student wishes to go. The office will handle it from here.

OFFICE PASSES

Issue an office pass only when you feel the situation is warranted.



JOURDANTON INDEPENDENT SCHOOL DISTRICT 2023-2024 SUBSTITUTE HANDBOOK RECEIPT
DonggiemoreliomliiandoorliSeXsepaliatelcopyalogiecel Nt

Printed Name

| hereby acknowledge receipt of my personal copy of the Jourdanton ISD Substitute Handbook. |
agree to read the handbook and abide by the standards, policies, and procedures defined or
referenced in this document including the staff dress code.

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

| understand that this handbook intends no modifications to contractual relationships or
alterations of at-will relationships.

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

DongiiemoveyiomihandbookAlSEISepaliatelcopyalogiecelnt:

Signature Date



