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Directory Information

Comanche Elementary School Comanche Middle School
Robin Troutman, Principal Angela Rouse, Principal
580-439-2911 580-439-2909

Comanche High School
Steve Dunham, Principal
580-439-2981

Basic Information
Payroll dates:
Payroll dates run from the 1st day of each month to the 30th day of each
month.

Pay day is the Wednesday following the board meeting of each month.

Pay Scale:
Non-Certified substitute teachers: $50 per school day)
Certified substitute teachers: $60 per school day

Substitutes will need to be approved by the building principal, complete an
application, and have a background check on file in the central office prior
to being called.



Substitute Teacher Code of Ethics

The substitute teacher’s role is essential to the success of the educational
program. Only through the services of the substitute teacher can learning
continue when the regularly assigned teacher is not present in the
classroom. The substitute teacher functions in the same manner as the
regular teacher, therefore, it is important he or she meet the Comanche
Public Schools substitute requirements. As such, it is imperative that the
substitute teacher practice the following code of ethics:

● Act in a professional manner at all times during your assignment.
● Treat the students with respect and dignity.
● MAINTAIN lesson plan of the regular teacher.
● Dress appropriately for a professional position.
● Do not knowingly make false or malicious statements about persons

in the profession.
● Do not disclose information about students obtained in the course of

professional services, unless disclosure serves a compelling purpose
or is required by law.

● Do not intentionally expose the students to embarrassment.



● Do not verbalize comparisons of teachers or procedures at one school
to another school or classroom to classroom.

Job Requirements
❖ Report to the building principal or school secretary upon arrival at

the school.
❖ Review lesson plans and schedules to be followed during the

teaching day.
❖ Maintain the established routines and procedures of the school and

classroom to which you are assigned.
❖ Teach the lesson outlined and described in the teacher’s lesson plans.
❖ Consult with the building principal or site designee before initiating

and teaching other procedures not specified in the teacher’s lesson
plan.

❖ Assume responsibility for overseeing student behavior in class and
during passing periods.

❖ Implement the regular teacher’s discipline plan. Please note, under
no circumstances is an employee allowed to administer corporal
punishment to a student.

❖ Provide feedback to the teacher at the conclusion of each teaching
day.

❖ Follow all policies, rules, and procedures which good teaching
practice dictates.



CPS Policies and Procedures
Cell Phone Usage
Cell phone usage, including calls, texting, or internet usage is prohibited
during times of student instruction or supervision. When you check in for
an assigned shift, you may be asked to provide your cell phone number
which may be needed during an emergency. BECAUSE OF STATE LAWS,
ABSOLUTELY NO PICTURES SHOULD BE TAKEN OF STUDENTS!

Recommended Attire
Substitute teachers are expected to maintain a professional image in
personal appearance and attire. One of the best means of teaching is to set
a good example for students to observe. Appropriate attire and acceptable
appearance correlate with your success as a professional replacement for
the teacher whom you are assigned. Be neat and conservative in your
manner and dress. Recommended attire for substitutes:

Men Women
Jeans Jeans
Khakis Skirts
Knit polo style shirt with collar Blouse or Sweater

Attendance
If you have an emergency and have to cancel, call the substitute contact for
the building in which you are substituting. CES- Laura Gordon, CMS- Kat
Dodd, CHS- DeDe Parks.



Dismissal
An occurrence of the following behaviors may result in immediate
removal from the Active Substitute List. This list is not exhaustive and
other conduct/behavior may also result in immediate removal.

● Endangering students by leaving them unattended for inappropriate
amounts of time or by falling asleep in the classroom

● Making sexually or racially inappropriate oral/written comments or
displaying inappropriate graphic or physical conduct, or subjecting
students to racial or sexual harassment

● Using alcohol or unlawful drugs on school premises
● Insubordination
● Violation of district school rules and/or regulations
● Refusal to follow instructions and or lesson plans left by the

classroom teacher or if you are out of compliance with the substitute
teacher handbook

Upon removal from the Active Substitute List, the substitute teacher in
question will be notified of such removal in a timely fashion.

Arriving at Job Site
Be prepared to arrive at the assigned school by 7:40 a.m., unless told
otherwise, and be prepared to stay until 3:15 p.m.

Report to the principal’s office upon arrival. Ask for special instructions
such as: extra duties and changes in the schedule, instructional materials,
and any changes planned that will affect the usual procedure for the day.



Tips for Getting Started
● Be prepared to assume all

responsibilities of the
classroom teacher,
including special duties

● Examine lesson plans left by
the classroom teacher

● Introduce yourself to
teachers in nearby
classrooms

● Secure the materials and
equipment necessary for
completion of assignment

● Consult the seating chart

● Check for fire drill, tornado
and other safety related
instructions

● Be sensitive to the
environment of the class if
special situations exist

● Familiarize yourself with
the daily schedule and
budget time accordingly

● Write the lesson on the
board

● Greet the students at the
door when they arrive.
Introduce yourself as
Mr./Mrs. XXX and ask their
names

● Be ready to initiate the first
activity or assignment as
soon as class begins

● Keep notes, bulletins, and
other communications for
the regular classroom
teacher

● Turn in the attendance sheet
by 8:30 a.m. for the
elementary and by the end
of each hour for secondary.

● Students are not to leave
class for any reason, (early
lunch, athletics, see another
teacher)



CPS On-site Operations
Classroom Procedures

1. Keep a dated list of student attendance. The dated list of student
attendance may be used for several days if you are on a multiple day
assignment. This list is in addition to the list sent to the office daily.

2. Keep the seating arrangement or any other part of the room
organization except for temporary grouping of pupils for instruction
or group work.

3. Familiarize yourself with emergency procedures. Know the route
your students will take to exit the building for fire drills, and also, be
aware of tornado procedures.

4. Follow the lesson plans of the regular teacher. Nothing should be
substituted from the regular program without the consent of the
principals. Supplemental activities should not replace the teacher’s
plans, but they may be used if the substitute has completed the day’s
assignments or has discussed changes in the lesson plan with the
principal.

5. Plan to spend the entire time working with students. Keep all
students assigned to you under supervision at all times.

6. YOU ARE TO REMAIN IN THE CLASSROOM ANY TIME STUDENTS ARE
PRESENT!

7. Students should not call you by your first name!
8. Supervision of the halls, or corridors, is the responsibility of all

teachers and substitutes, especially when pupils are coming into the
building or leaving the building at bell time.

9. Remain in the classroom until all your students are dismissed and
any assigned duties have been completed. The classroom and desk
should be left in good order. Close the windows, put up books, etc.



10.In the event of a student accident or health problem, the principal is
to be notified immediately. Extensions will be posted by the phone in
each classroom.

11. Be respectful of the teacher’s materials and property.
12. It is recommended that you keep track of your days worked in case

there is a discrepancy. Please bring it to the attention of the payroll
office if you have any questions.

School Staff Hours
Elementary, Middle School and High School
7:40 am - 3:15 pm

In-Building Assignments
The principal supervises all persons in the building and is responsible for
the in-building assignments. Occasionally, it will be necessary for the
principal to assign substitutes to classes other than those for which they
are called. This is mostly to happen when there are not enough substitutes
available for every absent teacher. If this is the case, the principal will
determine the class to be covered by every substitute. If such a change of
assignments does occur, substitutes are expected to accept the new
assignment. Substitutes are expected to cover classes during their
planning periods and to perform other duties regularly assigned to
classroom teachers as determined by the principal. Please note,
substitutes are not eligible for extra duty pay for covering classes or
accepting additional students. IF YOU DO NOT HAVE TO SUBSTITUTE
DURING YOUR PLAN, DO NOT BY ANY CIRCUMSTANCE SIT IN THE
SECRETARY’S OFFICE! Many times, things are discussed that are private
and should not be heard by others. There is a teacher’s work area.



Lesson Plans
The primary focus of supplying a substitute for an absent teacher is to
ensure that the student’s education is not unduly interpreted. Substitutes
are expected to follow the lesson plans provided by the regular teacher.
Substitutes may co-teach with the teacher available digitally through
Google Classroom.

Student Discipline
Please refer to the student handbook for Comanche Public Schools. This
can be found in the sub folder or on the Comanche Public Schools website
at cpsok.org. The substitute is expected to carry out the regular teacher’s
discipline plan. Substitutes should request a copy of the plan, as well as a
seating chart, if the principal does not offer these materials. A discipline
plan, which is posted in the classroom, states the classroom rules, as well
as rewards and punishments for following or breaking the rules.  In
addition, the use of sarcasm, ridicule or other negative techniques as an
attempt to control student behavior is not acceptable.

Classroom Rules

● NO PHONES in the classroom!! (should be in their locker- elementary/MS turned
off in backpacks) If they are caught with one, please call the office and send the
student to the office.

● Remain in their assigned seats. 
● They are to be QUIET and WORK the entirety of the class session! (NO FREE

day because they have a sub)
● They are to come to class prepared to work.

HS- If they must leave to get something from their locker/car like a pencil, paper,
homework, chromebook, etc., they must report to the office for a tardy.

● Restroom breaks are to be taken in between classes. If they must go, they are to
report to the office for a tardy.

● Actively monitor the classroom. Walk around to make sure they are working on
the assignment. 

● If you have any issues with the class or a particular student, please either call the
office or grab a teacher in the classroom next to you.



Asking for Assistance
If you experience major difficulties with classroom behavior, notify the
principal immediately. Good classroom management techniques require
that the teacher, whether regular or substitute, demonstrate the same
courtesy and respect toward the students as she/he expects from them. If
you are prepared for class, are friendly to the students, and assume a
positive leadership role, your chances of success in any class are greatly
enhanced.

Items Requiring Office Notification and Approval
1. Under no circumstances are substitutes permitted to excuse students

to leave school. Students in this situation must first be sent to the
office. This includes students wanting to go to the vehicle.

2. The office must be notified before student(s) are sent to the office.
3. Report accidents involving any student in your care to the principal

or designee (office staff).
4. Keeping students after school hours must first be approved by the

Principal.
5. Sending correspondence home to parents must first be approved by

the principal.

Lunchtime Responsibilities
Be sure to check with the office if you plan to go out for lunch to make sure
that you have no lunch duties. Check with the office if you are leaving the
grounds during that time. You may eat in the school cafeteria or any other
area designated for teachers to eat.



Completing Your Substitute Assignment
1. Stop by the office before leaving the building and turn in the keys

and ensure your day has been reconciled.
2. Return any supplies that belong to the office.
3. Leave any papers or written assignments which were assigned

during the day for the teacher to grade.
4. Leave a report of the work covered and add any special situations or

comments for the regular teacher.
5. Leave the room in good order for the classroom teacher and the

custodians. Close and lock windows, turn out the lights, and lock
doors when leaving.

6. Inform the principal of any unusual incidents which occurred during
the day, especially those which may require a conference with either
students or parents.

7. Do not leave the building if you have a last hour planning period.
Check with the building principal to see if he/she has other duties or
classes in which he/she needs assistance.

8. Ask the principal if your services will be needed the next day. Advise
the secretary if the principal has asked you to come back the next
day.


