
PERSONNEL POSITIONS: 
SUBSTITUTE, TEMPORARY, AND PART-TIME POSITIONS DPB

(REGULATION)

SUBSTITUTE 
TEACHERS  

At the beginning of each school year, the Superintendent or a designee, in cooperation with principals, 
shall compile a list of qualified substitute teachers available for the school year. This list shall be 
approved by the Superintendent and distributed to all principals. The list shall indicate each 
individual's qualifications. Principals shall request and receive specific authorization from the 
Superintendent or designee before employing any substitute not on the approved list.  

APPLICATION  Persons wishing to substitute teach in the District shall make application through usual channels. [See 
DC]  

DOCUMENTATION   
Approved substitutes shall have on file in the District:

1. The District's application form;

2. A record of highest education attained, including high school diploma, GED certificate, or
transcript for all college work, and/or Texas certificates; and

3. An income tax withholding form.

QUALIFICATIONS   
The District shall attempt to hire certified teachers as substitutes whenever possible; however, no
person shall be employed as a substitute who does not have at least a high school diploma or 
equivalent.  

SELECTION  Principals shall give first consideration to the most qualified teachers on the approved substitute list 
and shall make an effort to place substitutes in their field of interest or the field in which they are best 
qualified.  

PAY  The daily pay scale for substitute teachers is as follows: 
 Teacher—Certified Substitute 

$85.00 per day, 1st through 10th day in the same assignment 
$95.00 per day, 11th day and each day thereafter in the same assignment 

Long-Term Assignment (Semester or longer) - The daily rate of 1st year teacher, based 
on state minimum salary schedule.

For a teacher certified in any area filling a position for a semester or longer in the 
teaching areas of secondary math or science and determined to be Highly Qualified in 
the area assigned, the daily rate will be based on the district teacher salary schedule 
plus the appropriate stipends.

Teacher Assistant; Auxiliary Staff 
$60.00 per day - Non-Degreed
$65.00 per day - Degreed
$70.00 per day - Degreed and Certified

Teacher—Degreed
$80.00 per day, 1st through 10th day in the same assignment 
$90.00 per day, 11th day and each day thereafter in the same assignment 

Long-Term Assignment (Semester or longer) - $110.00 per day.

Teacher—Other
$75.00 per day, 1st through 10th day in the same assignment
$85.00 per day, 11th day and each day thereafter in the same assignment.

Long-Term Assignment (Semester or longer) - $100.00 per day.



2. Attend staff meetings unless excused by the principal;

3. Follow the lesson plan prepared by the regular teacher or comply with other instructions
from the principal. The principal will review the lesson plans of an absent teacher when
advance planning is possible. When specific planning is not possible, the absent teacher will
have made generic provisions for substitutes in the daily plan book;

4. On completing an assignment, prepare a statement of the work accomplished in each subject
or class;

5. Maintain the housekeeping arrangements of the regular teacher;

6. Administer no corporal punishment to a child, but contact the principal in the case of a
serious behavior problem or a violation of the Student Code of Conduct; and

7. Complete routine reports required by the office, including:
a. Attendance reports; and
b. Student progress reports and reports of violations of the Student Code of Conduct,

after conferring with the principal.

SUBSTITUTES 
FOR POSITIONS 
OTHER THAN 
TEACHER 

The supervisor of the food service department will arrange for a qualified substitute from the approved 
list. 

The supervisor of the transportation department will arrange for a substitute bus driver from the list of 
qualified drivers. 

Except in urgent circumstances or in case of long-term absences, maintenance positions will not be 
filled by substitutes. 

The maintenance supervisor will arrange for a substitute custodian from the approved list. 

The campus principal will arrange for a substitute secretary from the approved list when the position is 
vital to the operation of the campus or department. 

The campus principal will arrange for a substitute instructional aide, library aide, or nurse aide from 
the approved list when the role of the absent aide in vital to the operation of the campus or department. 

Substitute teachers may be employed for all or part of a day; substitutes employed for less than a full 
day will be paid according to the pay scale developed by the Superintendent or designee.  

SUBSTITUTE 
TEACHER 
DUTIES 

In the performance of his or her duties, a substitute teacher is expected to:  

1. Have the same responsibilities and workday schedules as the regular teacher for which he or
she is substituting;




