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Hays CISD Mission Statement 
 

The mission of Hays CISD, an innovative community of learners that value the diversity and legacy of the 
people, is to nurture students to become extraordinary citizens through unique, personal educational 

experiences. 
 

Vision Statement 
Growing an innovative community of learners. 

 
The Hays Consolidated Independent School District provides equal employment opportunities (EEO) to all employees and 

applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics. In 
addition to federal law requirements, Hays CISD complies with applicable state and local laws governing 

nondiscrimination in employment in every location in which the company has facilities. This policy applies to all terms and 
conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leave of 

absence, compensation and training. 
 

Hays CISD is an E-Verify employer. 
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Division of Human Resources  

 

 
 
 
 
 
 
 
 
 
 
 

Dear Guest Teacher: 
 
Thank you for choosing one of the most difficult jobs in education – that of a 
substitute teacher.   
 
Most teachers will tell you that while they could not do their jobs without you, 
they wouldn’t trade places with you for a day!  In many ways the job of the 
substitute is much more difficult than that of a full time teacher, however; your 
job can be very rewarding as well. 
 
You will have the opportunity to meet and work with hundreds of children from 
scores of campuses, not just a few from one.  Yours will be a rich and rewarding 
experience because of its diversity. 
 
Remember that everyone wants you to succeed in your endeavors as a substitute 
teacher.  We hope that this Handbook will assist you in your successes as well.  
Welcome to Hays CISD! 
 
Sincerely, 

 
Hays CISD  
Human Resources 
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Hays CISD 
“A Place Where Ideas Grow” 

 
 
FACTS AND FIGURES 
 
Students Eligibility- Students must reside with a parent or legal guardian who lives within the Hays CISD.  
Note: Children of Hays CISD full time employees may attend Hays CISD schools tuition free. 
 
Attendance Area- Students attend schools in the attendance area within which they reside.  Parents may 
request a transfer to another school outside their attendance area.   
 
Facilities- The district operates multiple elementary, middle and high schools. The district also has a high 
school of choice and an alternative disciplinary school. 
 
Transportation- The district transports approximately 75% of the total enrollment.  School bus 
transportation is provided under the guidelines and regulations of the Texas Education Agency.  Students 
who live more than two (2) miles from their school’s campus and students who would be subject to 
hazardous traffic conditions (as defined by TEA guideline) are eligible for bus transportation services.  
 
Food Services- Cafeterias are operated daily in all schools.  A nutritional breakfast and/or lunch may be 
purchased.  Free and reduced price meals are available to students whose families meet established 
guidelines. 
 
Health Services- Each campus has a registered nurse that provides regular programs of health services 
which include maintaining health records, administering vision and hearing tests, consultation in 
emergencies and administration of first aid. 
 
Counseling Services- Hays CISD provides a counseling program designed to serve all children in pre-
kindergarten through grade 12.  Counselors on each campus work within the educational framework and 
with the child’s total environment to assist students in meeting personal, social, academic, and emotional 
needs, as well as making vocational choices. 
 
Library Services - At the heart of each campus is an innovative learning media center housing educational 
media in the form of books, films, tapes, slides and teaching games.  A certified librarian is assigned to each 
campus.   
  
Curriculum - The district curriculum is based on the Texas Essential Knowledge and Skills (TEKS) 
framework provided the Texas Education Agency (TEA).  A foundational and enriched curriculum is 
provided by the district.  Each campus has a copy of the K – 5 Instructional Guide, the Middle School 
Course Guide and the High School Course Guide and each guide is available on the district website. 
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Section I:  General Information 
 

GENERAL GUIDELINES 
 
Photo ID Badges – Photo ID Badges are issued to every guest teacher.  Badges must be worn or displayed at 
all times when on campus or attending a school-sponsored event.  If the ID badge is lost or stolen, please 
report this to the Substitute Office immediately. Replacement badges are $5.00 each, if lost.  Broken badges 
will be replaced at no charge. While on campus, be prepared to identify yourself as a substitute (guest) 
teacher and provide the name of the full time teacher whose place you are taking. 
 
Computer Use – Upon your hire with Hays CISD, you will be given a district email address and a computer 
login. The classroom computers are not to be used for personal e-mail, social media, etc. Substitute abuse of 
computer access will be subject to disciplinary action up to termination. 
 
Cell Phones – The use of cell phones and/or personal computers in the classroom during instructional time 
is prohibited, except in unusual or extenuating circumstances as approved by the principal.   
 
Other Duties as Assigned – Guest Teachers may be asked to perform duties in addition to those of a 
substitute teacher.  This may include being asked to teach in a classroom outside of the job that was 
accepted in the automated system. In all situations, the substitute is expected to demonstrate 
FLEXIBILITY and COOPERATION with the school administration in its attempts to meet the 
instructional and safety needs of the students. 
 
Canceling Jobs – If it becomes necessary to cancel an assigned job, please do so at the earliest possible 
opportunity.  Best practice is to cancel the job in the system, followed by a courtesy call to the campus. If a 
job has already started, it will be impossible to cancel it in the system and you MUST call the campus. 
Once a job has been accepted, it is critical that the substitute fulfills the commitment or cancels the job in a 
timely manner.  Failure to do so may result in a school’s decision to exclude that substitute from working on 
their campus; repeated excessive cancellations may also result in the substitute being restricted from 
working districtwide.  Three cancelled jobs with no explanation is grounds for automatic termination. 
 
Advancement of Religion – Federal law and district policy prohibit the advancement of religious beliefs in 
classrooms.  Employees are not to pray, lead prayer, or discuss their religious beliefs with students at any 
time they are on campus.  Additionally, religious texts or materials shall not be distributed to students. 
 
Unattended Classrooms – The substitute should never leave the classroom unattended.  Even if a student 
runs out of the room, the teacher should not chase the student.  Contact the office immediately for 
assistance and they will handle the situation.  If you must leave the classroom for personal reasons, a nearby 
teacher must be notified so that the classroom is supervised. 
 
Parking and Privileges – Guest teachers are employees.  Please do not park in “reserved” or “visitor” parking 
areas.  When working on campus, you are encouraged to use the faculty parking lots, the faculty lounges, 
and please feel free to take advantage of any other privileges or amenities offered to full time teachers.  
Substitutes may eat lunch either in the cafeteria or in the teacher’s lounge. 
 
Leaving the Campus – The care and supervision of the students assigned to the substitute should be of 
paramount importance.  At no time during the day should the substitute leave campus unless authorized to 
do so.  If you must leave during the school day on your scheduled duty free lunch, you must sign in and out 
through the office. 
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End of the Day – When the students have been dismissed for the day – or placed safely on their assigned 
bus – you will have several more duties to perform.  The room should be checked to ensure that it is restored 
to the way you found it (or even better.)  Leaving a detailed note for the teacher is also required.  Finally, 
substitute teachers should not leave the campus at the end of the school day unless they have checked out in 
the school office. 

 
Firm, Fair & Consistent – Our employees are expected to treat students in a FIRM, FAIR and 
CONSISTENT manner.  Fairness and consistency are key issues with students.  Please refrain from “playing 
favorites” when dealing with student behavior or performance. 
 
Active Involvement – Successful guest teachers are actively involved with instruction; this includes moving 
around the classroom often, checking student work and assisting with assignments.  The expression, “Be on 
your feet – not on your seat,” is sage advice for guest teachers.  Many discipline problems can be avoided 
with proximity control. 
 
Discipline – If students cause behavior problems that are disruptive to the learning environment, please 
attempt to maintain discipline in the classroom by using acceptable behavior management strategies.  
Sometimes even the most effective classroom management strategies will fail and individuals or groups of 
students may need to modify their behavior in order to resume effective teaching.  Substitutes must NEVER 
administer corporal punishment, physically discipline a student in any way, or verbally abuse the students.  
Shouting at students or calling them derogatory names constitutes verbal abuse and is unacceptable. 
 
Seeking Help – At all times, and in all matters related to substitute teaching, guest teachers should never 
hesitate to SEEK HELP when needed.  Everyone in the school system wants you to be successful – the 
administrators, teacher, students, and parents.  Help is only a few steps or a call to the office away at any 
time.  In addition to the teacher next door or across the hallway, key personnel are always available to assist 
the substitute with either instructional questions or classroom management concerns.  These personnel 
include the administrators, subject area experts, grade level chairpersons, team leaders, and departmental 
heads. 

 
Crisis Management - Each campus follows a standard response protocol for emergencies. For the purpose 
of this handbook, “crisis” is defined as: a sudden generally unanticipated event that profoundly and 
negatively affects a significant segment of the school population and often involves property destruction, 
serious injury, or death. The standard response protocol includes procedures for emergencies such as 
intruders, tornadoes, and other evacuations. Standard Response Protocol training is provided to you during 
orientation. If you ever feel the need for a refresher, please contact the substitute office. 
 
Inclement Weather Procedures - At the direction of the superintendent, school may be canceled or 
delayed in opening for the day, due to bad weather.  Announcements are made on our website, our school 
district app, and will be repeated on local (Austin area) radio and TV stations in a timely manner.  Each 
campus has additional bad weather procedures that are specific to that campus. 
 
Injuries on the Job - If you should become injured while working, report immediately to the nurse and/or 
school administration. 
 
Injuries to Students - Injured students should be sent or taken to the school nurse immediately. If unable to 
send or take them to the nurse, ask another student to seek help. 
 



  

 4 

Personal Profile Information – Throughout the year, it is your responsibility to keep your information 
current in the substitute office.  This includes your current address – which is used to send your year-end 
tax statement. You can update the information by accessing the employee self serve portal here: 
www.hayscisd.net/ess.  You can update your own phone and email address in the smartfind system directly.   
Please keep all information current. 
 
Evaluations – Hays CISD requires that guest teachers be evaluated to ensure satisfactory job performance.  
Satisfactory performance assures continued placement in the SmartFind Express system.  Exemplary 
performance may result in the substitute being placed on a school’s “priority” list.  Unsatisfactory 
evaluations may result in administrative action up to and including termination.  Overall, the majority of 
evaluations are very positive and typically require no action be taken. If a directive is sent, it will be through 
the TalentEd Records system. 
 
Availability - Substitute employees are expected to fulfill at least one assignment per week, or 4 times per 
month. If you are having difficulty finding assignments, contact the substitute office.  
 
Assurance Letters – At the end of each school year, all active substitutes will be eligible to complete the 
online letter of reasonable assurance. To be considered “active” you must have worked at least twice during 
the final month of the school year. The link will be provided to the active subs at the end of the school year.  
Failure to complete the form is considered a resignation. Substitute teachers work from school year to 
school year and must re-apply each year to continue their status as a substitute teacher.  Substitutes who 
are not performing satisfactorily at the end of any school year may not be invited to reapply the 
following year. 
 
Removal From Service – A substitute who has not accepted at least four assignments per month will be 
considered inactive and may be removed from the active calling list. As an “at will” employee, substitute 
teachers may be removed from service to the District at any time it is deemed necessary and appropriate to 
do so.  If circumstances warrant it, a substitute may be restricted immediately from service to the district. 
You may also be excluded from working at particular campuses if the school administration and the Human 
Resources Office conclude it is in the best interest of the District to do so.   
 
SPECIAL EDUCATION PROGRAMS 
  
PPCD – (Preschool Program for Children with Disabilities) 
PPCD serves children ages 3-5. This program is designed to address the educational needs of young children 
with disabilities.  Disabilities may range from a mild speech impairment to children with physical needs 
and/or behavior challenges.   
  
Resource Class - Resource classes are taught by certified special education teachers.  The subjects most 
commonly taught in Resource classes are reading, language arts and math.  Specialized methodologies and 
smaller group instruction are emphasized.  Some special education teachers may also support student in the 
general education for some or the majority of the school day.  
  
Content Mastery or Learning Labs- Students will go to the lab for support at the discretion of the 
classroom teacher. The use of the lab is determined by the Individual Education Plan (IEP) of each student. 
This setting is designed more as a tutoring or support classroom.  
  
FOCUS - The focus program is a system that provides behavior re-teach for students who are in need 
of more specific planning for appropriate behavior.  Staff trained as “re-directors” help students’ break 
down appropriate behavior into manageable, meaningful and observable steps. FOCUS provides 

http://www.hayscisd.net/ess
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immediate support to the student and teacher by re-focusing and coaching the student in alternative 
and appropriate behaviors.  Students return to the classroom as soon as possible to practice the more 
appropriate behavior. 
  
Foundational Learning – Foundational Learning (also referred to as “Lifeskills”) is for students with 
significant developmental disabilities who have difficulty accessing the general education curriculum, 
without significant support and/or modification. The curriculum in this classroom addresses functional 
academic and independent living skills taught through concrete application in community and school 
settings. Disabilities may include, Intellectual Disability, Autism, or students with multiple disabilities.   
  
Structured Learning Center - The Structured Learning Center (SLC) is a self-contained classroom, 
which offers smaller teacher/student ratios, in order to support the behavioral and academic needs of the 
students. Students in the SLC often have behavior difficulties that prevent them from being in the general 
education setting.   
  
Paraprofessional/Instructional Assistant - A paraprofessional or instructional assistant may be required to 
address behavioral issues and/or assist the teacher in providing the curriculum.  The paraprofessional is 
usually assigned to work with the teacher; however, at times may be assigned to a specific student.  These 
positions may support any and all disability categories.  
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BLOOD-BORNE PATHOGENS 

 
 

 
Not every educator is occupationally exposed to blood-borne pathogens while performing his or her job.  
However, it is important for everyone in an educational setting to understand the dangers of infection and 
the safe procedures to minimize risk. 
 
All new and existing employees of the Hays CISD are required to receive blood-borne Pathogen Exposure 
Training annually to ensure that our district is in compliance with state and local policy.  We include our 
substitute teachers in this training. You will be sent links to the required compliance training via your 
district email account. 
 
Blood-borne diseases include HBV, the Hepatitis B virus, and HIV (the human immunodeficiency virus that 
causes AIDS.)  Three types of body fluid primarily spread these diseases:  blood, vaginal secretions, and 
semen.  To transmit HIV or HBV at school, there must be contact between broken skin or mucous 
membranes and infected blood. 
 
Blood-borne pathogens can enter your body through a variety of ways: 

1. Open cuts 
2. Nicks 
3. Abrasions 
4. Mucous membranes – mouth, eyes, nose 
5. Accidental injury (broken glass, needles, knives, sharp metal, exposed ends of                                                                                             

orthodontic wires) 
6. Indirect transmissions (touching an object or surface contaminated either by blood or other 

infectious material and transferring the infection to your mouth, eyes, nose, or open skin 
 
 
Universal Precautions - Consider every person, all blood and body fluids to be a potential carrier of 
infectious diseases.  Reduce your risks by effectively using: 

• Work practice controls (custodians for body fluid spills) 
• Personal protective equipment (gloves, protective eye wear, aprons, etc)  
• Engineering controls (wastebaskets, Sharps containers)  
• Hand washing / glove removal  
• Personal hygiene (minimize splashing or spraying)  
• Hepatitis B vaccine (for those in regular contact with occupational exposure) 

 
First aid kits are available.  The campus nurse is also available to answer any further questions you may have 
about blood-borne pathogens. You will also be given blood-borne pathogen training as part of your yearly 
compliance training as a district employee. 
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Section II: Successful Substitute Teaching Strategies 
 

CODE OF ETHICS FOR SUBSTITUTES 
 
1. Guest (substitute) teachers have an obligation to conduct themselves in an ethical manner in all 

things pertaining to school operation and school information. 
 
2. Criticism of students, school personnel and school policies is made only to the principal of that campus 

in a professional conference. 
 
3. Treat all information about students and parents as confidential. 
 
4. Do not use your association with the school to inquire about your own or other children. 
 
5. Refrain from gossiping about students and/or faculty. 
 
6. All employees are expected to dress in a clean, neat and mature manner to reflect their position as a role 

model for the students. 
 

 
DUTIES & RESPONSIBILITIES 
 
Successful guest (substitute) teaching is a partnership between the substitute, the full time teacher, the 
campus staff & the district staff. 
 
Campus Designee’s Responsibilities - The campus designee will: 

• Direct the substitute to the classroom 
• Provide a campus bell schedule 
• Assist the substitute in locating the substitute folder, lesson plans, and supplies  
• Notify the substitute of any special programs for the day 
• Provide a brief campus orientation if necessary 
• Release the substitute when their services are no longer needed 
• Welcome the guest teacher to the campus 

 
The Regular Teacher’s Responsibilities - The regular teacher will place all materials in an 
accessible location.  This includes: 

• Detailed lesson plans 
• Attendance sheets  
• Current seating chart 
• Lists of any special arrangements for individual students (ex: content mastery, title math, 

resource, etc) 
• Referral slips 
• Hall passes  (ex: nurse, library, restroom) 
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The Substitute Teacher’s Duties and Responsibilities – The substitute will: 

• Arrive at the assigned school on time 
• Report to the campus office for sign-in & instructions regarding classroom assignment, duty 

assignments, etc. 
• Keep an accurate record of classroom attendance 
• Maintain an orderly classroom and follow the behavior management plan of the campus   
• Exercise good judgment in the maintenance of a positive learning environment 
• Accept additional responsibilities when asked by the principal or campus designee 
• Maintain professional dress and conduct 
• Avoid any language (verbal or non-verbal) or activity, which may be deemed inappropriate for a 

public school classroom 
• Follow lesson plans as closely as possible to ensure continuity in the instructional program.  Make a 

note of any changes that must be made 
• Refer accidents or illnesses to the nurse or to the principal as appropriate 
• It is the responsibility of the substitute to find out what each campus’ policies and procedures are for 

dealing with discipline problems prior to administering any form of discipline 
• Under no circumstance is a substitute teacher to administer corporal punishment or physical 

contact in dealing with student discipline 
• All serious discipline problems are to be referred to the campus designee 
• A written note to the teacher is required any time it is necessary to discipline a student or if the 

student has been a disruptive factor in the classroom that day 
• Treat all students in a fair manner and refrain from making threats or statements to students that 

cannot be followed through 
• The striking of a student or use of improper language will result in immediate removal from the 

substitute list 
• Be responsive to parent contact should it occur, but leave parent conferences to the regular teacher 

or campus designee 
• Keep copies of all memos, etc. received and leave them in the substitute folder at the end of the day 
• Complete the day’s work & organize the materials collected from the students in an orderly manner 
• Leave a written summary of work done with each class along with a description of any unusual 

problems that may have arisen 
• Always ask for help if you are in doubt when handling any situation.  The campus will support you 

in solving problems 
• Check out through the office with the campus designee at the end of each day  
• Maintain a positive attitude.   
• If problems are observed concerning working conditions or school-related items, you are encouraged 

to email tricia.griffith@hayscisd.net 
 
 
 
 
 
 
 
 
 

mailto:email%20tricia.griffith@hayscisd.net
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EVALUATIONS 

 
Regular Teacher’s Responsibility - Regular teachers are asked to provide feedback to the Substitute Office 
concerning the success of the classroom/duty station under the direction of a guest (substitute) teacher. 

 
Principal’s Responsibility - Should a problem occur while the substitute is on duty at a campus, the 
principal has the responsibility of investigating the situation and making a recommendation to Human 
Resources as to the status of the substitute teacher involved.  
 
Human Resources Responsibility - The substitute teacher is an at-will employee.  If it is determined that it 
is in the best interest of the students and/or district, the guest (substitute) teacher will be removed from the 
approved list. 
 
 
PROGRESSIVE DISCIPLINARY POLICY 
 
To ensure that we maintain a quality substitute teacher program, Hays CISD utilizes a progressive 
disciplinary policy for substitute teachers.  Should a problem occur, the regular classroom teacher will 
report the incident to an administrator.  If the adminiatrator believes it is in the best interest of the campus 
for the substitute to be removed from the campus substitute list, a directive will be emailed to the 
substitute. The directive serves two purposes:  
 

1. It notifies the substitute of the reason that he/she is no longer eligible to work on that particular 
campus.   

2. It provides the substitute with directives that will assist the substitute in performing their duties on 
the remaining campuses to the high standards that Hays CISD expects.  

 
In the event that a substitute receives two directives from two separate campuses, a warning email will 
be sent informing the substitute that upon a third incident, the substitute will be permanently removed 
from service to the district.  Should there be a third incident; the substitute will be notified of their 
permanent removal from the district-wide substitute list. 
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CLASSROOM MANAGEMENT 

 
 
 
Be Ready, Prepared, and Organized 

• Arrive on time or a few minutes early  
• Meet the teachers around you 
• Check on any special procedures that you need to be aware of 
• Welcome the students - Introduce yourself as Ms., Mrs., or Mr. 
• Present your expectations of the class 

 
Establish Procedures 

• Set the rules, first those of the teacher, then the school, and finally yours. Always know the rules, so 
you can have the students adhere to them (you may want to have the rules written on the board 
before the students enter the class) 

• Set a management goal for the class to reach, then reward them in some way for reaching it 
• Make sure once you state the goal and the reward, you stick with it, (Firmness, Fairness, and 

Consistency are the keys) 
• Limit classroom passes 

 
Be Respectful to students and expect it in return 

• Don’t talk down to students 
• Be fair 
• Reprimand in private, and reward in public 
• Respect the students individual strengths and weaknesses 

 
Give Positive Reinforcement 

• Say something positive about the class: When I arrived today, your principal told me that you are a wonderful 
class and that I should expect to have a good day” 

• Give positive reinforcement to individual students:  “Thank you for raising your hand.”  DO NOT 
REINFORCE NEGATIVE BEHAVIOR 

 

Your goal as a guest teacher is to provide continuity to the students while the teacher is absent.  
Write down anything you think the teacher should know in terms of work completion, problems, 
significant incidences, and successes.  Teachers really appreciate knowing what went on in their 
class while they were out.  This will allow the teacher to follow through with any discipline that 
may need to occur or compliment the students for their good behavior. 
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CLASSROOM MANAGEMENT SCENARIOS 

 
Scenario 1 
          The Interrupter 
  When asking the class a question, a student answers without raising their hand or speaks out of turn 
 when a student response is not called for. 

 
Strategy: Reinforce the behavior you desire, ignoring the inappropriate behavior.   
Do not respond to the disruptive student.  Call on a student that has a raised hand saying, “Thank you 
for raising your hand.” 
 
If the student continues to speak out of turn, move closer to the student but do not acknowledge 
that they have answered, continue to reinforce the students who are behaving appropriately. 
 
It is important that you call on them as soon as they raise their hand, reinforcing them verbally for 
the appropriate behavior. 

 
Scenario 2 
 Refusal to Do Work 

After giving the assignment, a student refuses to do their work.  When you encourage them to 
complete the assignment, they make a response such as, “You can’t make me.” 

 
 Strategy: Agree and disarm 

Disarm the student by agreeing with them and then restate your expectations and consequences if 
they are not met. 

 
 Example: “You are right, I cannot make you complete this assignment but I can expect you to have it completed  

before  recess (or the end of class).  If it is not finished by then, I will need to inform your  teacher of your unwillingness 
to do the class assignment.  I also expect you to remain quiet and not disrupt the others who are choosing to complete the 
assignment.” 
 
Note: sometimes a refusal to do work is an indication that the student doesn’t know how to 
complete the assignment.  If you feel this might be the case, you may need to reteach the concept. 

 
Scenario 3  
 Not following Instructions 

You have given instructions to the class to start work.  Two students are talking and laughing, not 
 following your directions. 

 
Strategy: Reinforce the Behaviors you expect. 
Repeat the instructions focusing on the students who are following your directions, “Thank you for 

 following the directions, Andy,” or “I appreciate John, Mary, and Joe for following my directions so quickly.”   
Utilize the classroom reward system for students who are following directions. 
 

              Strategy: Proximity 
You can also use proximity, by moving toward the students who are not following directions while 

 repeating the instructions. 
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Scenario 4 
 The Class That Won’t Be Quiet 
 After giving a “no talking” assignment, class members are talking to one another and won’t be quiet. 

 
             Strategy: Re-evaluate the situation 

The class might not understand the assignment or maybe something has happened before class or at 
lunch that needs to be dealt with. Restate the expected behavior, motivators, and consequences.  You 
may not have been clear in communicating your behavior expectations for the activity.  
 
Example, “Many of you are not behaving appropriately.  Let me explain what I expect.  You should have your feet on 
the floor, facing forward, and absolutely no talking.  If you have questions, please raise your hand and I will come to 
your desk.”   
Students who follow these directions will receive a ticket (or other motivator).  Students who 
choose not to follow these directions will be assigned the consequences outlined in the classroom 
rules.  

 
 
Scenario 5 
            Transitions 

Students are taking more than one or two minutes to make the transition from one activity to 
another. 
 
Strategy: Make it a Step by Step Process 
Often instructions that seem simple such as, “get ready for math” will seem vague to the students.  
Students need to know five specific things to make a quick transition from one activity to another. 

1.  What to do about the activity they are currently engaged in. 
2.  What to do with the materials they are using. 
3.  What new materials they will need. 
4.  What to do with these new materials. 
5.  How much time they will have to make the transition. 

Example, “Stop reading and put your reading book away.  Get out your math book and paper.  Open your book to page 
116.  You have one minute to do this.  Please begin.”  

 
 
Scenario 6 
 Wrong Names / Wrong Seats 

You are using a seating chart and you notice some of the students are not answering to their names.  
This can mean they have switched seats and names. 
 
Strategy: State the Facts 
Let the class know that it is better for everyone involved if you know the students’ correct name.  
This information could be vital in case of emergency and will also help to insure the wrong student 
doesn’t get into trouble when you write your report to the teacher.   
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Scenario 7 
 You –vs- Them 

You get the feeling the whole class, or at least several of the students, have planned to be as difficult 
as possible for you. 
 
Strategy: Work together  
Take the initiative early in the day to do a teacher and student interactive activity.  Interacting with 
the students let them see you have a sense of humor.  Chances are, once you break the ice, the rest of 
the day will go smoothly. 
 

 Scenario 8 
 Inappropriate Language / Derogatory Remarks 
 A student uses profanity or makes a derogatory remark about you, another student, or the permanent 
 teacher. 

 
              Strategy: You choose to break the rule 

Hopefully, the classroom rules and consequences, established at the beginning of the day, have 
provisions for dealing with this challenging situation.   Implement them!  You might say something 
like, “Tom, you chose to break classroom rule number three.  The consequence for doing so is that you will not be 
allowed to participate in the end of the day drawing.”  Do not ask the student why they said what they did 
(you really don’t want to know), just acknowledge that the student chose to break a rule and state 
the consequence.  Try not to take the remarks personally.  Concentrate on dealing professionally 
with the behavior and not letting your feelings towards the student cause you to behave 
inappropriately.  
 

 Scenario 9 
A Fight 

 You are supervising students when you see two students yelling at each other, poised for a fight. 
 

            Strategy: Quick and Decisively 
Verbal jousting can be extinguished by a firm command from you as you move toward the problem 
saying, “I need both of you to take a quiet seat,” or “Stop this right now and take a quiet seat against the wall.”  Your 
voice and the authority it represents convey your message. 
 
Strategy: Firm, but not demeaning 
If students are engaged physically you must quickly, and with authority, tell them to step back away 
from each other.  Placing yourself between the students stops the engagement but can be dangerous 
for you.  Do not get angry, excited, or show much emotion, this will compound the situation.  By 
giving firm and positive directions consistently, the students will respond and comply as requested.  
 
Note:  Permanent teachers understand the difficulty of substitute teaching and are expected assist 
you in these circumstances.  Respond quickly and decisively; do not hesitate to get help from another 
teacher or the administration when needed. 
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  Scenario 10 
 Threats 

A student threatens you or another student.  Threats are a very challenging scenario, and the best 
strategy and response will vary with each situation.  The most important things you as the teacher 
must do are to stay calm and emotionally detached so you can realistically evaluate and 
professionally deal with the situation. 

  
 Strategy: Diffuse the situation, and then redirect the student’s actions 

Threats are often the results of an emotional response.  Ignoring the student will probably invoke 
more threats, and perhaps even aggression.  Responding with threats of your own may accelerate the 
confrontation. The sooner the threat is acknowledged and the situation diffused the better.  
Example, “I understand you are very angry right now; however, I need you to sit down and begin completing page 124 
in your math book.  We can discuss this situation after lunch.” 
 
Strategy: Get Help 
If you feel you or any of the students are in danger of physical harm, stay calm and immediately send 
a student to get help from a next door teacher or an assistant principal.  After help has arrived and 
the situation is under control, document the occurrence.  Record what happened prior to the threat, 
what you said and did, what the student said and did, as well as the involvement or actions of anyone 
else in the situation. 
 

 
TECHNIQUES FOR PRESENTING LESSON PLANS 

 
Lesson Plan Scenarios 

 
Scenario 1: Have students read a Chapter and answer questions. 
 

Strategy: Pretest and Post test 
Ask students to guess what the story will be about before they start reading.  Discuss ideas 
and have them write down five (5) theories as predictions.  After the story conduct a post- 
test by discussing the accuracy of their predictions. 
 

Strategy: Togetherness:  
Read questions first, and then read the assignment as a class answering the questions as you 
go. 

  
Strategy: Quiz Board: 

After giving the assignment, tell students you will stop them 15 minutes before the end of 
class to establish a quiz board.  Appoint three or four students to the quiz board and have the 
class ask question about the assigned reading.  You can do two or three quiz boards to see 
who can come up with the answer first or have them take turns. 

 
Scenario 2: Have the class write a composition about XYZ. 
 

Strategy: Make topic meaningful: 
 Encourage students to relate to it personally.  Use sentence starters such as, “I wish...” “I 
 like......,”I’m allowed to.......” 
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Strategy: Class groundwork: 
 If students are writing a story have them decide on the character, setting, time, plot, etc. as a 
 class.  Then allow time for students to write their own story using the class groundwork. 

  
Strategy: Buzzing: 

If the students will be writing an essay, have them write the topic at the top of their paper or 
on the board.  Have them write the first ten words that buzz into their heads related to the 
topic.  They can then begin their essay finding links between the topic and the “buzz” word 
list. 

 
Scenario 3: Discuss topics ABC with class. 

Strategy: Quiz Board 
Assign a topic to a quiz board.  Topic A to quiz board A, and so on.  Have quiz boards B and C 
ask question about topic A to quiz board A, taking turns so each topic is covered. 

Strategy: Sections 
Divide the class into sections giving each section a topic.  Have each section prepare a list of 
all the Pros and Cons they can think of about their topic.  Such as, “Owning a Cat” Pros - 
Don’t have to walk it.  Cats are fun to play with. Cons - You have to clean out the litter box.  
Cats don’t play fetch.   

  
Scenario 4: Have the class study and review for a test tomorrow. 

Strategy: Test Building 
Divide the class into groups and have them build a model test.  Assign one group trues and 
false questions, another multiple choice, etc.  Spend the last part of class going over each 
group’s tests  

Strategy: Games 
Use a game show format; divide the class into two groups.  You be the “Host” by asking 
questions and giving points to the team who answers the question correctly.  

Strategy: Divide and Conquer 
Divide the review material into equal parts per class (If you have 100 questions and 25 
students, give four questions to each student to work on.)  Give students a set amount of 
time to find the answer for their question.  Then come together as a class and let each group 
give information about their answers, why it is the right answer, where they found the 
information to their review question, etc… 

 
Scenario 5: Show filmstrip or film and discuss. 

Strategy: Movie Maker 
Have students list ten things they would include in a movie about the subject of the film they 
will be watching.  During the film have them check off each item on their list that is in the 
film. At the end of the film discuss how the film compared to the students’ expectations. 

Strategy: Trivia  
As students watch the film have them list five to ten questions they can ask about the film 
that other students might not remember.  At the end of the film have students read one of 
their questions to see who can answer it.  This can also be played in-groups and you can 
include your own questions.  Points can be awarded for correct answers to make it more 
interesting for older students.
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SPONGE ACTIVITIES 
 
A sponge activity is one that “soaks up” extra time.  Students can complete the following 
activities independently, in groups, or as a whole class.  Sponges can also be developed to 
introduce, enhance, or compliment the lesson for the day. 
 
A to Z  
While waiting in line, each student in turn names something from a specified category. The first student in 
line begins with A, and the others follow in turn. Allow 3 seconds for each answer. Categories could include:  

• cities in their home state 
• countries 
• characters from stories and books 
• proper nouns 
• musical instruments 
• action verbs 
• feeling verbs 
• animals 
• foods 
• famous people in a given category 

 
Angle Practice 
As students leave your classroom instruct them to take one step into the hallway and make an angle (right, 
45 degree, 90 degree) 

 
Description Exercise 
Display an object or picture to the class and have them come up with as many words as they can to describe 
it.  
 
Math Facts Line Up 
Students count the number of letters in their first names. Teacher calls for one of the following and students 
whose number fits the criteria may line up: 

• prime numbers 
• multiples of 3,4,5,6 (in random order) 
• factors of 21, 15, 16, etc.  

 
Practice Directions 
While waiting in line, instruct students to silently turn while you call the directions (north, south, east, 
west, northeast, southwest, etc.) 

 
Silent Arranging 
Without any talking, students arrange themselves according to birthdate. Show where January 1st would 
be. Allow a time limit, and then discuss to see how successful they were. 

 
Standing in Line 
As quickly as you can, name:  

• Kinds of flowers 
• Gems  
• Teachers at this school 
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• Things made of cloth 
• Uses for a brick 
• Things you can do with your feet 
• Characters in a given book, story or fairy tale 
• Brainstorm lists of words for themes---ex: spring, space, inventors, holidays, characteristics of a hero, 

adjectives for a good athlete 
 

Syllable Countdown 
Students count the syllables in their first, last, or both names. Teacher calls a number, and those students 
with that number of syllables line up. 

 
Vowel/Consonant Countdown 
Students count the number of vowels or consonants in their first, last, or entire name. Teachers call a 
number and students who have that number of vowels may line up.  

 
Who Has It? Who Doesn't? from Cathy Jimenez, a bilingual teacher in the Escondido, California Union School 
District. 
Teacher chooses an observable object such as hair ribbons, watch, white shirt, and says, "Ann has it, James 
doesn't." When someone thinks they know, they raise their hand and guess. Each student may make only 
one guess per object until everyone has had a chance, or until a given time limit has passed. 
With younger students, the students who "have it" line up on one wall and the ones who don't "have it" line 
up on the other wall, so they can have visual clues to the criteria or concept. 
 
 
SUBSTITUTE HINTS AND SUGGESTIONS 
 
• Arrive early, not just at the required time. 
 
• Get to know the teacher(s) next door.  Introduce yourself so you can call on someone to answer your 

questions about schedules or materials for the class. 
 
• At each school, familiarize yourself with the SRP, including: locations of fire extinguishers, emergency 

exit routes, “call buttons” to the office, etc. 
 
• Keep your sense of humor, it helps the climate of the classroom. 
 
• When students need to go to the restroom or the library, send only one student at a time.  When the first 

one returns a second one may go. 
 
• If there is no seating chart left by the teacher, quickly make one.  It is much easier to maintain discipline 

when you can call a student by name. 
 
• If a student doesn’t respond when you call him by name, you may suspect the students have switched 

seats.  Let them know it is better to have the correct names so the wrong students don’t get in trouble 
and written about to the regular teacher. 

 
• Do not let students start calling you by your first name.  Do not become a buddy. 
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• Try to get in the hall between classes.  It is a good idea to stand in the doorway so you can keep one eye 

on the hallway traffic and one eye on the students coming into the classroom. 
 
• Walk around the room.  Don’t just sit behind the desk, especially during homework, class work, or 

during a test. The students will be less likely to talk or cheat when you are close by them. 
 
• Try to have the names of one or two students you can call on for assistance.  
 
• Never let a class leave early to go to the next class or for lunch, unless the teacher or the next door 

teacher says it is okay. 
 
• Make your expectations very clear at the beginning of the day. 
 
• Do not discuss the teacher’s class with other people, especially out of school.  You are a professional and 

shouldn’t discuss individual students or problems.  If you need to talk to someone about a problem, talk 
to the principal.  (Keep your opinions about students or the teacher’s classroom to yourself). 

 
• Follow the lesson plans the teacher has left.  If there is extra time, incorporate your own ideas. 
 
• Have some emergency lesson plans in case the teacher’s plans are either missing or inadequate. 
 
• Even though a few students can upset your plans, try to find out the names of the students who have 

been good or helpful and let the teacher know about them also. 
 
• Most students will acquiesce to your leadership, but there will be some that will question your plans or 

authority.  It is better not to argue.  Instead say, “I know this may not be the way Mr. Smith does it, but this is the 
plan for today.” 

 
• Don’t feel threatened or uncomfortable when administrators visit your classroom.  They can be a great 

help in maintaining discipline. 
 
• If you are not sure how the teacher wants an assignment done, ask another teacher or develop your own 

plan.  Be sure to leave a note for the permanent teacher explaining what you assigned. 
 
• Have a couple extra pens or pencils with you for those who have “forgotten”. 

 

• Do more than is required. Your extra efforts will be noted and appreciated. 
 

 
Don’t make statements lightly - students remember! 
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Section III - Substitute Employment 
 
 

GENERAL EMPLOYMENT REQUIREMENTS 
 

To serve as a guest teacher, potential applicants must:  

1. Have a minimum of 30 college credit hours at an institution of higher education (transcript 
required). Must be actual class credit hours from either a Community College or University. 

Technical or Trade schools are not included. 

OR: 

An honorable military discharge from full-time active duty service in the Air Force, 
Marines, Army, Navy or Coast Guard. Must have served a minimum of 2 years full-time 

active duty to utilize this option (DD214 upload required) 

OR: 

Standard Texas teaching certificate 

Any applicant that does not hold a standard Texas teaching certificate will also be required to participate in additional online 
training at the applicant’s expense. A passing grade in the training will be required in order for the applicant to be employed as a 

guest teacher. 

2. Must be proficient in reading, writing and speaking the English language 

3. Must be at least 21 years of age to be eligible for middle and/or high school assignments. 
   

4. Fingerprinting as required by State of Texas (Individuals who have already submitted 
fingerprints for the Texas Education Agency will not need to complete the process again for 
Hays CISD; however, the district will need subscribe to your fingerprint results with TEA.) 

5.  Attend a 3.5 hour orientation session 

(Registration & Orientation dates provided electronically after the 
fingerprint and online training requirements have been met) 

Additionally, all applicants will also be required to complete the following: 

 Yearly compliance trainings (required by all district employees) 
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HIRING PRACTICES – REF: BOARD POLICIES DAA (LEGAL),DC (LEGAL) AND 
(LOCAL), DCD (LEGAL) AND (LOCAL) AND DPB (LEGAL) AND (LOCAL) 
 
Hays CISD does not discriminate on the basis of race, religion, color, national origin, gender, or disability in 
providing education services, activities, and programs, including vocational programs, in accordance with 
Title VI of the Civil Rights Act of 1964, as amended; Title IX of the Educational Amendments of 1972; and 
Section 504 of the Rehabilitation Act of 1973, as amended. 
 
In considering an applicant for substitute teaching, the automated calling system assigns qualified 
candidates according to the substitute teacher’s information on file in the system.  At the end of each school 
year, a letter will be sent to each person who is on the current (active) substitute teacher list.  The form 
should be completed and returned to the human resources office in order to continue employment with the 
district for the next school year. Failure to return the letter will result in removal from the approved list. 
 
Substitutes are considered at-will employees. A substitute will be removed from the substitute list if there is 
a violation of campus or school district policy.  
 
EMPLOYEE POLICIES 
 
Substitute employees are governed by the policies of the district.  Those policies are located online at 
www.hayscisd.net.  Substitutes should be aware of these policies and how to access them.  Substitutes 
should also be familiar with the district employee handbook which is also accessed through the district 
website.  Pertinent policies are as follows: 
 
DH (LEGAL & LOCAL):  Employee Standards of Conduct 
DIA (LEGAL) and (LOCAL): Discrimination, Harassment and Retaliation 
 
As an employee of Hays CISD, you are bound by all board policies. To find and read the policies online, 
please follow this web address:  
 

www.hayscisd.net/boardpolicy 
 

http://www.hayscisd.net/
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Section IV:  Substitute Compensation & Benefits 
 

Salary Information - The current regular substitute rate of pay is $95.00 per day for campus teachers and 
“teacher paid” instructional aides, $80.00 per day for regular instructional aides and clerical positions.  A 
substitute working more than ten consecutive days in the same assignment, will have a pay increase of 
$10.00 per day over our regular substitute rate for the eleventh day and each day until that specific job 
assignment concludes. Missing a day during a long term assignment will affect your pay rate. If you miss a 
day during a long term assignment, the next ten days will be at regular pay before the long term rate 
resumes. Please note that the additional $10.00 is not above ER rates, only above the regular rates. 
 
Hours 

• A half-day is up to 4.5 hours of actual work time, the rate of pay will be 1/2 of the daily rate of pay.   
• Substitutes will be paid the full daily rate for a job that require 5 hours or more of actual work time. 

An exception to this rule is an “Early Release Day” Designated early release days have a special rate of 
pay to reflect actual hours worked. 

• Substitutes are not guaranteed a “conference” period, you may be required to work in a different 
capacity, perhaps in a different classroom, during the regular teacher’s “conference” time. This is part 
of your regular substitute assignment and will not be subject to additional compensation.   

• A substitute may not leave campus early without the permission of the campus principal or 
designee. 

 
Compensation 

• Substitute teachers are paid on the 15th day of each month for all jobs worked during the previous 
month.   

• Direct Deposit is required. The first check will be a “live” check, mailed to your home address. The 
direct deposit should be active beginning on the second check cycle. 

 
All jobs worked during: Will be paid on: 

ENTIRE MONTH OF AUGUST SEPTEMBER 15TH 
ENTIRE MONTH OF SEPTEMBER OCTOBER 15TH 

ENTIRE MONTH OF OCTOBER NOVEMBER 15TH 
ENTIRE MONTH OF NOVEMBER DECEMBER 15TH 
ENTIRE MONTH OF DECEMBER JANUARY 15TH 
ENTIRE MONTH OF JANUARY FEBRUARY 15TH 

ENTIRE MONTH OF FEBRUARY MARCH 15TH 
ENTIRE MONTH OF MARCH APRIL 15TH 

ENTIRE MONTH OF APRIL MAY 15TH 
ENTIRE MONTH OF MAY JUNE 15TH 

ANY JUNE JOBS (would be limited) Added to the JUNE 15th payroll 
There are no summer opportunities for guest teaching. 

If the 15th falls on a weekend or holiday, payday will be the Friday before. 
 
Deferred Compensation - Effective January 1, 1992, all substitutes and part time employees of the Hays 
CISD are eligible to contribute to FICA or an alternate plan, (Hays CISD has chosen the alternate plan) and 
must pay 7.5% of their wages into this plan.   This is in lieu of Social Security.  The Payroll Office will be able 
to answer questions concerning this matter. TRS retirees are exempt from this contribution. 
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Worker’s Compensation - The district, in accordance with state law, provides workers’ compensation 
coverage at no cost to employees who suffer a work-related illness or are injured on the job.   
 
In the event of an emergency, please seek medical attention immediately. 
 
If it is not an emergency, follow the steps below: 
Report the injury to your supervisor immediately or as soon as medically able. Your supervisor will provide 
you with the Employee Injury form to complete. 
Contact the Human Resources, Employee Services office at 512-268-8975 for treatment authorization and 
other information. 
For more information on workers' compensation in Texas, please visit 
https://www.tdi.texas.gov/wc/index.html 
 
 
Health Insurance - The district offers the option for guest teachers to enroll in health insurance. As a 
substitute employee, you would be responsible for the entire premium. The district does not provide a 
contribution to the premium for substitute employees. There are a couple of other items you can choose to 
enroll in, including pet insurance! You can find more information here: http://www.hayscisd.net/subbenefits  
 
 
Extra Benefits - Hays CISD substitute teachers may attend any and all “at home” sporting events for free, 
your photo ID badge is required at the gate. General Admission Only….Season tickets must be paid for. 
 
Substitute teachers who have children enrolled in the district are entitled to receive a discount on individual 
school pictures purchased through Lifetouch Portrait Studios. If your child’s school does not use Lifetouch, 
there is no guarantee of a discount, but feel free to ask the campus secretary if they honor a discount for 
guest teachers. Also, you are only eligible for this discount if you have worked at least 4 times within the 4 
weeks prior to your child’s picture date.  Please contact your child’s campus for more information.  
 
 
 
 
 
 
 
 

                     
 
 
 
 
 
 
 
 
 
 
 

https://www.tdi.texas.gov/wc/index.html
http://www.hayscisd.net/subbenefits
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Section V:  Substitute Employee Management System 
(SmartFind Express) 

 
GENERAL SMARTFIND EXPRESS INFORMATION 
 
The district uses an automated Substitute/Employee Management System called SmartFind Express to 
assign guest teachers for absent employees and/or campus vacancies.  SmartFind Express can be accessed by 
phone and/or internet. 
  
With this automated system, you will be able to: indicate your availability by day of the week; call or 
login to check on open jobs (during appropriated times) so you can plan ahead; and, make yourself 
temporarily unavailable. 
 
How the system works: 
  

• An employee, principal or principal designee creates a job in the system 
• SFE searches its listings and finds the appropriate substitute match for this job 
• During the morning or evening call-out periods, SFE places calls to the substitute pool 
• Outside of designated calling times, you can shop online for assignments 
• The substitute enters their personal information to login online or via the telephone keypad/SFE 

narrator recites the job information 
• The substitute accepts or declines the job (If accepted the substitute is given the job number) 
• If you need assistance, you may reach the substitute office at (512) 268-8450. 
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SmartFind Express 
(Automated Substitute System) 

 
 

If you are a first time SmartFind user: 
The first time you access the system you must do so by phone. 

Call 512-523-6320 
 

The system will ask you for your ACCESS ID:  enter your employee ID number 
You will then be asked to enter your PIN:  enter your employee ID number again 

You will then be asked to record your name and choose a new PIN. 
If you hear “invalid” when attempting this, please contact the substitute office. 

 
 

If you are a returning user & already have your PIN: 
 

You can access the system from the phone as above or on the internet: 
 

www.hayscisd.net/smartfind 
 

 
Your Access ID will always be your employee ID number. 

 
 

If you don't remember your pin, please click the “trouble logging in” link and if your email 
address is in the system, the system can email your pin to you. 

 
If you have additional questions, please email tricia.griffith@hayscisd.net 

 

https://sems.hayscisd.net/
mailto:tricia.griffith@hayscisd.net?subject=Guest%20Teacher%20Question
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Section VI: Campus Information 
  

  
 
 

The following pages provide you with a substitute plan from each campus. 
 

This section is in alphabetical order and begins with our elementary schools.
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Blanco Vista Elementary  
(512) 268-8506 

 
 
 
 

1. Campus Parking 
 Substitutes parking is in faculty parking (cafeteria entrance) located between the school and the 

community pool. 
 Substitutes will enter the building and proceed to the front office to sign in.  Please have your job 

number and the teacher’s name that you will be replacing for that day. 
 
2. Dress Code: 
 We ask that you dress in a clean, neat professional manner appropriate to your substitute 

assignment.  No facial piercing or the jewelry should be removed prior to entering the building. 
 
3. Arrival Procedures – Substitutes should follow these procedures when entering the school: 
 Enter the school through the cafeteria doors at 7:10 am and proceed to the office to sign in. 
 Please arrive a few minute early so you can review assignments, how students get home (bus or car 

riders) and any other special arrangements or schedule changes.  You will be assuming all duties that 
the teacher has for that day, so please review any extra duty instructions.  If you are unable to follow 
the lesson plans, please contact the office prior to creating your own lessons. 
 

4. Attendance: 
 Each classroom will have a roll sheet and attendance slips. 
 Send the absence slip to the front office by 8:30 am, even if everyone is present. 
 Students tardy to class should be marked tardy on the attendance slip, as well as making note to 

share this information with the teacher when he/she returns. 
 
5. Classroom Management Procedures: 
 Students not responding to efforts made to correct misconduct should first receive a verbal warning.  

If a student continues to be disruptive or is in violation of classroom rules, please call the assistant 
principal (42302) or the school secretary at (42303).   

 If you send a student to the restroom outside of your classroom, please make sure to keep track of 
when the child left and returned.  Whenever possible, use the restrooms in the classroom (K-2) – or 
for older children, send them only one at a time. 

 
6. Departure Duties 
 All sub folders will have sub evaluation/comment forms.  Please keep the packet together and return 

them to the sub folder at the end of the day.  Please leave all completed forms in the folder.  Don’t 
forget to sign/check out in front office at the end of the day.  Check out time is at 3:00 pm. 
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Buda Elementary School    
Phone:  (512) 268-8439 

Campus Address: 1060 Old San Antonio Rd 
Buda, TX. 78610 

 
1. Campus Parking: 
 Substitutes may park next to the school in the parking lot. 

 
2. Dress Code: 
 All substitutes shall dress in a clean, neat and professional manner appropriate to their assignment. 
 Jeans and comfortable shoes may be worn if you are working in a SpEd classroom. 
 No shorts, unless P.E. assignment. 

 
3. Arrival Procedures: 
 Check in with the receptionist in the main office, no later than 7:00. 
 Bring the teacher’s name and the job number for that day’s assignment. 

 
4. Attendance: 
 Follow attendance instructions in the substitute folder. 
 Students who show up after tardy bell must check in through the office to obtain a pass. 

 
5. Classroom Management Procedures: 
 Students are expected to follow all classroom rules in the absence of their teacher. 
 Follow classroom discipline management plans indicated by teacher’s rules in the classroom. 
 Students who continue to disrupt the learning environment will speak with an Administrator-call 

the office to ask for assistance. 
 Students should be sent to the nurse with a pink slip when they are feeling ill or get hurt. 
 Students who are leaving early will be called from the office.  Parents who show up to the classroom 

without a “Leaving Early” pass need to be redirected to the office. Students will not be allowed to 
leave the classroom without a pass or a phone call from the office.  

 Visitors need visible identification or a visitor’s pass from the office at all times. 
Redirect anyone to the office who does not have one. 
 

6. Departure Duties: 
 Please fill out a comment sheet for the teacher. 
 Classroom should be left in a neat and orderly manner. 
 All papers, books, etc., should be picked up off the floor and any materials used during the day need 

to be put away. 

 
MORE INFORMATION WILL BE PROVIDED IN THE SUBSTITUTE FOLDER 

ONCE YOU ARRIVE ON CAMPUS AND CHECK IN. 
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Camino Real Elementary 
(512) 268-8505 

 
 
 

1. Campus Parking:  
 Guest Teachers should park in the staff parking lot which is on the north side of the campus near the 

cafeteria, not in front of school.  
 

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your specific  

assignment (no shorts, hats or overalls). Your appearance sets an example for the students and it is a 
reflection of our school and community. 

 
3. Arrival & Job Cancellations Procedures:  
 Guest teachers need to do the following when arriving on campus: 

             Check in at the front office by 7:00 a.m. Sign the Guest Teacher book with your name, the 
teacher’s name, and job number. 

 Job cancellations on SmartFind Express must be followed up by a courtesy call to the campus 
secretary.  If the cancellation occurs the morning of the assigned job, you must speak to someone at 
the campus. 
 

4. Attendance: 
 Upon reporting to the front office to sign in, a guest teacher folder and a student roster for the class 

that you’re reporting for, will be available to you. On the roster mark the students that are absent or 
mark 100% if all students are present. The roster is due back to the office no later than 10:15. 

 
5. Classroom Management Procedures: 
 Teachers will have copies of their classroom rules printed or posted within the classroom. Students 

should follow those rules. 
 All students are to be seated and ready for work when the tardy bell rings. 
 Remember we are at an elementary school. Make sure anything you say to a child can be said in front 

of their parents. Sarcasm and/or slang is not acceptable. 
 If you have a behavior concern, please consult with a neighboring teacher or call the office at Ext. 

42400.  
 
6. Departure Duties: 
 All Guest Teachers need to maintain classroom order & have students clean up at the end of            

the day. 
 We ask that you take the time to complete the online evaluation form as truthfully as possible. 
 Review the teacher’s schedule.  If the teacher is assigned duty, please report to that location.  
 Sign out at the front desk at the end of the day. 

 
 

Note: Additional important information will be provided in the Guest Teacher Folder. 
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Carpenter Hill Elementary    
512-268-8509 

 
1. Campus Parking 
 Guest teachers should park in the side parking lot.  There will be a staff member in the café starting 

at 7:00am who will let you in.  The earlier you can get here the better off you’ll be.  The traffic backs 
up and it can be difficult to get into the parking lot.  

 
 
2. Dress Code: 
 We ask that you dress in a clean, professional manner appropriate with your sub assignment.  Clean, 

neat jeans can be worn on Fridays. 
 
 
3. Arrival Procedures - Guest teachers need to do the following when arriving on campus: 
 Check in time is no later than 7:10; we have students in classrooms at 7:15.  
 Please sign in at the office.  Guest teacher folders are kept in the classrooms, unless it’s an emergency 

absence.  In that case the folder will be available for you when you sign in. 
 

 
4. Attendance: 
 You will be given an attendance roster when you sign in at the office.  Please send the attendance 

sheet to the office by 10:00, along with any absence notes that have come in. 
 
 
5. Classroom Management Procedures: 
 Please follow the discipline plan in the sub folder.  If it’s an emergency call the office at extension 

42600.  
 
 
6. Departure Duties 
 All guest teacher folders should have a white and a yellow form.  The white form will have 

information from the teacher and the yellow form you will fill out and leave for the teacher.  If there 
is not a yellow feedback form please ask in the office and we can get one for you.  Please leave the 
yellow form in the classroom for the teacher.  The guest teacher folder also stays in the classroom, 
unless you were given an emergency sub folder-those come back to the office.  When all of your 
students are accounted for and your duties are complete you can sign out through the office.  

 
 

Thank you for joining us for the day! 
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Elm Grove Elementary        
(512) 268-8440 

 
 
 
 Campus Parking 
 Substitutes may park anywhere in the front parking lot.  Due to traffic congestion, it is best to arrive 

early. 
 

 Dress Code 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute 

assignment.  Clean, neat jeans may be worn on Tuesdays and Fridays. 
 

 Arrival Procedures 
 Please sign in at the office between 7:00 and 7:15 am, if you will arrive after 7:15 you must call the 

office. 
 Be sure you know the name of the teacher and job # of your assignment.  Office staff will direct you 

to the proper classroom and make sure the door is unlocked.  Teachers will leave Sub directions in 
the classroom.  The directions will contain lesson plans, special instructions, seating charts, etc.  If 
the teacher for whom you are assigned has duty, you are responsible for completing the duty for that 
day. 

 Students may go to their classrooms at the 7:15am bell.  Students should be in class by 7:35am. 
 

 Attendance 
 You will receive an attendance sheet when signing in at the office.  Mark absences/tardies on that 

sheet and send it back to the office by 10:00am along with any absence notes that students may turn 
in. 
 

 Classroom Management Procedures 
 Please follow the discipline plan described by the teacher.  All class rule violations need to be 

documented on the yellow feedback form located in the substitute folder.  The teacher will review 
these upon return and will handle all issues. 

 If there is an emergency please call the office at ext. 47100 or 47102. 
 

 Departure Duties 
 Please complete the yellow Feedback form found in the campus substitute folder.  This should be left 

for the teacher.  If you choose to, you can also complete an online evaluation of the classroom and 
teacher in the Smartfind system. 

 
Thank you for working at Elm Grove Elementary! 
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                       Susie T. Fuentes Elementary 
                     Home of the STARS! 

                     (512) 268-7827 Office 
 

                               Building a brighter future…one STAR at a time! 
              
 
 

 Campus Parking 
 Guest teachers must park in the front parking lot.  The earlier you can get there the better off you’ll 

be. If you are running late, please call our campus and let the front office know. Traffic backs up and 
it can be difficult to get into the parking lot.  

 
 Dress Code: 
 We ask that you dress in a clean, professional manner that’s appropriate with your sub assignment.  

Clean, neat jeans can be worn on Fridays. 

 
 Arrival Procedures- Guest teachers need to do the following when arriving on campus: 
 Check-in time is 7:00am. Students are released to classrooms at 7:15am. Sub lesson plans are kept in 

the classrooms.  

 
 Attendance: 
 An attendance roster will be given to you after you have signed in. Please take a Guest Teacher 

binder and a proxy card. Both need to be turned back in upon the completion of your assignment.  
Guest teachers will mark absences while the attendance clerk marks tardies. Send the attendance 
roster to the office by 10:20am, along with any student absence notes that have come in. 

 
 Classroom Management Procedures: 
 Please follow the discipline plan outlined by the teacher in the sub lesson plans. If it’s an emergency 

call the office at ext. 47200.  

 
Departure Duties 
 All Guest Teacher binders will have a Guest Teacher Report. Please leave a completed form in the 

classroom for the teacher. When all of your students are accounted for and your duties are complete 
you can sign out through the front office.  

 
 
 

                                Thank you for choosing to work at FES! 
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Green Elementary School 
(512) 268-8438 

 
1. Campus Parking: 
 Substitutes must park in the west parking lot, first parking lot entrance on the right off Goforth 

Road. 
 Upon arriving at GES, you must report to the office, present your sub ID to the attendance clerk for 

clearance and sign the designated log book acknowledging you arrival and purpose for the day. 
* report to the office and log yourself as out when leaving campus at the end of your work day. 

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute 

assignment.  
3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus: 
 Sub check in time is 7:00 a.m. through 7:15 a.m.  No office staff is available before 7:00 a.m. You must 

call the campus if you will be arriving later than 7:15 a.m. 
 Please enter through the main office doors between 7:00-7:15am.  Due to safety no other doors should 

be used to enter our campus.   
 Go to classroom and take enough time to review information in substitute folder.  All teachers have a 

folder which should contain lesson plans, special instructions, seating charts, etc. Check notes for 
duty stations.  If the teacher that you are subbing for has duty, you must complete the duty for that 
day. 

4. Attendance: 
 Class roster will be delivered to your classroom by 7:15am.  If you haven’t received it by then, please 

call ext. 46821 (secretary). 
 Send signed roster to the attendance office on or before 10:00 a.m., even if all students are present.   
 Students tardy to class should be marked tardy on the form provided and noted to the teacher. 

5. Classroom Management Procedures: 
 Students not responding to efforts to correct misconduct should first receive a verbal warning.  If a 

student continues to be disruptive or in violation of classroom rules, please call the front office at 
extension 46827 (ie: a threat to safety or a major disturbance.) All class rule violations need to be 
documented and reported to the classroom teacher. If the student becomes non-compliant, contact 
the office 46827 for assistance.  The Principal and/or the Assistant Principal will review these 
immediately and will begin the appropriate discipline procedures.  

 PASSES - Do not allow students to leave the class.   Passes should be issued only if an emergency 
occurs. Students should not be sent to the library unless lesson plans call for the entire class to go to 
the library.  You must also use passes for restroom or nurse visits only if they have an emergency.   
Please be aware of which students are out of the class and how long they are out.  If a student is gone 
for more than 5 minutes, please call the office. 

6. Departure Duties: 
 Please leave a note for the classroom teacher and report any incident that happened during the day.  

Sign out at the office and make sure you return the proxy card and/or key.   
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Hemphill Elementary School 
Home of the Mighty Hawks 

 (512) 268-4688 
 
 
 
1. Campus Parking: 
 Please park in the staff parking lot that is between Simon Middle School and Hemphill Elementary 

School. 
 
2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your assignment. Your 

appearance sets an example for the student body and is a reflection of our school and community. 
 
3. Arrival Procedures:  Please follow the procedures below when arriving on campus: 
 Check in time is 7:00 a.m. through 7:15 a.m.  No office staff is available before 7:00 a.m. You must call 

the campus if you will be arriving later than 7:15 a.m. 
 Sign in the guest teacher binder. 
  A front office staff member will provide you with a key/proxy card if needed and an attendance 

roster for completing attendance for the day.  
 When you arrive to the classroom, there will be a white guest teacher folder which will contain 

lesson plans, special instructions, seating charts, etc.  
 Check notes for duty stations.  If the teacher that you are a guest teacher for has duty, you must 

complete the duty for that day. If you are not able to locate the Sub folder, please call the office 
immediately by pressing 0. 

 
4. Attendance: 
 You will be given a class roster attendance sheet at the front office when you check in.  Please make 

sure to fill out the class roster attendance sheet and take it to the front office no later than 10:15 a.m.  
 
5. Classroom Management Procedures: 
 Follow teacher’s lesson plans for classroom management. 

 
6. Departure Duties: 
 All guest teachers need to maintain classroom order & have students clean up at the end of the day. 

Students need to be accompanied to the bus at dismissal.  DO NOT let students walk themselves to 
the bus.  

 There is a yellow comment form located in the folder for all guest teachers.  We ask that you please 
take the time to fill out the form . 

 Review the teacher’s schedule. If the teacher is assigned duty, please report to that duty station.  
 Sign out at the front desk at the end of the day and return any keys/proxy cards.  

 
Note: Additional important information will be provided in the guest teacher folder. 
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Kyle Elementary  
(512) 268-3311 

 
1. Campus Parking 
 Substitutes should park in the teacher parking lot located on Nance Street and enter the campus by 

the front door on Blanco Street.  DO NOT park in front of the school, this is reserved for parents. 
Overflow parking is located behind the Old Kyle Library, in the Methodist Church parking lot.  

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute 

assignment. We do not allow jeans, except on Fridays.  No facial piercings. 
3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus: 
 Sub check in time is 7:00 a.m. You must call the campus if you will be arriving later than  

7:15 a.m. 
 The Sub sign-in, Sub comment forms and sub folders are located in the front office. Office Staff will 

be there to greet you. 
 Go to classroom and take enough time to review information in substitute folder.  Check notes for 

Duty Stations.  If the teacher that you are subbing for has Duty before or after school, you must 
complete the Duty for that day. 

4. Attendance: 
 There should be an attendance sheet on the teacher’s desk. Call ext.46924 if it is not there. 
  Send attendance sheet to the front office, with a student, even if all students are present by 10:30am. 

Send any absence notes to the attendance office. Students tardy to class should be marked tardy on 
the attendance form provided and noted to the teacher. 

5. Classroom Management Procedures: 
 Follow classroom discipline management plans as indicated in the Teacher Substitute Folder. 
 If a student continues to be disruptive or in violation of classroom rules, please call the front office at 

extension 46924 or 0 (i.e.: a threat to safety or a major disturbance). All class rule violations need to 
be documented on the yellow “Substitute Note for the Teacher” form, which you picked up with 
your sub folder.  

 Leaving the classroom: 
     -  Send students to the nurse only with a completed Nurse’s pass.  
     -  Follow instructions in the sub folder for restroom procedures and library access. 

 
6. Departure Duties 
 All sub folders will have the white comment forms.  Please leave form on the teacher’s desk.  Return 

the sub binder and key to the office at the end of the day.  If you have finished your duties before the 
3:15 departure time, please see office staff for additional duties. 

 
Thank you for choosing to substitute at Kyle Elementary School. We appreciate you. Please let us know 
how we can help you to have a great experience at Kyle ES. If you have any questions or concerns, please call 
ext. 46921. 
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Negley Elementary 
(512) 268-8501 

 
1. Campus Parking 
 Substitutes may park anywhere in the staff parking lot or in any open spaces facing the flag poles in 

the front parking lot.  Do not park in the Visitor Parking in the font parking area.  If necessary, you 
may have to park on McNaughton St. 

 
2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute 

assignment.  
 
3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus: 
 Sub check in time is 7:00 a.m.  No office staff is available before 7:00 a.m.  You must call the campus 

at 512-268-8501 if you will be arriving later than 7:00 a.m. 
 Pick up sub folder and classroom keys from school secretary. 
 Check sub folder for Duty Stations. If the teacher that you are subbing for has Duty, you must 

complete the Duty for that day. 
 
4. Attendance: 
 An attendance sheet will be sent down to you before attendance time each day. Call ext. 47000 if you 

have not received one by 10:00am. 
 Send attendance sheet to the front desk at 10:20a.m. with your signature and date, even if all 

students are present. Students tardy to class should be marked tardy on the attendance sheet and 
noted to the teacher. 

 
5. Daily Routine: 
 Have your name on the board, introduce yourself, and indicate to the class you are aware of the class 

rules.  Establish a positive tone that you are in control. 
 Classroom rules, seating charts, and crisis plan flip chart will be in your sub folder. The teacher will 

provide lesson plans as well as duty schedules.  Please follow the teacher’s instructions as closely 
as possible 

 
6. Classroom Management Procedures: 
 Students not responding to efforts to correct misconduct should first receive a verbal warning.  If a 

student continues to be disruptive or in violation of classroom rules, please call the front desk, ext. 
47000 (i.e.: a threat to safety or a major disturbance.)  All class rule violations need to be documented 
in your note to the teacher.  The teacher will review these immediately upon their return and will 
begin the appropriate discipline procedures.  

 PASSES:  Do not allow students to leave the class.  Each classroom has an attached restroom.  You 
must send a nurse pass with any student going to the nurse’s office.  Students should not be sent to 
the library unless lesson plans call for it 

 
7. Departure Duties 

 Please leave the complete notes for the day on the teacher’s desk.  Return the sub folder and keys to 
the school secretary’s office at the end of the day.  
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Pfluger Elementary 
512 268-8510 

1.  Campus Parking 
• Substitutes should park in the staff parking lot next to the cafeteria. 

2. Dress Code 
• Please dress in a clean, neat, professional manner appropriate to your assignment. 
• Jeans are worn only on Fridays, as this is our “Spirit Day.”  

3. Arrival Procedures 
• Sub check-in time is 7:10. Make sure to sign in the sub folder in the office. Please pick-up sub 

folder from the secretary and go directly to the classroom to review the lesson plans and any 
special instructions left for you.  If the teacher you are subbing for has morning duty, you are 
required to cover that duty.  This includes before and after school. 

• Please complete the attendance sheet provided in the sub folder.  Send the “signed and dated” 
attendance sheet to the office at 8:45. Any student who is tardy should be noted on the attendance 
sheet. 

4. Daily Routine 
• Introduce yourself to the students and establish a positive rapport with them.  
• On the teacher’s desk or in a box/folder that says sub plans there should be information for you.  

In that information, you should find classroom procedures, discipline policies, seating chart, 
crisis plan, lesson plans, special instructions for challenging students, and any other instructions 
the teacher needs you to know to be successful for the day. 

5. Classroom Management 
• Students not responding to efforts to correct misconduct should first receive a verbal warning. If a 

student continues to be disruptive or in violation of classroom rules, contact another teacher on 
the grade level for support. All classroom behaviors of concern need to be documented. The 
teacher will review these upon their return and will begin the appropriate discipline procedures.  

• Should you have any problems or concerns, please don’t hesitate to call the office at extension 
42700.  

• Students are to be supervised at all times (walking in the halls, at recess, in class).  
• Any student, who needs to visit the nurse, should be sent with the PASS provided.  Students 

should not go anywhere in the building without your permission. 
• It is extremely important that all student information remains CONFIDENTIAL. 

6. Departure Duties 
• You are expected to help with dismissal duty with all staff. The teachers should indicate where 

your area is for dismissal. 
• The end of the day for a sub it at 3:15. 
• After duty, please return the blue folder and keys to the office.  
• All sub folders should have yellow comment forms included for you to complete.  Leave the form 

for the teacher and turn the folder in to the office when you leave for the day.   
• Before you leave, please check with the secretary to see if you need to return the next day and sign 

out. 
 

Thank you for being a part of our Pfluger Family for the day. 
Your time and efforts are greatly appreciated! 
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Science Hall Elementary 
(512) 268-8502 

 
 
1. Campus Parking 
 Substitutes must park in the Faculty-Staff parking lot on the west side of the school ight off of Dacy 

Lane. 
 Upon arriving at Science Hall, you must sign in the Substitute Log in the Front Office. 

 
2. Dress Code: 
 We ask that you dress in a clean, neat professional manner appropriate to your substitute 

assignment. Nice jeans are allowed on Fridays. 
 
3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus: 
 Sub check in time is 7:10 AM; you are required to call the campus if you will be arriving later than 

7:10 AM. 
 Students begin arriving at 7:15am 
 Sub Folders are kept in the classrooms 
 Go to classroom and take time to review information in substitute folder. All teachers have a Sub 

Folder in the classroom which should contain lesson plans, special instructions, seating charts, etc. 
Check notes for Duty Assignments. If the teacher that you are subbing for has Duty, you are 
responsible for completing the duty for that day.  

 
4. Attendance: 
 There should be a roll sheet for each classroom in the Sub Folder. Call ext: 42100 if it is not there. 
 Send BLUE absence slip to the front office after 10:00 AM, even if all students are present. 
 Students tardy to class should be marked tardy on the BLUE absence slip. 

 
5. Classroom Management Procedures: 
 Students not responding to efforts to correct misconduct should first receive a verbal warning. If a 

student continues to be disruptive or in violation of classroom rules, please call the office for 
administrative assistance.  All class rule violations need to be documented; the Teacher will review 
these upon their return and will begin the appropriate discipline procedures. 

 Students should not use hallway bathroom unless you take the whole class. 
 Do not allow students to leave the class. Students should not be sent to the library unless lesson 

plans call for the entire class to go to the library. You must use passes for restroom or nurse visits 
only if they have an emergency. Students should not use their cell phones anytime during class time. 
Please be aware of which students are out of the class and how long they are out. If a student is gone 
for more than 5 minutes, please call the office ext: 42100. 

 It is extremely important that all student information remain CONFIDENTIAL.  
 
6. Departure Duties 
 Substitutes should not leave until all of your students are clear. Departure time is 3:00pm 
 Yellow comment forms are kept in the Sub Drawer in the downstairs workroom.  
 Please leave Sub Folder and completed forms on the Teacher’s Desk at the end of the day. 
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Tobias Elementary School 

  (512) 268-8437 
 
 

1. Campus Parking 
 Substitutes may park in the lot on the east side of the building. All substitutes must enter through 

the front entrance to sign in. All other entrances (on the side or back of the building) remain locked 
at all times.  

 
2. Dress Code: 
 All TES staff members and substitutes should dress in a clean, neat, professional manner. We are 

setting an example of professionalism for students, parents and the community, as well as 
contributing to the professional culture we want to create among the staff.  The following apparel 
should not be worn to work: jeans, caps, casual t-shirts, leotard material, short skirts, sweat suits, 
low cut blouses, shirts showing the mid drift, flip-flops, and any shirt with shoulder straps that are 
not at least 2 inches in width.  Remember: If it is not appropriate for students, then it is not 
appropriate for staff. A good thing to keep in mind is if you are not sure whether it is appropriate, do 
not wear it. Nice jeans will be allowed on Fridays. Please remember to wear your district I.D. badge 
at all times.  This is a district safety expectation. 

 
3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus: 
 All substitutes need to sign the log in the front reception office no later than 7:05am. The custodian 

will unlock the classroom for the substitute. At the end of the day the sub needs to make sure they 
sign out no earlier than 3:05pm. 

 
4. Attendance: 
 The substitute is to take attendance on the blue attendance form that is left by the classroom teacher 

and turn it in to the office by 10:00am. 
 
5. Classroom Management Procedures: 
 Our school-wide expectations are referred to as MAPS (Make good choices, Always be safe, Practice 

Self Control, Show respect to everyone). The expectations for areas are posted all around the 
building. For students who are showing MAPS consistently, we have Compass Compliments which 
can be given to students who are demonstrating these positive expectations. If a child is not 
following the expectations, first refer the child to MAPS and identify the area that they need to 
change and specifically which behavior you would like to see. (Instead of saying “Stop running.”, say 
“We must always be safe, please walk.”) Each classroom has a different management system as far as 
changing colors, moving clips, signing the agenda, etc.  Please refer to the teacher’s sub folder to see 
specific information for his/her classroom.  

 
6. Departure Duties 
 Substitutes should walk their class to their assigned duty area and remain there to supervise and 

monitor dismissal procedures. Once all students have left from the designated areas (either car duty in 
the gym or bus dismissal at the front of the building), the substitute should return to the classroom to 
finish any notes to the teacher, then sign out in the front office 
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Uhland Elementary School 

512- 268-8503 
1. Campus Parking: 

 Please park in the staff parking lot, which is in the back of the school.  The front is for visitors.   
 

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your assignment. Your 

appearance sets an example for the student body and is a reflection of our school and community. 
 

3. Arrival Procedures:   Please follow the procedures below when arriving on campus: 
 Check in time 7:00 a.m. through 7:10 a.m. No office staff is available before 7:00a.m. 
 Sign in the guest teacher binder. 
 A front office staff member will provide you with a key/proxy card if needed and an attendance roster 

for completing attendance for the day. 
 When you arrive to the classroom, there will be a white guest teacher folder which will contain lesson 

plans, special instructions, seating charts, etc. 
 Check notes for duty stations. If the teacher that you are a guest teacher for has duty, you must 

complete the duty for that day. If you are not able to locate the guest teacher folder, please call the 
office immediately by pressing 0. 

       4. Attendance: 

 You will be given a class roster attendance sheet at the front office when you check in. Please make 
sure to fill out the class roster attendance sheet, sign and take to the front office no later 
than 10:15 a.m. 

       5. Classroom Management Procedures: 

 Follow teacher’s lesson plans for classroom management. 
       6. Departure Duties: 

 All guest teachers need to maintain classroom order and have students clean up at the end of the day. 
Students need to be accompanied to the bus at dismissal. DO NOT let students walk themselves to the 
bus. 

 There is a yellow comment form located in the folder for all guest teachers. We ask that you please take 
the time to fill out the form. 

 Review the teacher’s schedule. If the teacher is assigned duty, please report to that duty station. 
 Sign out at the front desk at the end of the day and return any keys/proxy cards. 

 

 

Note: Additional important information will be provided in the guest teacher folder. 
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Barton Middle School    
(512) 268-1472 

 
 
1. Campus Parking 
 Substitutes may park in any space in the large parking lot in front of the school. 

 
2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute 

assignment.  Your appearance sets an example for the student body and is a reflection of our school 
to the community.  No Facial Piercing 

 
3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus 
 Sub check in time is 7:45 a.m. No office staff is available before 7:45 a.m. You must call the campus if 

you are arriving after 8:00 a.m. 
 Pick up sub folder in front office and review assignment. 
 Go to classroom, take enough time to review information in substitute folder such as lesson plans, 

special instructions, seating charts, etc.  
 Check notes for Extra Duty.  If the teacher you are subbing for has Duty, you must complete the 

Duty for that day (this includes before and/or after school). 
 
4. Attendance: 
 There should be an attendance sheet in the sub folder. Call ext. 46421 if it is not there. 
 Send attendance sheet to the front office, with a student, even if all students are present.  
 Students tardy to class should be marked tardy on the form provided and noted to the teacher. 

 
5. Classroom Management Procedures: 
 Students not cooperating in classroom should first receive a verbal warning.   If a student continues 

to be disruptive or in violation of classroom rules, send them to the Assistant Principals office with a 
discipline referral (provided in sub folder).   Call ext. 46421 to let the office know student is on the 
way. 

 PASSES:   Students cannot go to the library unless noted in lesson plans.  Use student’s planners as 
passes for restroom or nurse visits.   Do not send a student the first 10 minutes of class and the last 10 
minutes of class.   Students cannot go to the office to use the phone during class time.    If a student is 
gone for more than 5 minutes, please call the office. 

 Students are not to use the computer without permission from an Assistant Principal.   
 
6. Departure Duties 
 All sub folders will have the Yellow comment form for the teacher, please leave this form on the 

teachers desk. 
 Prior approval from the principal is need before leaving early from your sub assignment. 

 
Thank you for choosing to substitute at Barton Middle School. We appreciate you. Please let us know how 
we can help you to have a great experience at Barton MS. If you have any questions or concerns, please call 
ext. 46477. 
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Chapa Middle School 
512-268-8500 

1. Campus Parking 
 Substitutes may park in any marked space in front of the school. 

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute assignment.  Your 

appearance sets an example for the student body and is a reflection of our school to the community.  No 
Facial/Body Piercing.  Blue jeans are only allowed on Fridays and only if they are worn with a school spirit 
shirt.  

3. Arrival Procedures 
• Substitute teachers need to do the following when arriving on campus 
 Sub check in time is 7:30 a.m. Office staff is not available before 7:30 a.m. Students arrive in your classroom at 7:45 

a.m. so it is IMPERATIVE you arrive ready at 7:30 so that you have time to review the classroom folder. 
 Pick up sub folder from receptionist and go to classroom, take enough time to review information in substitute 

folder such as lesson plans, special instructions, seating charts, etc.  
 EVERYONE has morning and afternoon duty. Check notes for your location before & after school. Even if your 

conference is the last period, everyone has afternoon duty. This is for safety purposes. 
 Please also review emergency procedures as we may have a crisis drill. You should know exactly what to do and 

what to expect for a crisis drill.  
4. Attendance 
 Send absence slip to the office every period, even if all students are present. (use attendance slip forms provided in 

sub folder) Please call ext. 47805 if forms are not there. 
 Students tardy to class should be marked tardy on the form provided and noted to the teacher. 

5. Classroom Management Procedures 
 All teachers will have copies of their classroom rules printed or will have them posted within the room.  Students 

should follow these rules.  If rules are not visible, we ask that you use the following general rules: 
o All students are to be seated and ready for work by the time the tardy bell rings. 
o When students are tardy to class, please make sure you leave a note for the teacher along with the time 

that they arrive late.  
o Students are to have all material with them when they come to class (pen, paper, pencil, etc…). However if 

they do not, please supply them with materials.  
o Students are not to be allowed to leave the classroom after class has started unless it is an emergency – this 

is to be determined by the teacher. 
 General classroom rules are to be followed: 

o Students are not to talk when the teacher is talking 
o No talking during a test 
o No talking when individual students are responding to the teacher 

 Any student that violates the rules so as to distract from the class should be written up for the teacher to review 
and appropriate discipline procedures.  Questions call ext. 47800 or 47803. 

 Please do not put students or students in the hallway for any length of time. 
 Unless it is an emergency, please do not leave a classroom unsupervised.  An example of an emergency would be a 

seriously ill student or a physical outburst by a student or students.   
 Everyone should supervise the hallways during the time that students are changing classes. Please make sure you 

are out the hallways supervising student transitions. 
6. Departure Duties 
 All sub folders will have the yellow comment forms, please leave the form (fill in your information) for the teacher 

and return the sub folder to the office at the end of the day.   
 Subs are not allowed to leave early unless it is an emergency and prior approval from the Principal must be received 

before this occurs.  
7. Other 

• We like having the same sub for the same teacher as it allows for consistency. Please check with the school 
secretary if you have a pleasant experience and would like to continue to sub for that same teacher (so that we can 
request you) or if you want to be on our preferred list. 
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Dahlstrom Middle School  
(512) 268-8441 

 
1. Campus Parking: 

• Park on the side of the school; the parking lot entrance is off FM 967. 
• Upon arriving at DMS, report to the front office to sign in. 

2. Dress Code: 
• Dress in a clean, neat, professional manner appropriate to your substitute assignment.   
• Wear your Hays CISD ID. Jeans are only allowed on Fridays.  

3. Arrival Procedures: 
• Check in time is 7:45 a.m., unless specified otherwise. Office staff is not available before 7:30 a.m. Call 

the campus secretary 512-268-8441 ext. 46553 if you will be arriving later than 8:00 a.m.  
• Pick up sub folder from school secretary and go to the classroom as the room will be unlocked.  
• Teachers will have the following on their desk: lesson plans, special instructions, seating charts, etc. 

Check notes for duty stations. If the teacher that you are working for has duty, you must complete 
the duty for that day. 

4. Attendance: 
• Attendance will be distributed upon arrival to the front office.  
• Send signed and dated attendance sheets to the office every period; even if all students are present. 
• Students tardy to class should be marked tardy in their planner and noted to the teacher. 
• If a student is marked absent and arrives to class call the attendance clerk at ext. 46525. 

5. Classroom Management Procedures: 
• Most teachers will have copies of their classroom rules printed or will have them posted within the 

room.  
• Students are to be seated and ready to work by the time the tardy bell rings. 
• Students not responding to correction efforts should first receive a verbal warning. If a student 

continues to be disruptive or in violation of the class rules, please call the office at ext. 46553.  
• Please do not put students in the hallway for any length of time. 
• PASSES:  Do not allow students to leave the class. Passes should be issued only if an emergency 

occurs. Students should not be sent to the library unless lesson plans call for the entire class to go to 
the library.  You must also use these passes for restroom or nurse visits only if they have an 
emergency. Do not send a student with a pass the first 10 minutes or the last 10 minutes of a class 
period. Please be aware of which students are out of the class and how long they are out. 

• If a student is gone for more than timed allowed, please dial 0 to inform the office. 
6. Departure Duties: 

• All sub folders have yellow comment forms. Please complete all forms and place in the folder. 
• Prior approval is needed before leaving early from your assignment. 
• Upon departure from DMS, please sign out in the front office. 

7. Cell Phone Use: 
• Cell phone use is prohibited during class time for teachers and students. 
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McCormick Middle School 
512-268-8508 

 
 

 
1. Campus Parking 
 Substitutes may park in any space in the large parking lot in front of the school. 

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute 

assignment.  Your appearance sets an example for the student body and is a reflection of our school 
to the community.  No Facial Piercing 

3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus 
 Sub check in time is 7:45 a.m. Office staff is available starting at 7:30 a.m. You must call the campus if 

you are arriving after 8:00 a.m. 
 Pick up sub folder from school receptionist and review assignment. Please wait in front office until 

attendance clerk releases you to class. They might have additional information for you.  
 Go to classroom, take enough time to review information in substitute folder such as lesson plans, 

special instructions, seating charts, etc.  
 Check notes for Extra Duty.  If the teacher you are subbing for has Duty, you must complete the 

Duty for that day (this includes before and/or after school). 

4. Attendance: 
 There should be an attendance sheet in the sub folder. Call ext. 42800 if it is not there. 
 Send attendance sheet to the front desk, with a student, even if all students are present.  
 Students tardy to class should be marked tardy on the form provided and noted to the teacher. 

5. Classroom Management Procedures: 
 Students not cooperating in classroom should first receive a verbal warning.   If a student continues 

to be disruptive or in violation of classroom rules, send them to the Assistant Principals office with a 
discipline referral (provided in sub folder).   Call ext 42800 to let the office know student is on the 
way. 

 PASSES:   Students cannot go to the library unless noted in lesson plans.  Students must have a pass 
to go to the restroom.  Do not send a student the first 5 minutes of class and the last 5 minutes of 
class.   Students cannot go to the office to use the phone during class time.    If a student is gone for 
more than 5 minutes, please call the office. 

 Students are not to use the computer at any time.  
 Students are not allowed to use their electronics at anytime.  

6. Departure Duties 
 All sub folders will have the Yellow comment form for the teacher, please leave this form on the 

teachers desk. 
 Prior approval from the principal is need before leaving early from your sub assignment. 

Thank you for choosing to substitute at McCormick Middle School. We appreciate you. Please let us know 
how we can help you to have a great experience at McCormick MS. If you have any questions or concerns, 
please call ext. 42800. 
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Simon Middle School 
(512) 268-8507 

1. Campus Parking 
 Substitutes may park in any space in front of the school. 

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute 

assignment.  Your appearance sets an example for the student body and is a reflection of our school 
to the community. Jeans are allowed on Fridays only.  No facial and/or body piercing is permitted. 

3. Arrival Procedures - Substitute teachers need to do the following when arriving to campus: 
 Check in time is 7:30 a.m. No office staff is available before 7:30 a.m.   
 Sign in with school secretary office and go to the classroom. Substitute folders are in teacher’s 

classrooms.  Review the information in the substitute folder such as lesson plans, special 
instructions, seating charts, etc.  

 Check notes for duty assignments.  If the teacher you are subbing for has duty, you must complete 
the duty for that day (this includes before and/or after school). 

4. Student Attendance: 
 Send an absence slip to the office every period, even if all students are present (use the green 

attendance slip forms provided in sub folder).  Please call ext. 42500 if you need more forms or 
have any questions in regards to attendance. 

 Students tardy to class should be escorted to your room; they will document the tardy. 
5. Classroom Management Procedures: 
 Most teachers will have copies of their classroom rules printed or will have them posted within the 

room. Students should follow these rules. If no rules are visible, we ask that you use the following 
general rules: 

o All students are to be seated and ready for work by the time the bell rings. 
o Students are to have all materials with them when they come to class. 
o Students are not to talk when the teacher is talking. 
o No talking during a test. 
o No talking when an individual student is responding to the teacher. 

 Any student that violates the rules so as to disrupt the class should be written up for the teacher to 
review. For questions please call ext. 42500  

 Students are not to be allowed to leave the classroom after class has started unless it is an emergency 
– this is to be determined by the teacher. The student must have a pass with destination and your 
signature. 

 Please do not put students or students in the hallway for any length of time. 
 Do not leave a classroom unsupervised at any time. If you need assistance please call ext. 42500. 
 PASSES:  Do not allow students to leave the class. Passes should be issued only if an emergency 

occurs. Students should not be sent to the library unless lesson plans call for the entire class to go to 
the library.  You must also use these passes for restroom or nurse visits only if they have an 
emergency. Do not send a student with a pass the first 10 minutes or the last 10 minutes of a class 
period. Please be aware of which students are out of the class and how long they are out. 
If a student is gone for more than timed allowed, please call the office, ext. 45200.  

 Please supervise the hallways during the time that students are changing classes. 
6. Departure Duties 
 All sub folders will have comment forms, please return the forms along with the sub folder to the 

office at the end of the day.   
 Prior approval from the principal is needed before leaving early from your sub assignment. 
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Wallace Middle School    
 (512) 268-2891 

 
1. Campus Parking: 
 Guest Teachers may park in any marked space in front of the school. 

2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your assignment.  Your 

appearance sets an example for the student body and is a reflection of our school to the community.   
No Facial/Body Piercing.   Jeans are ok on Friday. 

3. Arrival Procedures – Guest Teachers need to do the following when arriving on campus: 
 Check in time is 7:30 a.m.  No office staff is available before 7:30 a.m. 
 Pick up Guest Teacher folder from front desk and go to classroom. Take enough time to review 

information in the folder such as lesson plans, special instructions, seating charts, etc.  If you have 
questions or concerns, please ask the receptionist. 

 Check notes for Extra Duty.  If the teacher you are subbing for has Duty, you must complete the 
Duty for that day (this includes before and/or after school). 

4. Attendance: 
 Send absence slip to the office every period, even if all students are present. Use attendance slip 

forms provided in Guest Teacher folder.  Students tardy to class should be marked tardy on the form 
provided and noted to the teacher. 

5. Classroom Management Procedures: 
 Most teachers will have copies of his/her classroom rules printed or will have them posted within 

the room.  Students should follow these rules.  If no rules are visible, we ask that you use the 
following general rules: 

 All students are to be seated and ready for work by the time the tardy bell rings. 
 When students are tardy to class, they are to sign in at the classroom, state time they arrive and be 

seated.  Guest Teacher makes a note for the teacher, who will process that information. 
 Students are to have all material with them when they come to class (pen, paper, pencil). 
 Students are not to be allowed to leave the first ten minutes or last 10 minutes of class --unless there 

is an emergency. 
 General classroom rules are to be followed: 

o Students are not to talk when the teacher is talking 
o No talking during testing 
o No talking when individual students are responding to the teacher 

 Any student that violates the rules so as to distract from the class should be written up for the 
teacher to review and appropriate discipline procedures.  Questions call x46621. 

 Please do not put students or students in the hallway for any length of time. 
 Unless it is an emergency, please do not leave a classroom unsupervised.  An example of an 

emergency would be a seriously ill student or a physical outburst by a student or students.   
 Please supervise the hallways during the time that students are changing classes. 

6. Departure Duties: 
 Prior approval from the Principal is needed before leaving early from your assignment. 

 
THANK YOU FOR GUEST TEACHING AT OUR SCHOOL.  YOU ARE VERY IMPORTANT TO US AND OUR 
STUDENTS!   PLEASE CONTACT THE OFFICE AT x46621 IF YOU HAVE ANY CONCERNS! 
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1. Campus Parking: 
 You will need to park in the back parking lot by the band hall. Take the entrance by the Live Oak 

High School/C & I building (Between HHS & BMS) and drive around to the back. There are no 
assigned parking spots so park anywhere. 

 Report to the front desk located in the main building.    
 You will need to get a parking permit from Glenda Dees, Secretary of the Principal. Parking permits 

are good for the entire school year.   
2. Dress Code: 
 We ask that you dress in a clean, (no jeans) neat, professional manner appropriate to your substitute 

assignment.   NO FACIAL PIERCING or COLORED HAIR.  Your appearance sets an example for 
the student body and is a reflection of our school to the community.  Friday you can wear jeans.   PE 
classes you still have to dress in a professional manner. You may have some in class instructions.           

 ID Badge MUST be worn at all times.  Do not have your ID – see front office for temporary sticker. 
3. Arrival Procedures: 
 Your day is from 8:00 am to 4:30 pm unless specified different on job assignment.  While every effort 

will be made to adhere to a classroom teacher’s regular schedule, unavoidable circumstances often 
arise causing the need for class coverage during available conference periods.  Thank you for your 
cooperation. 

 Pick up keys and folder from front office and review assignment. 
 Go to classroom and take enough time to review Teacher Information in substitute folder. 
 We know that things can pop up the morning of and you may not be able to fulfill your assignment.  

Please contact Glenda Dees before 7:00 a.m. if you need to cancel.   Leave message on Voicemail.    
512-268-2911 ext. 46241    

4. Attendance: 
 There should be a roll sheet for each period provided for you in the sub folder. Use this form to mark 

absences.    Please sign and date and turn in to the attendance office each period.  Please note on 
guest teacher folder instructions for 2nd period attendance. 

 Students tardy to class without a pass must be sent to the Assistant Principal’s office. 
5. Classroom Management Procedures: 
 Students not cooperating in classroom should first receive a verbal warning.   If a student continues 

to be disruptive or in violation of classroom rules, please call the assistant principals office, 46236 to 
have the student escorted to the office. 

 PASSES:   Do not allow students to leave the class.   Passes should be issued only in emergency 
situation. Students cannot go to the library unless noted in lesson plans. Use teacher’s plastic hall 
pass for restroom or nurse visits. Do not send a student the first 10 minutes of class and the last 10 
minutes of class. Students cannot go to the office to use phone or go to the coke machines during 
class time. If a student is gone for more than 5 minutes, please call the office. 

 Students should not use electronic devices unless specified by the teacher as part of an assignment.   
6. Departure Duties: 
 Fill out comment portion of Substitute Information Sheet after each class with any specific notes to 

the teacher(s). (yellow form)  
 Leave classroom clean and orderly. 
 Return the Sub folder & key (DO NOT LEAVE KEYS ON DESK.) to front office at the end of the 

day.  You may leave the yellow sheet on the teacher’s desk.   
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JOHNSON HIGH SCHOOL 

           512 - 268 – 8512 
 
 
 
Campus Parking 
 All staff and substitute parking is located in the back parking lot between school and baseball/football fields 
 Upon arrival enter through center doors and report to Main office to check in 

 
Dress Code 
 We ask you dress in a clean, neat and professional manner appropriate to your substitute assignment, 

PE/Athletics included as you may also have instructional class time 
 ID Badge must be worn at all times.  If you do not have your ID, ask front office for sticker at time of check-in 
 No FACIAL PIERCINGS 

 
Arrival Procedures 
 Your day is from 8:00am – 4:30pm unless specified differently on job assignment 
 Upon arrival check in at Main Office, pick up Guest Teacher folder and key 
 In classroom, review Teacher Info and Assignment(s) in folder  

 
Attendance 
 Use the role sheet inside folder for each class.  Send attendance sheet for each period to attendance office, 

located inside Main office.  If there are no absences a form must still be submitted stating no absences. 
 Close door when tardy bell rings and begin class.  Students tardy to class without a pass are to be marked tardy 

and noted. 
 
Classroom Management 
 Students not responding to efforts to correct misconduct should first receive a verbal warning. If a student 

continues to be disruptive or in violation of safety rules (ie: threat to safety or a major disturbance), please call 
AP’s secretary at x_______ to be escorted to office.  All class rule violations need to be documented on the ‘End 
of Day Feedback’ form, in sub-folder.  

 PASSES: Do not allow students to leave the class.  Students may use a pass only for an emergency, nurse or to 
use the restroom. Students may not use their phones or be allowed to go to library unless assignment calls for 
these situations. 

 
Departure Duties 
 Fill out ‘End of Day Feedback’ form and include in folder for teacher to review 
 Leave classroom clean and orderly, as it was upon arrival 
 Sign out in Main Office, return folder and key with Secretary, before leaving campus.  (DO NOT LEAVE 

FOLDER/KEY ON DESK) 
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Lehman High School 
512-268-8454 

 
1. Campus Parking 
 Substitutes park in the front of the school, first parking lot entrance off Goforth Road/CR 130. 
 Upon arriving at LHS, you must record your vehicle’s plate number and vehicle description in the log book in 

the front office. 
2. Dress Code: 
 We ask that you dress in a clean, neat, professional manner appropriate to your substitute assignment. NO 

FACIAL PIERCING.  
 ID Badge MUST be worn at all times.  If you do not have your ID – see Alice Garcia for temporary. 

3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus: 
 Sign in for the day, pick up the teacher’s folder.  Go to classroom and take enough time to review information 

in substitute folder.  It should contain lesson plans, special instructions, seating charts, etc. Check notes for 
Duty Stations.  If the teacher that you are subbing for has Duty, you must complete the Duty for that day. 

 Your day is from 8:00 am to 4:30 pm unless specified differently on job assignment. 

4.  Conference or Athletic Periods: 
Substitutes must report to the Main Office during their non-teaching periods. You may be assigned to assist 
in another class or office.  

5. Attendance: 
 Please pick up the classroom rosters from the attendance office. Send signed roster to the attendance office 

within the first 10 minutes of every period, even if all students are present. Tardy students are not to be 
admitted to class without a tardy permit.  Close the door when the tardy bell rings and begin class. 

6. Classroom Management Procedures: 
 Students not responding to efforts to correct misconduct should first receive a verbal warning.  If a student 

continues to be disruptive or is in violation of safety rules (ie: a threat to safety or a major disturbance), 
please call the Assistant Principal’s secretary at extension 47644. All class rule violations need to be 
documented on the yellow End of Day Feedback form, which is in your sub folder.  The office secretary will 
review this at the end of the day and the teacher will review this immediately upon their return and will begin 
the appropriate discipline procedures.  

 PASSES:  Do not allow students to leave the class. If a teacher leaves you passes, these should be issued only if 
the teacher allows students to leave. Students should not be sent to the library unless lesson plans call for the 
entire class to go to the library.  You must also use these passes for restroom or nurse visits only if they have an 
emergency. Students cannot go to the snack machines or to the office to use the phone anytime during class 
time. They use these privileges during their passing periods.   Please be aware of which students are out of the 
class and how long they are out.  If a student is gone for more than 5 minutes, please call the office, ext. 47644.  

7. Departure Duties 
 Please fill out and leave the End of Day Feedback form in the sub folder and return it to the office at the end of 

the day.  The appropriate forms will be sent to the teachers the next morning.   
 Leave the classroom clean and orderly.   
 Return to the office to sign out and leave the sub folder with the campus secretary. 

                                                                                                  THANK YOU!! 
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Live Oak Academy 
(Alternative School of Choice for 10th -12th grades)  

(512) 268-8462 
 
1. Campus Parking 
 Substitutes may park on the south side of the school. 
 Upon arriving at LOA, sign-in in the log book in the front office. 

 
2. Dress Code 
 Please dress in a clean, neat, professional manner appropriate to your substitute assignment. 

 
3. Arrival Procedures - Substitute teachers need to do the following when arriving on campus: 
 Sub check in time is 8:15 a.m., unless specified earlier for a zero period class.  Office staff is 

unavailable before 8:00 a.m.  Please call the campus if you will be arriving later than 8:30 a.m. 
 The sub folder is located on the teacher’s desk.  
 Go to the classroom and take time to review information in the substitute folder.  Check notes for 

Duty Stations.  If the teacher that you are subbing for has Duty, you must complete the Duty for that 
day. 

 
4. Attendance 
 Please request roll sheets from our Receptionist. 
 Send roll sheet to the office every period, even if all students are present.  
 Students tardy to class should be marked tardy on the roll sheet. 

 
5. Classroom Management Procedures 
 Students not responding to efforts to correct misconduct should first receive a verbal warning.  If a 

student continues to be disruptive or in violation of classroom rules, please call the Principal’s 
secretary at extension 8253 (ie: a threat to safety or a major disturbance.)   

 PASSES:  Students should not be sent to another class unless the teacher gives permission.  Please be 
aware of which students are out of the class and how long they are out.  If a student is gone for more 
than five minutes, please call the office. 

 
6. Electronic Devices 
 May be used by students if permission is given by the adult in charge of the classroom. 

 
7. Departure Duties 
 Please complete the online evaluation. You may sign out in the office. 
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 (Alternative Education Program) 
(512) 268-8473  

 
• Campus Parking - Substitutes may park in the parking lot to the west of the building. 

 
• Dress Code - The dress is casual, but appropriate for a learning environment. NO BODY PIERCING. 

 

• Arrival Procedures - Substitute teachers need to check in at 8:00 a.m. in the Impact Center Office 
with the secretary.  When you check in you will receive a Substitute Instructional Manual with 
pertinent information.  Please take time to read over the manual.  A full time Substitute duty day is 
from 8:00 a.m. to 4:00 p.m.  A part time Substitutes duty day is either from 8:00 a.m. - 12:00 p.m. or 
12:00 p.m. - 4:00 p.m. 

 
• Classroom Instructions - Follow the teacher’s lesson plans and maintain establish routines and 

procedures as much as possible. 

 
• Classroom Management Procedure - In the Substitutes Instruction Manual you will find the 

procedures for classroom management. 

 
• Lunch Schedule - Lunch is 30 minutes.  Substitute should bring their lunch; Impact does not have a 

cafeteria. 

 
• Department Procedures - Check out time is 4:00 p.m.  Please check out with the campus secretary 

and return the instructional manual and temporary badge. 

 
• Emergency Procedures - Emergency procedures are posted in the classroom. 

 
• Map of Campus – Available upon check-in. 
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Section VII: School Addresses 
(Newer campuses may not be easily identifiable through online map or GPS resources) 

 
 ELEMENTARY CAMPUSES SECONDARY CAMPUSES 

Blanco Vista Elementary – (512) 268-8506 
2951 Blanco Vista Blvd. 
San Marcos, TX 78666 

Barton Middle School – (512) 268-1472 
4950 Jack C. Hays Trail 

Buda, Texas 78610 
Buda Elementary – (512) 268-8439 

1060 Old San Antonio Rd. 
Buda, Texas 78610 

Chapa Middle School – (512) 268-8500 
3311 Dacy Lane  

Kyle, Texas 78640 
Camino Real Elementary – (512) 268-8505 

170 Las Brisas Blvd. 
Niederwald, Texas 78640 

Dahlstrom Middle School – (512) 268-8441 
3600 FM 967 

Buda, Texas 78610 
Carpenter Hill Elementary – (512) 268-8509 

4410 RR 967 
Buda, Texas 78610 

McCormick Middle School –  (512) 268-8508 
5700 Dacy Lane 

Buda, Texas 78610 
Elm Grove Elementary – (512) 268-8440 

801 FM 1626 
Buda, Texas 78640 

Simon Middle School –  (512) 268-8507 
3839 East FM 150 
Kyle, Texas 78640 

Fuentes Elementary – (512) 268-7827 
901 Goforth Road 
Kyle, Texas 78640 

Wallace Middle School – (512) 268-2891 
1500 West Center Street 

Kyle, Texas 78640 
Green Elementary – (512) 268-8438 

1301 Old Goforth Road 
Buda, Texas 78610 

Hays High School – (512) 268-2911 
4800 Jack C. Hays Trail  

Buda, Texas 78610 
Hemphill Elementary – (512) 268-6208 

3995 East FM 150 
Kyle, Texas 78640 

Johnson High School – (512) 268-8512 
4260 RR 967 

Buda, Texas 78610 
Kyle Elementary – (512) 268-3311 

500 West Blanco Street 
Kyle, Texas 78640 

Lehman High School – (512) 268-8454 
1700 Lehman Road 
Kyle, Texas 78640 

Negley Elementary – (512) 268-8501 
5940 McNaughton  
Kyle, Texas 78640 

Live Oak Academy – (512) 268-8462 
Located in the southern most building  

on the Hays High School Campus 
Pfluger Elementary – (512) 268-8510 

4951 Marsh Lane 
Buda, Texas 78610 

Impact Center – (512) 268-8473 
4125 FM 967 

Buda, Texas 78610 
Science Hall Elementary – (512) 268-8502 

1510 BeBee Road 
Kyle, Texas 78640 

“The White House” Special Education Building 
451 North Meyer Street 

Kyle, Texas 78640 
Tobias Elementary – (512) 268-8437 

1005 East FM 150 
Kyle Texas 78640 

Substitute Office (Central Office) 512-268-8450 
21003 Interstate Highway 35 

Kyle, Texas  78640 
Uhland Elementary – (512) 268-8503 

2331 High Road 
Uhland, Texas 78640 

Performing Arts Center – 512-268-8443 
979 Kohler’s Krossing 

Kyle, Texas 78640 
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