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INTRODUCTION AND DISTRICT INFORMATION
Welcome to the Coleman Independent School District!
We have an outstanding school district where children truly come first. Our district has one
elementary school, one junior high school, and one high school. Our teachers and
administrators are dedicated professionals who are committed to providing students the best
possible education.
The Handbook for Substitute Teachers was created to provide you with information about
becoming a substitute teacher at Coleman ISD. In this handbook, you will find information
regarding required qualifications, pay information and pay dates, and specific guidelines and
policies that apply to substitutes at CISD. In addition to the handbook, you can find other
information on Coleman ISD on the CISD website www.colemanisd.net.

COLEMAN INDEPENDENT SCHOOL DISTRICT
MISSION STATEMENT
The mission of Coleman ISD is to promote the greatest level of academic achievement within a
learning environment that fosters positive growth in social and economic behaviors and to
develop positive attitudes about self and school.

Vision Statement
We dedicate ourselves and our resources to ensuring that all students will be future-ready, having
learned and attained their greatest possible educational potential.

“Committed To Excellence”
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SUBSTITUTE INFORMATION
School Calendar
The approved school calendar is published annually and can be found on the District website:
www.colemanisd.net
Substitute Contact Information
Elementary
Jr. High School
High School
Cafeteria
Custodial

Kerri Wardlow, Campus Secretary
Adela Flores, Office Secretary
Durinda Vanpelt, Campus Secretary
Marsha Ray, Cafeteria Manager
Bobby Cox, Dir. of Maintenance

325-625-3546
325-625-3593
325-625-2156
325-625-4066
325-625-3575

Most often the campus secretary will call you. If you have been called to substitute and must cancel,
IMMEDIATELY notify the substitute contact person. If you need to be removed from the master substitute list
for any length of time, notify the Superintendent’s office at 325-625-3575.
Substitute Qualifications
To qualify to serve as a classroom substitute in Coleman ISD, a substitute applicant must have education
equivalent to completion of high school.
To qualify to serve as a cafeteria or custodial substitute in Coleman ISD, a substitute applicant is not required
to have a minimum education.
Substitute teachers must be at least 21 years of age to be eligible for high school assignments.
Required Documents for Substitute Positions
Substitute applications are to be submitted to the Superintendent’s office, 300 West Pecan Street, Coleman,
Texas.
•
•
•
•
•
•
•

Substitute application
Criminal records check/fingerprinting verification (completed prior to processing)
Form W-4
I-9 Employment Eligibility Verification
Social Security Card and Driver’s License (establishing identity)
Copy of high school transcript or diploma, GED certificate or college transcript
TEA Ethnicity and Race Date Questionnaire

All forms and required documentation must be completed and provided to the Superintendent’s office in
order to be processed for consideration for substitute employment. Substitutes will not be called until
approved by the Superintendent.
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Equal Employment Opportunity
The Coleman ISD does not discriminate against any employee or applicant for employment because of race,
color, religion, sex, national origin, age, disability, military status, genetic information, or any other basis
prohibited by law. Employment decisions will be made on the basis of each applicant’s job qualifications,
experience, and abilities.
Substitutes with questions or concerns relating to discrimination on any of the basis listed above should
contact the Superintendent at 325-625-3575.
SUBSTITUTE PAY INFORMATION
•
•

•
•
•

Substitutes are paid once a month. See “Pay Dates” on the current school calendar for specific dates.
The W-4 must be completed, as this is used by Payroll for payment purposes. When completing the W4 form, consider the tax table for the filing status; if you have not completed the filing status correctly,
you may not have any taxes withheld in your paycheck. If necessary, please consult your tax
accountant to make sure you have filed correctly.
Direct deposit is available after you have actually substituted at least one time. Direct deposit forms
are available at the Superintendent’s office.
In the event a paycheck or other information is mailed, addresses must be correct. Substitutes must
notify the Superintendent’s office if there are any changes or corrections to their name, mailing
address or telephone number.
In order to expedite questions regarding pay, please remember the name of the teacher, date and
campus site.

The substitute pay rate is:
TEA Certified Teacher - $80.00 full day
- $40.00 half day
Non-Certified – $72.00 full day
- $36.00 half day

Substitutes are expected to work all accepted assignments. If a situation arises where a substitute must
cancel an assignment, the substitute must call the campus secretary/contact immediately.
In the event that a substitute teacher reports for work and the need for his/her services no longer exists,
attempts will be made to find an alternative teaching assignment. If no alternative is found, the individual will
receive the half-day pay.
Substitutes, who are assigned on school days that have been cancelled due to unforeseen conditions, will not
be paid.
It is advisable that the substitute keep a job log of dates, times, and campus when working as a substitute so
that they may more easily verify the accuracy of their paychecks at the end of each pay period.
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RETIRED EMPLOYEES
An employee retired from a Texas school district, currently drawing pay from TRS, may substitute as many
days as desired following one complete calendar month of non-work. Substitute pay for retired Texas school
district employees will be the usual and customary pay paid to substitutes in the district.
For TRS purposes, a substitute is a person who serves on a temporary basis in the position of a current
employee. If the position is vacant, the retiree is not a substitute for TRS purposes. Individuals are
responsible for contacting TRS to identify any ramifications, such as loss of benefits that may occur due to
employment as a substitute.

SUBSTITUTE PROCEDURES
General Procedures
All substitutes must sign in at the school’s main office each day of substituting and receive an identification
badge. The identification badge is to be worn at all times while on campus. At the end of the assignment,
substitutes must report back to the school office and return the identification badge. It is the substitute’s
responsibility to make sure that he/she is properly credited for his/her work.
Substitutes are expected to remain on duty the entire school day and follow the same work schedule as the
regular teacher, including such responsibilities as hall duty, lunchroom duty, playground duty, and other duties
as assigned by the principal. There are no guaranteed conference periods for substitutes. Some days you may
be asked to work in another area during that time. Substitutes must sign out in the campus office if leaving
the campus for any reason during the day.
Standards of Conduct
All District substitutes shall recognize and respect the rights of students, parents, other employees, and
members of the community and shall work cooperatively with others to serve the best interests of the District.
Substitutes shall comply with the standards of conduct set out by this policy and with any other policies,
regulations, and guidelines that impose duties, requirements, or standards attendant to their status as District
substitutes. Violation of any policies, regulations, or guidelines may result in disciplinary action, including
termination of employment.
Appropriate Appearance and Attire
General Standards:
All employees shall observe modesty, appropriateness, and neatness in clothing and personal appearance. Any
clothes that are too tight, too short or too revealing are not appropriate for the workplace. Sleeveless apparel
with a finished edge may be worn if the shoulder band is at least as wide as the employee’s ID badge, the
garment comes to the shoulder’s edge, the garment has a standard-sized armhole, and the employee’s
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undergarment is not visible. Leggings worn under a long shirt or dress type tunic are allowed. Leggings worn
as pants are not allowed.
Inappropriate Clothing
Clothing items that are inappropriate for the workplace regardless of department:
Beach flip flops, shower shoes, or house shoes, 5 toe-barefoot running shoes, Torn or worn-out clothing, Tight
fitting or revealing clothing, Muscle tops, tank tops, halter tops, strapless garments, backless garments,
spaghetti straps, and bare midriff garments. Employees may not wear clothing items prohibited by the student
handbook.

Access to the Internet
Substitute teachers should not access the Internet for personal reasons. Substitutes should never be on a
teacher’s computer for any reason. Students may access the Internet for instructional purposes only. Student
use should be closely monitored.
Classroom Procedures for Substitutes
In order to make your job a little easier and ensure that the classroom runs as smoothly as possible, we offer
these suggestions:
•

Be prepared. Arriving early enough to get acquainted with the assignment and make the necessary
preparations will aid greatly in completing a day of purposeful instruction without disciplinary
problems. If serious problems arise, call the principal or other administrator.

•

Familiarize yourself with emergency procedures. An emergency procedures guide can be found in
each classroom. If a guide is not available in the classroom, please contact the staff in the principal’s
office. Immediately check the fire drill procedures.

•

Turn your personal cell phone off or on silent. Cell phones should only be used for emergency
purposes. If you need to use your cell phone, please ask the office to send someone down to cover
your class while you make your emergency call.

•

Take attendance. If attendance sheets are not available, please see principal or office staff.

•

Follow the teacher’s lesson plan. In most instances, a teacher will leave a plan. Lesson plans will
usually be on the teacher’s desk. A substitute folder should be there listing such items as specialist
items and lunchroom times. If plans are not left for you or if you don’t have what you need, please see
principal or office staff.

•

If students finish work that has been left by teacher, students may read a library book. At no time is a
student allowed to play non-educational games on their computer.
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•

Students are never allowed to have their cell phone out for any reason. If a student has a cell phone
out during class or if you hear their cell phone go off during class time, please take the phone up and
give to the office immediately.

•

Leave a summary report for the teacher including information on student behavior, how well the
lesson went, whether all or a portion of the lesson was covered, etc.

•

Do not permit students to leave the classroom indiscriminately to locker, library, telephone, restroom,
counselor, etc. during the class period. Student who must leave the classroom should receive a pass to
the specific area with the time and date. For junior high and high school students, no one is to leave
the classroom unless they take a pass with them, except in emergency situations.

•

Do not leave the class unsupervised.

•

Exercise great caution to ensure safety of students. This pertains especially to substitutes working in
the areas of science, industrial technology and physical education.

•

Report any accidents and illnesses to the principal’s office. Most rooms have intercom or phone
service to be used when necessary.

•

The substitute should use extra caution in expressing personal opinions and reactions about any
subject.

•

Maintain a positive attitude about discipline. CORPORAL PUNISHMENT OF ANY TYPE IS NOT
ACCEPTABLE. Calm, quiet control is the most effective control. If a student becomes disrespectful or
non-compliant, press the intercom and ask for the principal/assistant principal/counselor to come
down to your room. The student will be removed.

•

Don’t be afraid to ask questions of other teachers or staff. You provide a valuable service to the
teachers and students and we want you to be as successful as possible.

•

Do not leave the classroom in disarray. At the end of the day, remember to put the room in order.
Lights should be turned off, windows closed, shades pulled, and the classroom door locked. Do not
take the plan book, the register, or permanent records from the building.

Classroom Management
Classroom management seems to be the most challenging aspect of substitute teaching. These suggestions
may be helpful to you:
•

Learn the names of the students as quickly as possible.

•

Exhibit enthusiasm and confidence. These are visible indicators to students and often set the tone for
student behavior.
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•

Give specific directions about desired behavior.

•

Be sure students understand what is expected of them. Use praise generously and show respect for
students.

•

Use appropriate vocabulary for the classroom.

•

You will refrain from physical contact when correcting children or in any other situation.

•

Circulate frequently around the classroom.

•

Seek Help!
At all times, and in all matters related to substitute teaching, the substitutes should never hesitate to
SEEK HELP when needed. Everyone in the school system wants the substitute teacher to be successful
– the teachers, administrators, 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.

DISTRICT POLICIES AND OTHER INFORMATION
Harassment of Students
Sexual and other harassment of students by substitutes are forms of discrimination and are prohibited by law.
Romantic or inappropriate social relationships between students and District substitutes are prohibited.
Substitutes who suspect a student may have experienced prohibited harassment are obligated to report their
concerns to the campus principal or other appropriate District official. All allegations of prohibited
harassment of a student will be reported to the student’s parents and promptly investigated. A substitute
who knows of or suspects child abuse must also report his or her knowledge or suspicion to the appropriate
authorities, as required by law.
Criminal History Background Checks
Substitutes may be subject to a review of their criminal history record information at any time during
employment. National criminal history checks based on the individual’s fingerprints, photo, and other
identification will be conducted on substitutes and entered into the Texas Department of Public Safety (DPS)
Clearinghouse. This database provides the District and SBEC with access to a substitute’s current national
criminal history and updates to the substitute’s subsequent criminal history.
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Possession of Firearms and Weapons
Substitutes are prohibited from bringing firearms, knives, clubs or other prohibited weapons onto school
premises (i.e. building or portion of building) or any grounds or building where a school-sponsored activity
takes place. To ensure the safety of all persons, substitutes who observe or suspect a violation of the District’s
weapons policy should report it to their supervisor immediately.

Possession of Tobacco Products/Illegal Drugs
Smoking or using tobacco products on district premises, in district vehicles or school-related activities is
prohibited. Possession or use of illegal drugs and/or alcoholic beverages is prohibited.

Administering Medication to Students
A student who must take medication during the school day must bring a written request from his or her
parent and the medicine, in its original, properly labeled container. Contact the principal or school nurse for
information on procedures that must be followed when administering medication to students.
Annual Renewal of Service
Substitutes work as “at-will” employees from school year to school year, and must submit updated paperwork
annually. Notices (Letters of Assurance) will be sent to the substitute’s home address in May of each year
informing them of the procedures for reapplying.

This policy was reviewed with me on: ______________________(Date) by _____________________________.

I will abide by the guidelines set forth in this manual.

______________________________________(signature)
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