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Welcome to Floresville Independent School District. As a Floresville ISD substitute
teacher, you are an integral part of our education efforts to ensure that quality
education is delivered daily. This handbook is designed to provide information
relevant to the job as a substitute teacher, as well as inform you regarding
employment in Floresville ISD. Not all district policies and procedures are included.
Those that are have been summarized.
This handbook is neither a contract nor a substitute for the official district policy
manual. Nor is it intended to alter the at-will status of noncontract employees in any
way. Rather, it is a guide to and a brief explanation of district policies and procedures
related to employment as a substitute with FISD. These policies and procedures can
change at any time; these changes shall supersede any handbook provisions that a
not compatible with the change. For more information, please refer to the policy
established for FISD.
District policies can be accessed online at
http://pol.tasb.org/Home/Index/1250.
If you would like more information about becoming a certified teacher, please call
(830) 393-5300, visit our FISD web site @ www.fisd.us, or Region 20 (TOPP–Teacher
Orientation & Preparation Program) at www.esc20.net.
Should you have questions or concerns about substituting within Floresville ISD,
please contact Oralia Vasquez at (830) 393-5300 ext. 11011 or ovasquez@fisd.us.
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Floresville ISD Mission Statement
At Floresville ISD, we strive to develop confident leaders and productive citizens with
character and knowledge in preparation for a prosperous life.

Floresville ISD Board of Trustees
President....................................................................................Ryan Bippert
Vice President............................................................................Rachel Pena
Treasurer....................................................................................Bill Meuth
Secretary....................................................................................Penny Smith
Member......................................................................................Jason Svoboda
Member......................................................................................Steven Ibrom
Member......................................................................................Heath Orth
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Campus Administration

North Elementary, 14905 FM 775, (830) 393-5310; Heather Brooks, Principal;
Samantha Ingram, Assistant Principal; Lori Pruitt, Assistant Principal
South Elementary, 2000 Tiger Lane, (830) 393-5325; Leanne Marshall, Principal;
Jennifer Pelech, Assistant Principal; Kelsi Powers, Assistant Principal
Middle School, 2601 B Street, (830) 393-5350; Marcia Gonzales, Principal;
Jane Brown, Assistant Principal; Celeste Rodriguez; Assistant Principal
High School, 1813 Tiger Lane, (830) 393-5370; Michael Schroller, Principal;
Julie Dunn, Assistant Principal; Benny Villanueva, Assistant Principal;
David Lehman, Assistant Principal
Alternative School, 335 Alternative Lane, (830) 393-5368; Angela Garcia, Principal;
Richard Rios, Assistant Principal.

Floresville ISD Administrative Offices, 1200 5th Street, Floresville, TX 78114
(830) 393-5300
Dr. Sherri Bays
–
William Atkins
–
Jacquelyn Miller
–
Debbie Akers
–
Darrell Cowley
–
Rhonda Wade
–
Irma Guerra
–
Chris Galloway
–
Ben Reed
–
Kim Dziuk
–
Gregory Brooks
–
James Urbanczyk –
Mary Aaron
–
TBD
–

Superintendent
Assistant Superintendent of Finance & Operations
Assistant Superintendent of Administrative Services
Director of Special Education
Director of Maintenance
Executive Director of Teaching & Learning
Director of Elementary T &L and Special Programs
Director of Secondary T& L and Advanced Programs
District Social Worker
Business Manager
Chief of Police
District Technology Program Coordinator
Director of Transportation
Director of Food Service
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CAMPUS PROCEDURES
Check In & Check Out
Upon arrival at school, check in at the front office and sign-in. You will obtain a Raptor badge
that will be utilized as your Sub Tag. The first time on each campus, you will be asked for
your Driver License. Clock in and pick up a campus Substitute folder. Do not hesitate to
request help or information from any staff member on campus. Please turn in your Raptor
badge at the end of the day. Be sure to wear your Substitute Name Tag at all times.
Teachers and aides are to arrive at 7:05 to 8:00 a.m., pending on the campus of assignment
and duty schedule. See below for campus times. When you check in, inquire if you have
other duty assignments. In most cases, you will be expected to remain on campus until the
official end of the school day, which varies from campus to campus (3:15 – 4:30 p.m.).
Elementary School times: 6:50 am – 3:15 pm - Half day start/end @ 11:00 a.m.
Middle School times: 7:55 am – 4:20 pm - Half day start/end @ 12:00 p.m.
High School times: 8:00 am - 4:30 pm - Half day start/end @ 12:25 p.m.
Substitutes will be pro-rated paid for half a day on early dismissal days. Substitutes will be
expected to remain on campus until the staff is released.

Teachers’ Workroom & School Cafeteria
A substitute has the same privileges as the regular employee. Coffee, soda, and snack
machines and a refrigerator are available. Substitutes are always welcome to eat lunch in the
school cafeteria. Do not leave the building without permission or letting the Secretary know
where you are. Prices are as follows: Breakfast $2.50, Lunch $3.75.

Lesson Plans
The regular teacher has prepared lesson plans for the week. Teachers are required to leave
the lesson plans on their desks, especially if they have anticipated their absence or have
modified their lesson plans. The substitute teacher is responsible for implementing the
lesson plan as closely as possible.

Classroom Management & Instruction
1.
2.
3.
4.

Before students arrive, write your name and a brief outline of the lesson plan on the
board. Follow the lesson plan and the instructions provided by the regular teacher.
Introduce yourself at the beginning of class.
Attendance procedures vary from campus to campus. Check the campus
handbook/folder for further guidance.
Explain the assignment(s) for the period. In the classroom, circulate and supervise.
Movement around the room while students are working will ensure that they stay on
task.
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5.

Write a brief description of the day’s occurrences or provide any information that will be
helpful to the regular teacher. A Feedback “click” is available in AESOP to make
comments regarding the day’s assignment.

Suggestion: Since classrooms are not left unattended, take the opportunity to visit the
restroom before reporting to your assignment. In case of a restroom emergency, call the
office to send someone to cover the class.

Discipline
The substitute teacher is due the same respect as the regular teacher.
•

If classroom rules are available, follow the regular teacher’s procedures. Reiterate rules;
establish expectations. Be firm and fair. Avoid challenging or embarrassing students.
Watch personal comments.

•

Work obligations of students should be completed as usual.

•

All routine situations should be handled by the substitute teacher. Keep a list of students
who have misbehaved and/or who have been uncooperative. Be as specific as possible
about describing the behavior. Students who were helpful during the day should also be
mentioned.

•

Check with a school administrator about referrals for students who might be unruly,
disruptive, or who disturb the educational process.

•

The substitute teacher must never administer corporal punishment or make physical
contact of any kind with the students.

•

When individual students cause behavioral problems, which are disruptive to the learning
environment, the substitute teacher should refer the students to a campus administrator
with a discipline note explaining the circumstances. Call the office and let them know that
a student is on the way. If the situation reaches a higher level of intensity, a substitute
should call for assistance from an administrator by using the call button. Substitutes
should not write referral unless instructed by a campus administrator.

Routine Duties
The substitute teacher will perform any routine duties that were scheduled for the regular
teacher. If you have concerns or questions, check with the administrator in charge. Check
with an administrator for any Special Education students or any confidentiality concerns or
classroom modifications.

Miscellaneous
Accidents or emergencies which occur to you or to pupils on school property should be
reported to the principal and/or the school nurse immediately. Document the situation by
completing a FISD Substitute Feedback Form, found at the end of this handbook, and leave it
with the principal at the end of your assignment.
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Smoking and the use of tobacco products are prohibited in all school district buildings, at all
school events, and on all district property.
All teachers have at least one conference period. When possible, you as the substitute for the
teacher will have the same conference period. However, you may be asked to fill in for
someone else’s duty or class during that conference period.
There are no guaranteed
conference periods for substitutes.
Safety drills are held periodically in compliance with state and local ordinances. The
evacuation plan is posted in every classroom and should be plainly visible. To ensure safety,
enforce strict discipline during all drills.
The substitute teacher may be evaluated by the returning teacher or by the principal.

Dos & Don’ts
 Do review the campus student handbook. Become familiar with policies and regulations
of the school.
 Do show enthusiasm and confidence. Students are quick to notice these characteristics
and this often sets the mood for student behavior. Be friendly, but firm and consistent.
 Do Show respect for each student. Sarcastic or belittling remarks are not acceptable.
 Do Learn as many students’ names as quickly as possible. A seating chart may be
available for your use.
 Do ask a neighboring teacher for help with procedural questions.
 Don’t assign written work and leave it to be graded, except at the request of the regular
teacher.
 Don’t leave the class unattended.
 Don’t permit a student to leave the school grounds, or leave with anyone, without
checking through the front office.
 Don’t get into power struggles. Power struggles get worse if escalated. Neither student
nor teacher wins.

End of School Day
At the end of the substitute assignment, return Raptor badge and handbook or folder to the
office. Any special documentation or informative report for the campus administration may be
left with the secretary at the end of the day. Leave a note for the teacher regarding student
performance, discipline, completion of work, nurse referral, or any other useful information.

SUBSTITUTE CONDUCT AND WELFARE
Confidentiality & Student Records
Student records are confidential and are protected from unauthorized inspection or use.
Employees should take precautions to maintain the confidentiality of all student records.
The following people are the only people who have general access to a student’s records:
-

Parents of a minor or of a student who is a dependent for tax purposes;
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-

The student (if 18 or older); and
School officials with legitimate education interests.

Materials that are not considered educational records, and do not have to be made available
to a parent or student, include teachers’ personal notes on a student that are shared only with
a substitute teacher.

Sexual Harassment
Employee-to-Employee: Sexual harassment of a co-worker is a form of discrimination and is
prohibited by law. Sexual harassment is defined as unwelcome sexual advances, requests for
sexual favors, and other verbal or physical conduct under the following conditions:
-

Submission to such conduct is explicitly or implicitly a term or condition of employment.
Submission to or rejection of such conduct is used as the basis for employment
decisions.
The conduct unreasonably interferes with an individual’s work performance or creates an
intimidating, hostile, or otherwise offensive work environment.

Employees who believe that they have been subject to sexual harassment are encouraged to
come forward with complaints and should inform their principal, supervisor, or the assistant
superintendent. The district will promptly investigate all allegations of sexual harassment and
take appropriate disciplinary action.
Employee-to-Student:
Sexual harassment of students by employees is a form of
discrimination and is prohibited by law. Sexual harassment of students includes any welcome
or unwelcome sexual advances; requests for sexual favors; and other oral, written, physical,
or visual conduct of a sexual nature. Romantic relationships between district employees and
students are strictly prohibited. Other prohibited conduct includes the following:
-

Engaging in sexually-oriented conversations for the purpose of personal sexual
gratification;
Telephoning students at home or elsewhere and engaging in inappropriate social
relationships;
Engaging in physical contact that would reasonably be construed as sexual in nature;
and
Enticing or threatening students to get them to engage in sexual behavior in exchange
for grades or other school-related benefits.
In most instances, sexual abuse of a student by an employee violates the student’s
constitutional right to bodily integrity. Sexual abuse may include, but is not limited to,
fondling, sexual assault, or sexual intercourse.

Employees who suspect a student is being sexually harassed or abused by another employee
are obligated to report their concerns to the campus principal. All allegations of sexual
harassment or sexual abuse or a student will be reported to the student’s parents and
promptly investigated. Conduct that may be characterized as known or suspected child abuse
also will be reported to the appropriate authorities, as required by law. Employees with
questions or concerns relating to the alleged sexual harassment of a student should
immediately contact the campus principal.
Student-to-Student: All employees should report any observed student-to-student harassment
to the campus principal. Recent court decisions make a school liable if the district is
deliberately indifferent to student-to-student sexual harassment and its deliberate indifference
causes students to experience harassment or make them vulnerable to it. According to recent
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court rulings, not all inappropriate behavior – such as shoving, teasing, pushing, and namecalling – will be actionable sexual harassment. Damages will be available only if “the behavior
is so severe, pervasive, and objectively offensive that it denies its victims the equal access to
education that Title IX is designed to protect.” When in doubt as to whether you have
witnessed casual teasing or sexual harassment, school employees should report the
observation to the campus principal.

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

Recognize and respect the rights and property of students and co-workers and maintain
confidentiality in all matters relating to students and co-workers.
Report to work according to the assigned schedule.
Know and comply with department, campus, and district procedures and policies.
Observe all safety rules and regulations and report injuries or unsafe conditions to a
supervisor immediately.
Use district time, funds, and property for authorized district business and activities only.

Please remember that student adherence to dress codes and good grooming is often
influenced by the manner and degree to which teachers dress. Please dress professionally.
The following standards of dress and hygiene apply:
-

The dress and grooming of employees shall be clean, neat, and appropriate for the
assignment. Dress must not compromise safety on the job.
Men shall, for classroom teaching assignments, wear a shirt with a collar, slacks and belt,
shoes and socks.
Blue jeans are not permitted except on College day, spirit day or in specific work areas
such as shop classes, physical education, etc.
Any exceptions must be approved by the principal.

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

Possession of Firearms & Weapons
Employees, visitors, and students are prohibited from bringing firearms, illegal knives, or other
weapons onto school premises or any grounds or building where a school-sponsored activity
takes place. To ensure the safety of all persons, employees who observe or suspect a
violation of the district’s weapons policy should report it to their supervisor or contact the
campus principal immediately.

Drug-Abuse & Alcohol Prevention
Floresville ISD is committed to maintaining a drug-free environment and will not tolerate the
use of illegal drugs in the workplace. Employees who use or are under the influence of
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alcohol or illegal drugs as defined by the Texas Controlled Substances Act during working
hours may be dismissed. The district prohibits the unlawful distribution, possession, or use of
illicit drugs and alcohol on school premises or as part of any of the district’s activities.

Computer & Telephone Use
The district’s electronic communications systems, including it network access to the Internet,
is to be used for administrative and instructional purposes only. Electronic mail transmissions
and other use of the electronic communications systems are not confidential and can be
monitored at any time to ensure appropriate use.
Employees and students who are authorized to use the systems are required to abide by the
provisions of the district’s communications systems policy and administrative procedures.
Failure to do so can result in suspension or termination of privileges and may lead to
disciplinary action.
Telephone use should be limited to official school business. Access to school phones is
limited; therefore, use of the school phone for personal business must be minimized as to not
interfere with official school use. The use of a personal cellular phone or other personal
communication devices must not interfere with classroom instructional time nor disrupt the
educational environment in any manner.

Video Surveillance
Closed circuit television systems are used to monitor Floresville ISD facilities.

Safety
The district has developed and promotes a comprehensive program to ensure the safety of its
employees, students, and visitors. The safety program includes guidelines and procedures for
responding to emergencies and activities to help reduce the frequency of accidents and
injuries. To prevent or minimize injuries to employees, co-workers, and students and to
protect and conserve district equipment, employees must comply with the following
requirements:
-

Observe all safety rules.
Keep work areas clean and orderly at all times.
Immediately report all accidents to your supervisor.
Operate only equipment or machines for which you have training and authorization.

Material Safety Data Sheets
Material Safety Data Sheets (MSDS) are maintained for required chemicals and products.
Teachers should follow MSDS guidelines when using these products. A Material Safety Data
Sheet (MSDS) is designed to provide both workers and emergency personnel with the proper
procedures for handling or working with that substance. MSDS will include information such
as physical data (melting point, boiling point, flash point, etc.), toxicity, health effects, first aid,
reactivity, storage, disposal, protective equipment, and spill/leak procedures.

9

Aesop

Automated
Substitute Placement
& Absence Management

Calling Information
The most efficient way to accept job assignments is to go online to
www.aesopeducation.com. For the daily unfilled jobs, a computerized central calling
system (Aesop) supplies substitutes to each school. When your services are needed, a
computer will call you. Each time you accept an assignment, you will be given a
confirmation number. Only persons on the district approved substitute list will be eligible to
serve as substitutes.
The phone number to call the Aesop System is 1-800-942-3767. The system is
operational 24/7. Substitutes may call this number to accept an assignment if they are on a
preferred list at a school, have been requested for a specific assignment, or to find
available assignments. Substitutes may also call this number to review an assignment
previously accepted.

Commitment
By your request to be placed on the Aesop System, you accept a commitment to teach
when you are called. Substitutes who repeatedly turn down assignments, who are
repeatedly unavailable for calls, or who frequently cancel assigned positions will be
reviewed and may be suspended from the substitute calling system or dismissed.
Reviewing Assignments / Retrieving Confirmation numbers
It is essential to have a confirmation number each day that you work. It is the responsibility
of the substitute to review the system times for the assignment. If the assignment on the
system reflects a half-day, the substitute will be paid for a half day. If the assignment turns
out to be a full day, the school must make this change on the system. If this change has
not been made on the system when the assignment is reviewed, report the change to the
appropriate school office as soon as possible. A substitute may be called personally by a
Teacher, Para, or office personnel to fill a position. This is usually done after you have
established yourself on a campus. You can either accept or decline the offer. Review the
system the morning of the absence to verify that the absence has been assigned to you. If
you work more than one day on the same assignment, you may or may not have the same
confirmation number for each day, but you must have a confirmation number on the
system each day that you work.
Substitute Sign-In Sheets
A Substitute Sign-In Sheet will be provided in the office at each school. Please print the
date, time of arrival, your name, and the Teacher’s name you are subbing for. If you are to
travel to two schools, you must sign in and check 1/2 day at each school. The sign-in
sheets are used for verification. Payroll is taken from the data on the Aesop System;
therefore, it is imperative that the computer accurately reflect your working hours and days
which you can verify by reviewing your assignments.
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General Inforatiom
School Closures & Delays
At FISD we know that communication is key to a successful relationship, which is why we are
always looking for ways to keep you accurately informed as efficiently and quickly as
possible. We use Remind texting service to inform the FISD community regarding school
closings or delays due to inclement weather.
Remind is a service that provides FISD a safe way to text message faculty, staff, students and
parents. Using Remind can allow FISD to more effectively and securely get information out
without needing to know phone numbers. This service is confidential and your information will
not be given out or seen when text messages are sent. It is a one-way messaging service
therefore you will not be able to reply to any of the text messages you receive. There is no
cost to sign up for Remind, but standard text messaging rates may apply.
Below you will find a number and a code. To subscribe, text the code to the number. At that
point, you will be "subscribed" to the FISD account. Any time FISD sends a message
regarding inclement weather via Remind, anyone subscribed will receive it.

Number: 81010
Code: @fisdw
Using effective communication is crucial to relationships and to our success as we strive to
promote a positive, collaborative learning environment. Constantly seeking out ways to
improve communication is one more way that FISD is working with our staff, parents and
community as we prepare our students for a prosperous life.
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Substitute and Temporary Worker Pay Structure
2018 – 2019

Substitute for TEACHER
or PROFESSIONAL

Daily Rate:

Long-Term:

Non-Degreed

$80/day

$90/day

Degreed (4 Year)

$90/day

$110/day

Certified

$105/day

$150/day

Substitute for PARPAPROFESSIONAL
or CLERICAL

Daily Rate:

Long-Term:

Non-Degreed; Degreed (4 year); Certified

$80/day

$90/day

Substitute for NURSE

LVN - $15.00/hour
RN - $25.00/hour

Substitute for FOOD SERVICE

$7.75/hour

Substitute for MAINTENANCE/CUSTODIAL

$7.75/hour

Upon completion of the first 10 days of employment, the substitute may request reimbursement
for the fees associated with fingerprinting. It is the responsibility of the substitute to notify
payroll when they have successfully completed 10 days of assignments.
If a substitute job lasts 10 consecutive days or longer, the substitute will be paid the long-term
rate beginning with the 11th day. It is the responsibility of the substitute to notify payroll when
they have completed 10 consecutive days in the same approved long-term assignment.

SUBSTITUE PAY IS 2ND Thursday of every month.
Every sub is required to work 10 days per semester to stay active.

This salary plan is for the 2018 – 2019 school year only. It does not represent salaries for future years.
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Substitute Pay for Early Release Days
*Note the modified rate will only be paid on district early release days

2018-2019
The following procedures will be followed for district early release days:
• All absences must be entered as “full” day in AESOP
• Substitutes not in a Long-Term sub assignment will be expected to remain on campus until the students
have been dismissed [or as determined by campus administration] and will received the modified sub
rate as listed below.
• Substitutes in a Long-Term sub assignment will be expected to remain on campus until the staff is
released and will received their regular Long-Term sub pay. [*if the campus principal determines that
the Long-Term sub will not be required to stay the full day – the campus must notify HR so that the pay
rate is adjusted accordingly]
• Substitutes will be notified through the AESOP call out system the expectation of staying until students
are release for the day in addition to the modified rate.

Early Release – Daily Rate:

Substitute for TEACHER
or PROFESSIONAL
Substitute for PARPAPROFESSIONAL
or CLERICAL

Non-Degreed
Degreed (4 yr.)
Certified

$55
$62
$72

$55

This salary plan is for the 2018 – 2019 school year only. It does not represent salaries for future years.
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PAY SCHEDULES & TIMELINES
2018 – 2019

SUBSTITUTE PAY SCHEDULE
MONTH
August

PAYROLL PERIOD

PAY DATE

July 01 - July 28

August 09, 2018

September

July 29 – Sept. 01

September 13, 2018

October

Sept. 2 – Sept. 29

October 11, 2018

November

Sept. 30 – Oct. 27

November 08, 2018

December

Oct. 28 – Dec. 01

December 13, 2018

January

Dec. 02 – Dec. 29

January 10, 2019

February

Dec. 30 – Feb. 02

February 14, 2019

March

Feb. 03 – Feb. 23

March 07, 2018

April

Feb. 24 – Mar. 30

April 11, 2019

May

Mar. 31 – Apr. 27

May 09, 2019

June

Apr. 28 – Jun 01

June 13, 2019
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Floresville ISD Log of Substitute Assignment
Date

Campus

Full day

Half day

Employee Name
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SUBSTITUTE ELIGIBILITY FOR HEALTH INSURANCE COVERAGE
Floresville ISD provides health coverage to employees through TRS-ActiveCare. A district substitute is
eligible to enroll in TRS-ActiveCare if the district reasonably expects the substitute to work at least 10
hours per week. Hours worked for other school districts are not considered in determining whether a
substitute is eligible for benefits through Floresville ISD.
Although the district reasonably expects substitutes to work at least 10 hours per week, the district does
not guarantee that you will receive 10 hours every week. The district’s need for substitutes varies from
week to week. In some weeks, you may not receive any assignments. Similarly, the district understands
that some weeks you may not be able to accept assignments due to illness or other personal reasons.
If you are a new substitute, you must enroll in or decline medical coverage within 31 days from date of
hire. If you are a returning substitute, you must enroll in or decline medical coverage during the annual
open enrollment. If you decline coverage, you cannot enroll again until the next plan year unless you
experience a special enrollment event. To enroll you must go to the FISD website under Human
Resources – Benefits Hub – follow instructions – accept or decline TRS ACTIVE CARE Insurance.
If you elect to enroll, you will be responsible for the full premium. You must submit payment for one
calendar month with your enrollment form. The premiums for subsequent months will be deducted
from your pay for the preceding month. If your pay is not sufficient to cover the full premium, you must
submit the difference to the district by the 25 day of the preceding month. If the 25 day falls on a
weekend or a day the district is closed, the payment must be made the preceding business day. If you
fail to timely pay the monthly premiums, the district will proceed with the coverage cancellation process.
Your coverage may also be cancelled if you lose eligibility for TRS-ActiveCare.
You may be removed from the district’s substitute roster for poor performance or misconduct. In
addition, you may be removed from the substitute roster if:
•

you repeatedly turn down assignments, are repeatedly unavailable for calls, or frequently cancel
assigned positions

•

you do not timely return a letter of reasonable assurance

A substitute who is enrolled in TRS-Active Care and who is then removed from the substitute roster
becomes ineligible for health coverage and will be provided notice regarding continuation coverage
under COBRA (if eligible). Cancellation due to non-payment is considered a voluntary drop: Therefore
you would not be eligible for COBRA.
Oralia Vasquez
FISD Benefits Dept.
830.393.5300 EXT. 11011
1200 Fifth Street
Floresville, Texas 78114

www.fisd.us

Phone 830.393.5300
Fax 830.393.5367
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