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Eanes Independent School District Strategic
Plan “Committed to Excellence”

MISSION:
The Eanes community is vitally committed to educational excellence that prepares and inspires all students for life-
long success by engaging each student in rigorous academic experiences and enriching opportunities.

BELIEFS:
We believe that...

Individuals have equal intrinsic value.

Each person is unique, possessing diverse abilities and talents.

Each person has the potential to be successful.

Each person is responsible for his or her choices, decisions, and actions.

Individuals need a safe, secure and supportive environment to be productive, creative, and successful.

The home is the primary influence in the development of the individual and an integral partner in
public education.
High expectations and hard work, guided by a positive vision, are essential to individual success.

The pursuit of excellence requires substantial community effort, investment, and a willingness to
improve.

PARAMETERS:

Academic excellence is our first priority.

We treat each other with honesty and respect.

We require individual and organizational responsibility and accountability.
We require excellence in all aspects of the district.

We embrace change that leads to continuous improvement.

OBJECTIVES:

Each student will be prepared for college and career by completing a personally

challenging academic program.

Each student will be an involved contributing member of the community, respecting others and self,
and making healthy responsible decisions.

Each student will be prepared to accomplish evolving life-long goals.

STRATEGIES:

1.  We will ensure engaging and enriching instruction and experiences for each student.

2. We will create and implement a model for building expertise in instructional and support staff.

3. We will unify the Eanes community to mobilize resources that support excellence for the greater good of
the entire district.

4. We will efficiently utilize basic funds while aggressively pursuing creative supplemental revenue
sources.

5.  Wewillestablish systems to proactively lead the Eanes community in the accomplishment of our mission.



District Information

Eanes ISD serves approximately 8,000 students at nine schools: six elementary schools (grades K-5), two middle
schools (grades 6-8), and one high school (grades 9-12). We also have an Adult Transition school.

Meeting each student's needs is the goal of the Eanes ISD. A comprehensive curriculum and a variety of
enrichment opportunities are offered to EISD's students.

In ratings released in August 2011, the District and eight Eanes schools were named Exemplary by the Texas
Education Agency (TEA). This is the third consecutive year the District has been named Exemplary, and is one of
only 44 districts around the state to achieve the recognition.

Eanes students score well above the state average on the Texas Assessment of Knowledge and Skills (TAKS).
Also, students' scores on the Scholastic Aptitude Test (SAT) and American College Test (ACT) consistently
exceed the state and national averages. Approximately 99 percent of EISD's graduates have gone on to attend
college in recent years.

More than half of EISD's educators have more than 10 years of teaching experience, and 37 percent hold a master's
degree or higher.

Seven of the nine campuses have been recognized as U.S. Blue Ribbon Schools in recent years, including Eanes
Elementary that was honored in 2005. Individual students and staff members also have received a multitude of
awards and scholarships.

The Eanes Independent School District is accredited by the TEA.

Description of the District

Spanning 31.2 square miles of scenic Texas Hill Country in Travis County, Eanes ISD is
perfectly situated to take advantage of everything that Austin offers.

Eanes patrons are employed in many of the area's predominant industries—government, computers, information
processing, microelectronics, research and development, publishing and higher education. They also take a strong
interest in the activities of this All-American City. Whether that interest is museums, outdoor recreation, cultural
arts, sports or music, the opportunities are plentiful.

District boundaries include parts of Austin as well as the municipalities of Rollingwood and West Lake Hills.
The school district is one of the major focuses of the area, and the schools enjoy strong patron support.



GeneralSubstitute

Information General Guidelines
for Substitutes

ID Badges: 1D badges are issued by the campus front office to every substitute teacher through
the Raptor system. Please be prepared to show a current driver’s license in order to receive an
identification badge. Substitute teachers must wear or display this badge at all times when on
campus or attending a school-sponsored event. While on campus, substitute teachers are expected
to be prepared to identify themselves as a substitute teacher and provide the name of the full-time
teacher for whom they are substituting.

Substitutes who fill a "Special Assignment™ position eligible to receive a District issued
staff ID badge that includes a photo and door access. Contact the Substitute
Coordinator at jgonzalez2@eanesisd.net to schedule an appointment to receive a badge.

Technology Use: Technology and technology use is an integral part of instruction in the Eanes
ISD classroom. There will be times when substitute teachers will need to use technology with the
students. While this use may be limited, substitutes are expected to comply with the Responsible
Use Guidelines for technology.

Cellular Telephones: Cellular phone use is prohibited in the classroom, except
in emergency situations.

Use of Electronic Equipment: Substitutes are NOT to use cameras and / or
camera phones to take pictures during the school day without prior approval
from school administration. The same applies to the use of cell phones and other
electronic equipment such as MP3 players, laptops, iPads, iPhones,

iPods, Kindles, etc.

Other Duties as Assigned: A substitute teacher may be asked to perform duties in addition to
those of a substitute teacher. Also, a substitute teacher may be asked to teach in a classroom other
than the job he/she had agreed to work. In both cases, the substitute teacher is expected to
demonstrate flexibility and cooperation with the school administration in its attempts to meet the
instructional and safety needs of students. At all secondary schools, substitute teachers are to check
in with the office during the regular teachers scheduled conference period. In most cases, substitute
teachers will be asked to perform additional duties during this time.

Canceling Assignments: If it becomes necessaryto cancel an assigned job, please do so at the
earliest possible opportunity. Itis best to cancel the assignment in the system, followed by a
courtesy call to the campus. If the job already has started, it will be impossible to cancel it in the
system and direct campus contact will be required. Once an assignment has been accepted, it is
critical that the substitute teacher fulfills the commitment or cancels the job in a timely manner.
Failure to do so can result in a school’s excluding that substitute teacher from working on that
campus; repeated failure to do so will result in the substitute teacher being restricted from
working anywhere in the district. Three cancelled jobs with no explanation will be an automatic
termination.

Unattended Classrooms: The substitute teacher should never leave the classroom unattended. If
the substitute teacher needs to leave the classroom for personal reasons, a nearby teacher should be
notified so that the classroom will be supervised.

Parking Privileges: Substitute teachers are employed as teachers; they are not to park in
visitor parking areas. When working on campus, substitute teachers are encouraged to use the
faculty parking lots, the faculty lounges, and take advantage of any other privileges or
amenities offered to full-time teachers. Substitute teachers may eat lunch either in the
cafeteria or in the teacher’s lounge.
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Leaving the Campus: The supervision of students is the primary duty of the substitute teacher. At
no time during the day should the substitute teacher leave campus unless authorized to do so.

End of the Day: When the children have been dismissed for the day — or placed safely on their
assigned bus — the substitute teacher has several more duties to fulfill. The room should be checked
to ensure that it is restored to the way the substitute teacher found it. Substitute teachers are
expected to take a few minutes to leave a detailed note about the school day for the teacher.
Finally, substitute teacher should check out through the school office.

Parents Substitute Teaching in their Child’s Classroom: The District discourages the
practice of parents serving as substitute teachers in the classrooms of their own children.

Firm, Fair and Consistent: Most literature on substitute teaching indicates that in order to be
successful, the substitute teacher needs to treat students in a firm, fair and consistent manner. Fairness
and consistency are key issues with students. The substitute teacher must not “play favorites” when
dealing with student behavior or performance.

Active Involvement: The successful substitute teacher is actively involved with instruction. This
includes moving around the classroom, monitoring student work and assisting with assignments.
Many discipline problems can be avoided by the substitute teacher’s use of proximityto the
students.

Student Discipline: When students cause behavior problemsthat are disruptive to the learning
environment, the substitute teacher should attempt to maintain discipline in the classroom using
acceptable behavior management strategies. However, sometimes even the most effective
classroom management strategies will fail and individuals or groups of students may need to
speak with a campus administrator. Substitute teachers are not to administer corporal
punishment, physically discipline a student in anyway, or verbally abuse students. Shouting at
students or calling them derogatory names is not permitted.

Seeking Help: The substitute teacher should never hesitate to seek help when needed. Helpisonly
a few steps or a call awayat any time. In addition to the teacher next door or across the hallway, key
personnel are always available to assist the substitute teacher 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 has a crisis management plan 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 plan includes procedures for emergencies such
as fires, tornadoes, and other evacuations.

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 will be made
on local radioand TV stations as well as posted on the AESOP home page and District
website.

Injuries on the Job: If you should become injured while substituting, report the
injury to the Principal and/or School Nurse.
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Injuriesto Students: Injured students should be sent or taken to the School Nurse immediately. If
unable to send or take them to the nurse, have another student to seek help.

Personal Profile Information: Throughout the year, the substitute teacher has the responsibility
of keeping contact information current. This includes a current phone number, a current e-mail
address and the schools at which you wish to substitute teach.

Lettersof Reasonable Assurance: At the end of each school year, all active substitute teachersin
good standing will receive a “‘Letter of Reasonable Assurance.” This letter must be signed and
returned to the substitute teacher office by the date indicated on the letter. Failureto returnthe letter
Is considered a resignation. Substitute teachers who are not performing satisfactorily at the
end of any school year will not be invited to reapply the following year.

Beginning with the 2016-17 school year Eanes ISD implemented a requirement that
all substitutes work a minimum of 10 days per semester. If the minimum number of
days is not met the substitute will not receive a Letter of Reasonable Assurance for
the following school year. This annual minimum requirement will be prorated for
substitutes who begin employment with Eanes after the school year has started.

New substitutes will receive and sign a Letter of Reasonable Assurance in the substitute
application packet that they complete for employment.

Removal From Service: A substitute teacher who has not accepted a job within a six-week period
will be considered inactive and can be removed from the active calling list. 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, the substitute teacher may be restricted immediately from service to the
District. Substitute teachers also may be excluded from working at a particular campus if the
school administration and the Executive Director for Human Resources conclude itisin the
best interest of the District to do so. Each campus maintainsits own exclusion list of substitute
teachers who can no longer substitute at the campus.

Annual Mandatory Substitute Training

Annuallyall substitutes are required to complete mandatory substitute training offered through Safe
Schools. The training includes all required safety and security measures required for all staff of Public
schools.

Confidentiality of Student Information

Al substitute Teachers are required to view a Confidentiality of Student Educational
Records/FERPAVvideo during substitute orientation.

1. All information related to a student is not to be shared with persons not working with the
student in an educational setting.

2. Students cannot be identified by name to persons not working with the student in or out of school.
Caution must be used to not reveal confidential information related to a student’s special education services in
common areas of the school.

3. All written records, including Individual Education Plans (IEP) and school reports that may indicate a disability,
9



are to be kept secure. No one is allowed access to the records without having a legitimate educational
reason to view the records to provide services for the student.

Responsible Use Guidelines (RUG) for Technology

All substitute Teachers are required to review and sign the Responsible Use Guidelines for
technology document Substitutes are expected to utilize technology in an appropriate manner at
all times during the school day.

Sexual Harassment Prevention

Al substitute Teachers are required to review the Sexual harassment Prevention information during
substitute orientation. Substitutes are expected to observe and comply with all sexual harassment
regulations and guidelines.
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EANES ISD EMPLOYEE SAFETY
INFORMATION FOR SUBSTITUTE TEACHERS

Accident Reports
Any employee who is injured must report the accident to their supervisor and complete the “First
Report of Injury” with the Director of Safety & Risk Management.

Hazard Communication

Copies of the District's Hazard Communication Plan are available in the School Safety session of the
Eanes ISD website. Main points are that a Safety Material Sheet (SDS) for all chemicals used at any
of the schools must be filed with the District Safety and Risk Management Office, all chemicals must
have a label, and training on the Hazard Communication Plan must be provided for all district
employees. Questions should be directed to the District Safety and Risk Management Director.

Integrated Pest Management

Integrated Pest Management (IPM) is an environmentally sensitive approach to managing pest
problems that takes advantage of all suitable pest management options. Main points are that good
housekeeping be practiced to prevent pests, rodents, insects, and weeds; using the least toxic methods
to control; and application of any pesticides or herbicides on any school property must be done by a
district approved certified noncommercial applicator or technician.

Blood borne Pathogens

Substitutes are required to view a Blood borne Pathogens safety video on an annual basis. Copies
of the District's Blood borne Pathogen Exposure Control Plan are available in the School Safety
session of the Eanes ISD website. All direct exposures to blood or blood containing body fluids
must be documented using forms found in the plan. Employees should see the School Nurse as
soon as possible after any incident. Questions should be directed to the Director of Safety and
Risk Management Director or the School Nurse.

Fire Safety
To provide a safe environment for building occupants and maintain compliance with the fire code,
the following rules have been established:
1. Extension cords shall be plugged into a wall outlet or a grounded multiplug surge
protector.
2. Allelectrical appliances (Example: Microwaves, Plug-in air fresheners, etc.) shall have a
current and valid UL/FM Label.
Storage must be kept at least 18" below sprinkler heads.
Exit doors and corridors are to be kept clear at all times.
Fire-rated doors (equipped with closers) are not to be blocked open.
Flammable/combustible liquids need to be stored in an approved cabinet.
Artwork and other paper goods cannot cover more than 20% of corridor walls.
All ceiling hangings must be attached by metal wire.
Candles and other open flames are not permitted in offices and classrooms.

©oNO O AW
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1.

Indoor Air Quality
Concerns over any indoor air quality issues should be reported to one's
immediate supervisor and a work order submitted. The District Safety and Risk
Management Director will follow-up on unresolved problems and perform
testing as needed.

Hazardous Waste
Waste chemicals/products are often classified as hazardous and must be disposed of
properly. Awork order should be submitted to have waste picked up and disposed
of properly.
Examples of wastes that are accepted include: used oil, used oil filters,
fluorescent light bulbs/ballasts, paint-related waste, solvents, batteries,
photographic
chemicals/negatives and waste science chemicals. Contact the District Safety and
Risk Management Director if you need waste evaluated or have questions on
labeling, storage, or disposal.

Emergency Closings
School emergencies or inclement weather can result in the closing of school
buildings. School closing announcements and other emergency school-related
instructions will be broadcast on local TV and radio channels. Information will
also be posted on district website.

Emergency Preparedness
Copies of the District's Emergency Plan are available in the main office at each
school. Maps of evacuation routes/tornado shelter areas must be posted in all
classrooms. Schools are required to conduct at least nine fire drills and various
other drills such as lockdown drills, lockout drills, and shelter drills per school
year. All employees should be familiar with their role in responding to
building emergencies. The Principal will coordinate specific procedures and
responsibilities.

There may be instances it is recommended that an evacuation be executed, and it
is imperative that a common language is used to communicate. Codes of any
kind are not encouraged. Giving straightforward directives avoids confusion.
Questions should be directed to the principal or to the District Safety and Risk
Management Director.

Eanes ISD has adopted SRP (Standard Response Protocol). The Standard
Response Protocol (SRP) is based not on individual scenarios but on the
response to any given situation. SRP demands a specific vocabulary but also
allows for great flexibility. The premise is simple - there are five specific
actions that can be performed during an incident. When communicating
these, the action is labeled with a "Term of Art" and is then followed by a
"Directive." Execution of the action is performed by active participants,
including students, staff, teachers and first responders.
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After evacuating building, students are accounted for by their teacher.

Shelter in Place, Secure the Perimeter (Threat in community)

Students and staff are held in the building.
No one is allowed in or out of the building.
Movement within the building may be permitted.

Weather Safety Zone (Tornado. Severe Inclement Weather)

A Safety zone is an indoor area pre-designated in the event of inclement weather.
Safety zones are areas that are the most structurally secure inside the building.
Safety zones are identified on the Campus Inclement Weather Map.

Students and staff may be told to assume the “drop and cover” position — face
interior wall with knees and head down, covering face and head until threat is over.

Lockdown (Threat to or inside the school)

Building is secured; no one is allowed in or out of the building.
Staff secures themselves in their area.

Students are secured in their place.

Classroom and office doors are locked.

Lights are turned off and blinds are closed.

Everyone moves away from doors and windows.

Everyone remains quiet.

13



Special Education and Substitute Assignments

Listed below are the special education environments at Eanes ISD. Special Education staff will
identify the type of assignment, using the descriptions below, in their Aesop jobs. Please be
familiar with the assignment environments before accepting a special education assignment.

If you would like additional information about the substitute responsibilities in any of the below
educational environments please contact the District substitute coordinator at
Jaonzalez2@eanesisd.net. A tour of an instructional environment can also be provided.

1. PPCD (Preschool Program for Children with Disabilities): PPCD serves children ages 3-5 years
of age who have a disability and need Special Education services. This program provides early
intervention in the areas of language development, readiness skills, social interactions, and
behavior. There is a continuum of services provided.

A substitute in this classroom would be following the instruction of the lead teacher or teaching
assistant in the classroom. The substitute would not be expected to run the class. A substitute
who is new to an assignment will be assigned to a student(s) with the most minimal needs. The
substitute would be expected to review relevant paperwork. The students are in the same class all
day.

2. Modified Class: Modified classes teach academic subjects to students in a smaller group setting.
Students in these classes are usually functioning below grade-level. Students may also exhibit
emotional/behavioral difficulties that prevent them from being educated in the general education
setting.

A substitute would be expected to follow the lesson plan left by the teacher and to review relevant
special education paperwork on each child. Classes range from 5 0 — 120 minutes depending on
grade level.

3. Collaborative Class: Collaborative classes are designed to support students with a wide variety of
disabilities in the general education setting. General Education and Special Education teachers
work together in the classroom to provide instruction, make accommodations, and monitor
behavior.

A substitute would go into a general education classroom and assist that teacher. The substitute
would not be expected to run the class lesson. The substitute would need to review relevant
special education paperwork. Classes range from 5 0 — 120 minutes depending on grade level.

4. Life Skills: Life Skills classes provide instruction in functional academics, prevocational, self-
help, and communication skills to students who require specialized, alternative curriculum in
small-group or individualized settings. Students receiving support through Life Skills may have
significant developmental delays, motor delays, and/or communication delays. Students may
receive instruction in Special Education and/or General Education settings throughout the day.
Community-based instruction is also a large part of the Life Skills curriculum.

A substitute in this classroom would be following the instruction of the lead teacher or teaching
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assistant in the classroom. The substitute would not be expected to run the class but rather work
with a few students or an individual student. A substitute who is new to an assignment will be
assigned to a student(s) with the most minimal needs. The substitute may also be required to go to
specials, electives, lunch, recess or other general education academic classes to provide support.

In addition, a substitute may be required to go into the community with students with support from
other classroom staff.  The amount of time students are in the life skills classroom varies. The
substitute would be expected to review relevant special education paperwork

Behavior Support: Students receiving Behavior Support services demonstrate social, emotional,
and/or behavioral difficulties that interfere with their educational progress. The goal is to allow the
student to successfully participate in General Education and/or Special Education classes with other
students to the maximum extent possible. Depending on the needs of the individual student, the
services provided may range from monitoring student behavior, intervening and assisting students
when problems occur, and/or providing direct academic instruction if the student is unable to

attend his/her assigned classes.

A substitute would be expected to assist individual students or a very small group of students
across settings in the school. The substitute would be under the direction of the classroom teacher
or a teaching assistant. A substitute who is new to an assignment will be assigned to a student(s)
with the most minimal needs. The assignment may include going into general education academic
classes, specials, electives, lunch, recess, or small special education classes. The substitute would
be expected to review relevant special education paperwork.

Adult Transition Services (ATS): The ATS program is also housed on their own campus now.
The ATS program serves students
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Substitute Code of Ethics

1.

Substitute teachers have an obligation to conduct themselves in an ethical manner in all things pertaining
to school operation and school information.

Criticism of students, school personnel and school policies is made only to the principal
of that campus in a professional conference.

Treat all information about pupils and parents as confidential.

Do not use employment with the school as a means to inquire about your own or other
children.

Refrain from gossiping about students and/or faculty.

All employees are expected to dress in a clean, neat and mature manner to reflect their
position as a role model for the students.

Standards of Conduct: Board Policy DH

All employees, including substitutes, 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 of students, parents, other employees, and members of the
community.

Maintain confidentiality in all matters relating to students and coworkers.

Report to work according to the assigned schedule.

Notifytheirimmediate supervisor inadvance or as early as possible in the event that they must be absent or late.
Unauthorized absences, chronicabsenteeism, tardiness, and failure to follow procedures for reportingan absence may
be cause for disciplinaryaction.

Know and comply with department and district policies and procedures.

Express concerns, complaints, or criticismthrough appropriate channels.

Observe all safety rules and regulations and report injuries or unsafe conditions to a supervisor
immediately.

Use districttime, funds, and property for authorized district business and activities only.

All district employees should perform their duties in accordance with state and federal law, district policies and
procedures, and ethical standards. Violation of policies, regulations, or guidelines may result in disciplinary action,
including termination. Alleged incidents of certain misconduct by educators, including having a criminal record, must be
reported to SBEC not later than the seventh day the Superintendent first learns of the incident.
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Substitute Duties and Responsibilities

Successful substitute teaching is a partnership between the substitute teacher, the full-time
teacher, the campus staff and district staff.

m titute Teacher rdinator’s R nsibiliti

The campus substitute teacher coordinator will:

= Direct the substitute teacher to the classroom

« Provide a campus bell schedule

» Assist the substitute teacher in locating the substitute teacher folder, lesson plans, and
supplies

< Notify the substitute teacher of any special programs for the day

= Provide a brief campus orientation if necessary

« Release the substitute teacher when his/her services are no longer needed

« Help the substitute teacher feel welcome

< Reconcile all employees absences and substitute time worked

< Assist campus staff with long term absence, securing a substitute, and entry of the long term absence into
the AESOP system.

The Eanes ISD Empl SR nsibiliti
The Regular Teacher will place all materials in an accessible location or note in AESOP. This
Includes:
» Detailed lesson plans
» Attendance sheets
e 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)
« Keys to desk and cabinets should be accessible, if necessary for the day’s activities

Unless the teacher’s illness is so serious as to make contact unwise, the teacher should be
willing to give other needed information over the telephone or by personal conference.

The Regular Teacher will evaluate a substitute’s performance after the assignment is over.

If a staff member will be absent for a long term absence they will coordinate with the campus substitute
coordinator to get their absence entered into the AESOP system and they will secure their substitute.

The Substitute Teacher’s Responsibilities
= Arrive at the assigned school at least twenty minutes before classes begin.

= Reportto the campus office for sign-in and instructions regarding classroomassignment, duty assignments, and
length of assignment.

» Keep an accurate record of student attendance, especially during second period, which is each campus’
period that is used for state funding.

= Maintain an orderly classroom and follow the student behavior management plan.

= Exercise good judgment in maintaining a positive learning environment.

«  Accept additional responsibilities when assigned

» Maintain professional dress and conduct

< Avoid any communication (verbal or non-verbal) or activity, that may be deemed
inappropriate for a public school classroom

« Follow lesson plans as closely as possible to ensure continuity in the instructional
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program; make a note of any changes that must be made.

« Refer accidents or illnesses to the nurse or to the principal as appropriate.

«  Find out what each campus’ policies and procedures are for dealing with discipline problems
before administering any form of discipline.

« Refer all serious discipline problems to the campus office. A 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.

« Be responsive to parent contact should it occur, but leave parent conferences to the regular teacher
or campus designee.

« Keep copies of all documents received and leave them with the substitute teacher folder at the end of
the day.

« Complete work and organize the materials collected from the students in an orderly manner.

» Leave a summary of work completed with each class along with a description of any unusual
problems that may have arisen.

« Ask for help if in doubt when handling any situation. The campus will support you in solving
problems.

« Check out in the office with the campus substitute teacher coordinator at the end of each day.

« If problems are observed concerning working conditions or school-related items, discuss
them with the District Substitute Coordinator, 512-732-9190.

Substitute Teacher Evaluation

To ensure a quality Substitute Teacher Program, Eanes ISD evaluates the performance of substitute teacherson an
ongoing basis. High levels of substitute teacher performance will potentially result in the substitute teacher being designated
as a preferred substitute for a campus, obtaining long-term assignments and being asked to substitute on a regular basis.

Teachers are asked to evaluate and rate a substitute’s performance after each assignment is completed using
the Aesop substitute feedback system.

Lack of performance will result in the substitute teacher being removed from the lists of specific campuses. When
a complaint is received from a campus, the Substitute Specialist will investigate. If the complaint is validated, a
letter will be sent to the substitute teacher explaining the violation and explaining that he/she has been removed
from the campus’s substitute list, if applicable.

A substitute notification letter serves two purposes. First, it notifies the substitute teacher of the reason that he/she is
no longer eligible to work on that particular campus. Second, the letter also provides the substitute teacher with
directives that will assist the substitute teacher in performing expected duties on the remaining campuses to the high
standards of Eanes ISD.

Inthe event thata substitute teacher receives two directive letters initiated by two separate campuses, a warning letter
will be sent informing to the substitute teacher that upon a third incident, the substitute teacher will be permanently
removed from service to the district. If a third incident occurs, the substitute teacher will be notified in writing of their
permanent removal from the district-wide substitute teacher list.
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Substitute Teacher Employment

The substitute teacher program is administered centrally under the direction of the Assistant Superintendent for
Human Resources. The following regulations govern the operation of this service:

Qualifications

1. The Eanes Independent School District prefers that the applicanthave a minimumof a Bachelor’s Degree in
Education and a Texas Teaching Certificate; however, individuals holding a college degree or are in the final year ofa
college programwhich will result in receiving a teaching certificate may work as a substitute teacher.

2. Retired teachers may file an application for substitute teaching and may teach each school day as
permitted by the Texas Teacher Retirement System.

3. All substitute teachers must be at least 19 years of age.

4. Substitutes for teacher assistants or secretaries must be 18 years of age.

5. Substitutes who work consistently may be entitled to subscribe to healthcare benefits
Please contact Human Resourcés upon hire if interested.

6. Principals are encouraged to recommend individuals to the District Substitute Coordinator.

7. The principal may evaluate substitute teachers.

8. The principal may reassign substitute teachers as needed.

9. When the substitute teacher’s performance is unsatisfactory, the school administrator shall inform the
substitute teacher and the Human Resources Department. The Human Resources Department will
notify the substitute teacher if removal from the substitute teacher list is required.

10. Only those teachers who are active in the AESOP substitute system are eligible for substitute
teaching in the Eanes Independent School District.

11. If special circumstances are encountered, a person not meeting the District’s qualifications may be added
at the Principal’s request and the substitute will only sub at that campus.

Routines

1. The substitute teacher should notify the Human Resources Department if unavailable for service for any
reason, to report a change of address or telephone number, or to be removed from the list, either permanently
or temporarily. That office also should be notified when the substitute teacher is ready to resume duties. You
may e-mail the Substitute Coordinator at jgonzalez2 @EANESISD.net

2. The substitute teacher can leave a message anytime by calling 512- 732-9190.

3. Ifthereare questions concerning a paycheck (i.e. missing days or hours, etc.), it is the responsibility of the

substitute teacher to contact the school substitute teacher coordinator to confirmthat all time worked was
accounted for or to contact the Payroll Department. The payroll department may be contacted at the following
number: 512-732-9030 ext. 20505.

19



The substitute is encouraged to review the time report and check schedule on page 19 before communicating with
the payroll department regarding pay.

4. If a substitute must cancel a job within 24 hours of a job starting, the substitute should call the campus
substitute coordinator directly, in addition to cancelling the job in AESOP as soon as possible so another
substitute can be secured.

Hiring Practices—Ref: Board Policy DAA (Legal) and DC (Legal)

Eanes ISD is committed to providing equal employment opportunities to all individuals regardless of race,
color, handicap, religion, sex or national origin.

In consider