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MISSION: 

Eanes Independent School District Strategic 

Plan “Committed to Excellence” 

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. 

• Thepursuit of excellence requiressubstantialcommunityeffort, 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. We will establish systems to proactively lead the Eanes community in the accomplishment of our mission. 
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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. 



 

General Substitute 
Information General Guidelines 
for Substitutes 

 

ID Badges: ID badges are issued by the campus front office to everysubstitute 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 maybe 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 

demonstrateflexibilityand cooperation with the school administration in its attempts to meet the 

instructional and safetyneeds of students. At all secondaryschools, 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 necessary to cancel an assigned job, please do so at the 

earliest possible opportunity. It is best to cancel the assignment in the system, followed by a 

courtesycall to the campus. If the job alreadyhas 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 timelymanner. 

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 dayshould 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 waythe substitute teacher found it. Substitute teachers are 

expected to take a few minutes to leave a detailed note about the school dayfor 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 consistencyare keyissues with students. The substitute teacher must not “playfavorites” when 
dealingwith student behavior or performance. 

Active Involvement: The successful substitute teacher is activelyinvolved with instruction. This 

includes movingaround the classroom, monitoringstudent work and assistingwith assignments. 

Manydisciplineproblems can be avoided bythe substitute teacher’s use of proximityto the 

students. 

 

Student Discipline: When students cause behavior problems that 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 mayneed to 

speak with a campus administrator. Substitute teachers are not to administer corporal 

punishment, physicallydiscipline a student in anyway, or verbally abuse students. Shouting at 

students or calling them derogatorynames is not permitted. 
 

Seeking Help: The substitute teacher should never hesitate to seek help when needed. Help is only 

a few steps or a call away at anytime. 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 generallyunanticipated event that 

profoundlyand negativelyaffects a significant segment of the school population and often involves 

propertydestruction, 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 openingfor the daydue to bad weather. Announcements will be made 

on local radio and 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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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, have another student to seek help. 

 

Personal Profile Information: Throughout the year, the substitute teacher has the responsibility 

of keepingcontact information current. This includes a current phone number, a current e-mail 

address and the schools at which you wish to substitute teach. 
 

Letters of Reasonable Assurance: At the end of each school year, all active substitute teachers in 

good standingwill receivea “Letter of Reasonable Assurance.” This letter must be signed and 

returned to the substitute teacher office bythe date indicated on the letter. Failure to return the 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 anytime it is deemed necessaryand appropriate to do so. If 

circumstances warrant it, the substitute teacher maybe restricted immediatelyfrom 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 it is in the 

best interest of the District to do so. Each campus maintains its own exclusion list of substitute 

teachers who can no longer substitute at the campus. 

 
Annual Mandatory Substitute Training 
Annually all 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 

All substitute Teachers arerequired to view a Confidentiality of Student Educational 

Records/FERPAvideo 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 

commonareas of the school. 
 

3. All writtenrecords, including Individual Education Plans (IEP) and school reports that mayindicate a disability, 
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are to be kept secure. No one is allowed access to the records without having a legitimate educational 

reason toview therecords toprovide 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 

All substitute Teachers are required to review the Sexual harassment Preventioninformation during 

substituteorientation. Substitutes areexpected to observeandcomplywith all sexual harassment 

regulationsand 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. All electrical appliances (Example: Microwaves, Plug-in air fresheners, etc.) shall have a 

current and valid UL/FM Label. 

3. Storage must be kept at least 18" below sprinkler heads. 

4. Exit doors and corridors are to be kept clear at all times. 

5. Fire-rated doors (equipped with closers) are not to be blocked open. 

6. Flammable/combustible liquids need to be stored in an approved cabinet. 

7. Artwork and other paper goods cannot cover more than 20% of corridor walls. 

8. All ceiling hangings must be attached by metal wire. 

9. Candles and other open flames are not permitted in offices and classrooms. 
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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. A work 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. 



13  

 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. 
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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  

jgonzalez2@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 

mailto:substitute@eanesisd.net
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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 

 

 

5. 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. 

 

6. Adult Transition Services (ATS): The ATS program is also housed on their own campus now. 

The ATS program serves students 



16  

Substitute Code of Ethics 

1. Substitute teachers haveanobligation toconduct themselves in an ethical manner in all things pertaining 

to schooloperationandschoolinformation. 

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 pupils and parents as confidential. 

4. Do not use employment with the school as a means 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. 
 

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 observethefollowingstandards 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. 

• Notifytheirimmediatesupervisor in advance or asearly as possiblein theeventthattheymust be absent or late. 

Unauthorizedabsences,chronicabsenteeism,tardiness, andfailureto follow proceduresforreportingan absencemay 

be causefordisciplinaryaction. 

• Know and comply with department and district policies and procedures. 

• Express concerns, complaints, or criticism through appropriate channels. 

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

immediately. 

• Use districttime, funds, andpropertyfor authorizeddistrict businessandactivitiesonly. 
 

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. 

Campus Substitute Teacher Coordinator’s Responsibilities 

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 Employee’ s Responsibilities 
The Regular Teacher will place all materials in an accessible location or note in AESOP. 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) 

• Keys to desk and cabinets should be accessible, if necessaryfor 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 T e a c h e r ’ s Responsibilities 

• Arrive at the assigned school at least twenty minutes before classes begin. 

• Reportto the campusoffice forsign-in and instructionsregardingclassroomassignment, 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 



18  

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 teachers on an 

ongoing basis. High levels of substitute teacherperformance will potentially result in the substitute teacher being designated 

as a preferred substitute for a campus, obtaining long-termassignments 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. 
 

In the event that a 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 fromservice 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 applicant have a minimum of a Bachelor’s Degree in 

Education and a Texas Teaching Certificate; however, individuals holding a college degree or are in the final year of a 

college programwhich will result in receiving a teaching certificate maywork 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 Resources 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. If there are 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 confirm that 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. 
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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 considering an applicant for substitute teacher teaching, the automated calling system (AESOP) assigns qualified 

candidates according to the substitute teacher teacher’s information on file in the System. 

 
At the end of each school year, a letter of reasonableassurancewill be sent to each personwho is on the current substitute 

teacher list and is in good standing. The letter of reasonableassurance should be completed and returned to the Human 

Resources Department in order to continue employment with the District for thenext school year. Failure to return the letter 

will result in removal fromthe approved list. 
 

Termination of Employment –Ref: Board Policy DH (Local) and DPB (Local) 

Substitute teachers are legally considered at-will employees. A substitute teacher will be removed from the substitute 

teacher list if there is a violation of campus or school district policy. 

 

 

Substitute Teacher Compensation and Benefits 

Salary Information 
The pay for the substitute teacher is established as a daily rate annually by the Board of Trustees. Eanes Independent 

School District pays the substitute teacher, teacher’s assistant and clerical personnel on the following schedule: 

 
1) All Substitute Teacher and Teacher Assistant Positions-$92 per day 

 
2) Long-term substitute Teachers : 

• 1-30 days -$97 per day 

• 31st day on-$122 per day 

• *If Special Education position add $10 per day 

 
3) Clerical substitutes are paid at a rate of $12.13 an hour. 

 
4)  Special Positions 

 

Special Assignments/ Long Term Assignments 

 
The Principal/Administrator will contact the Human Resources Department when a possible special substitute teacher 

assignment develops. Special Assignment substitute teacher assignments may include duties such as bus duty, lunch 

duty, detention supervisor or additional classroom supervision at the request of the building administrator. Fulfillment 

of all assigned duties is expected. Whenever a substitute teacher has secured a long-term assignment, this information is 

entered into AESOP. 
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Hours 
A half-day will be approximately one-half the normal hours required for teachers to be on campus and the rate of pay 

will be one half of the daily rate of pay. 

A full day for substitute teachers will be the normal hours required for teachers to be on campus. 

Please see the Campus Information section at the end of the Substitute Handbook for the work hours for each campus. 

Substitutes may not work more than 40 hours a week without prior administrative approval. 

A substitute teacher may not leave campus early without the permission of the campus 
principal. 

 

Payday 
Substitute teachers are paid semi-monthly. Substitute teachers who work any time from the first of the month through 

the fifteenth are paid at the end of the month and jobs worked from the sixteenth through the end of the month are paid, 

generally at the middle of the following month. For more information, see the pay schedule on the next page. 

 

Substitute pay is deposited directly into a substitute’s bank account via Direct Deposit.  The substitute can select up 

to three accounts to deposit their check into and can change the account information at any time by completing an 

Authorization Agreement for Direct deposit form. 

 

Worker’s Compensation Insurance 
Eanes ISD provides worker’s compensation benefits to its employees who are injured on the job. The benefits include 

payment of medical expenses through our worker’s compensation plan. 

 

If injured while at work, an employee must: 

 
1. Report the injury to a campus administrator at once. 

2. If unable to report the injury, have someone report it as soon as possible. 

3. If medical attention is needed, the employee should contact the Human Resources department so an appointment 

can be scheduled. 

4. When the employee goes for treatment, inform the doctor that it is a work-related injury. 
 

 

Eligibility for Health Insurance 
An Eanes ISD substitute is eligible to enroll in TRS-ActiveCare if the substitute routinely works at least 10 hours per 

week at an Eanes ISD campus/program.  Hours worked for other school districts are not considered in determining 

whether a substitute is eligible for health insurance benefits through Eanes ISD.  People retired through TRS are not 

eligible to receive Eanes ISD health insurance. 

Please see the Health Care Coverage for Substitutes letter dated September 1, 2015 for more details regarding health 

insurance coverage eligibility. 





AESOP Substitute Teacher Calling System 

General AESOP Information 

The Eanes Independent School District uses an automated Substitute Teacher/Employee Management System to assign 

substitute teachers for absent employees. This service is call AESOP (Automated Educational Substitute Teacher Operator). 

AESOP is accessed by the internet and public telephone system. AESOP enables Eanes Independent School District to 

offer broader opportunities for substitute teachers if they wish, while still allowing each campus location to choose the 

substitute teachers they have worked well within the past. 

This system allowssubstitutesto: 

• Indicate preferred work locations (campuses)

• indicate availability in half-day increments by day of the week

• list substitute teacher classifications/qualifications

• view open jobs to plan ahead

• designate times either available or unavailable

• designate times (AM and PM) that they will take phone calls from the Aesop system

• designate days available to work and also non-work days

How the system works: 

• An employee, principal or principal designee accesses AESOP

via the telephone system, or via computer.

• An employee absence is reported and receives a job/confirmation number

• AESOP searches its listings andfinds theappropriate substitute teacher for this job during the morningor

eveningcall-outperiods,utilizingthe campusprioritycallinghierarchy

• AESOPplacesa call to a qualifiedsubstitute teacher

• Substituteteacherenterspersonalinformationon thekeypad of a touchtonephone.

• The AESOP narrator recites the job information

• The substitute teacher accepts or declines the job (If accepted the substitute teacher is given the job

number to use when reporting to the location)

• If accepting a job via telephone always view job via internet for notes or lesson plans from the

teacher.

NOTE: Assistance is available by contacting the help desk at (512)732-9190 

or jgonzalez2@eanesisd.net 
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AESOP Phone System Instructions 
1-800-942-3767 

Learn how to .... 

• Search for jobs by phone

• Respond when the system offers a job

• Personalize the phone system

When you call AESOP: 

1. Dial 1-800-942-3767

2. .  Enter your AESOP substitute ID number followed by the

pound key(#) 

3. .  Enter your AESOP PIN number followed by the pound

key(#) 

Pressingthestarkey(*) willalways takeyoubackonemenulevelanywhere in thephonesystem. 

To Hear a list of Available Assignments, Press 1 AESOP will play 

you a list of up to five available jobs. 

• To accept the assignment, Press 1

• To hear the assignment again, Press 2

• To reject this assignment and not hear it again, Press 3

• To listen to the next assignment, Press 4

• To replay a bypassed assignment, Press 5

• To return to the Main Menu, Press 6

When accepting an assignment AESOP will play back the confirmation number. 

To Review or Cancel Upcoming Assignments, Press 2 

• To review your assignments for the next 7 days, Press 3

• To return to the previous menu, Press *

AESOP will now read off all the details of the assignment. 

• To hear this again, Press 2

• To cancel this assignment, Press 3

• To listen to the next assignment, Press 4

• To return to the Main Menu, Press 6

To Review or Cancel a Specific Assignment, Press 3 AESOP will ask 

for the confirmation number. 

• To cancel this assignment, Press 3

• To listen to the next assignment, Press 4

• To return to the Main Menu, Press 6

Please note that some optionsmay not be available. 
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To Review or Change Personal Information, Press 4 

• To review or change your name recording, Press 1

• To change your PIN number, Press 2

• To change your phone number, Press 3

Special Things to Note 

When AESOP calls: 

• The phone number that appears on Caller ID is: 1-800-942-3767

• Typically, AESOP will not leave a message on home answering machines.

• Please say “Hello” in order for AESOP to begin the phone call.

• If unable to accept assignments for the day, Press 2 – To Prevent Further Calls Today.

• If two or more substitute teachers have the same number it is to the advantage of the substitutes to

voice-record both first and last names.

• AESOP will then play the voice recording at the beginning of the phone call and the substitute

teacher can enter the correct PIN number.

When you answer the phone, say “Hello” and AESOP will present the following options: 

• If interested in the job, Press 1

• AESOP will play you the School District Name and the School Name

• Enter your PIN number followed by the pound key(#)

AESOP will now read off all the details of the assignment. 

• To accept the assignment, Press 1

• To hear the assignment again, Press 2

• To reject but allow additional calls today, Press 3

• To reject this assignment and prevent additional calls today, Press 4

When accepting an assignment AESOP will play back the confirmation number. 

To prevent further calls in a day, Press 2 

If unavailable, Press 3 

To prevent AESOP from ever calling, Press 9 

(Note: if option 9 is chosen the substitute must sign into the AESOP system to begin receiving job 

offers again) 
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AESOP Quick Start Guide for Substitutes 

This guide helps with: 

• Logging on to the AESOP System
• Find and accept available jobs

• View schedule

• Remove yourself from an accepted assignment

• Manage call times

• Manage availability

• Manage personal information

• Select preferred schools

• Understand AESOP Notifications

Log on to AESOP: 

In your internet browser address bar enter: www.AESOPonline.com and click Go button. 

Enter ID and PIN numbers from personalized welcome letter provided by Eanes ISD (via email). 

Messages: 

Any messages from the district office will appear in the messages section. Please note that the District utilizes this 

message area to inform substitutes about upcoming long term job opportunities, requests for additional information, 

timelines, and special notices. Please review the messages on a regular basis. 

Upcoming assignments for the next 30 days: 
AESOP will list assignments accepted for up to 30 days in the future. AESOP will also list the name of the employee and 

school. A map icon indicates directions to the school from MapQuest.com 

Interactive Calendar: 

AESOP will display two types of days: 

Non-Work Day – days not available to work 

Working – days available to work 

Search for Assignments: 

List of all available jobs will be displayed. If a job is a multiple day assignment AESOP will list the employee’s 

name once and then list all dates. 

1. Click the details link to view more information regarding the assignment.

2. If the teacher wrote notes concerning this absence review them at this point. Click Accept Assignment to

accept the job or click Cancel and return to the Search for Assignments page.

3. A Confirmation Number will be assigned when assignment is accepted.

4. If the employee has attached notes click the file name to access notes.

Your home page will automatically be updated with the new accepted assignment. The Interactive Calendar and 

the Upcoming Assignments for the next 30 days section will reflect the new information. 

http://www.aesoponline.com/
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View My Schedule: 

You can view assignment schedule three ways: weekly schedule, 3 month calendar view or all absences scheduled 

for the current month. Click on a date in the 3 month calendar view and the weekly schedule will change to that 

week. Use the Change Date drop-down window to go back in the past or further into the future to review absences. 

Delete a scheduled assignment or non-work day by clicking the trash can. A warning message will appear, “Are 

you sure you want to delete this event?” click OK. 

Add Non-Work Day: 

Indicate day(s) when you are unable to work. Adjust Start Time and End Time if you are unavailable 

for a portion of the day. 

Use the Repeat Event feature if you have a recurring unavailability status. Make sure you click the Day of the Week so 

AESOP knows which day(s) you are unavailable. 

Tell AESOP When to Call: 
AESOP can be set not to call during certain hours of the day or not call for the entire day. These restrictions will 

repeat week after week until the restriction is removed. 

Change PIN: 
The Personal Identification Number (PIN) can be changed at any time. The PIN number is used both on the Web site 

and the phone system. 

View Personal Information, including e-mail: 

Review the demographic information Eanes ISD has on file, including the e-mail address. 

Eanes ISD substitute information is communicated to substitutes via e-mail. Please note that it is the substitute’s 

responsibility to keep their e-mail address up-to-date at all times. 

*This information may be changed by clicking the Edit Info link (Only PIN, Phone number and e- mail address

may be edited by substitute teacher). 

Preferred Schools: 

A substitute must choose which schools or campuses they would like to receive substitute job offers from. When 
a substitute is added to the Aesop system all Eanes ISD campuses are selected. 

To select preferred school(s) two steps must be taken: 

Determine preferred use by AESOP—this is called the Header. On AESOP indicate that this is a list of preferred 

schools or a list of schools where the substitute teacher is not available to work. 

Next, click Add Schools link. 

1. Click the Selected column by the school(s) to add

2. Check the days available (if necessary)

3. Click Apply Changes to save

4. Click View Current Schools



28  

Choose Your Header Option Wisely 

AESOP will use the schools on this list as determined by the user. Set up the Header from the first step above. For 

example, if there is one school on this list, then that school is either: 1) the only school where the substitute teacher will 

go or 2.) it is the only one where the substitute teacher will not go, depending on the Header Option selection. 

 

Web Notification 

If an assignment is deleted notification will be provided upon logging into the AESOP web site. Click the 

Confirmation Notifications button to confirm the notice has been read. 

 

Notification Confirmation 

AESOP will provide a page indicating successful confirmation of the web notification. Click the link to go to your 

Home Page. 

Email Notification 

Eanes ISD now utilizes e-mail notification to do all business with substitute staff. 

 
If AESOP has an e-mail address on file an e-mail will be sent for the following reasons: 

• Assignment is canceled 

• Substitute teacher has been removed from an assignment 

• Start time of assignment has changed 

• End time of assignment has changed 

• Letters of Reasonable Assurance for the following school year 

• District payroll notifications 

• District bad weather closings notifications 



MONTHLY LOG OF WORK 

DATE SCHOOL ABSENT 
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GRADE/ 
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Eanes Independent School District 
Map of Campuses 

Go to the following link for driving directions to each school: http://www.eanesisd.net/aboutdistrict/map 

1 Westlake High School.4100 Westbank Dr. 6 Cedar Creek Elementary.3301 Pinnacle-:Rd. 

2 Hill Country Middle School, 1300 Walsh Tarlton 7 Eanes Elementary, 4101 Bee Caves Rd. 

3 West Ridge Middle School."9201 Scenic Bluff Dr. 8 Forest Trail Elementary. 1203 Loop 390 South 

I 
4 Barton Creek Elementary,1314 Patterson Ln. 9 Valley View Elementary,1201 Loop 360 South 

5 Bridge Point Elementary,6401 Cedar St. 10  Eanes ISD CentralOffice,601 Camp Craft Rd. 

I 
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Eanes ISD Quick School Information 

The most up-to-date information regarding Eanes ISD and its campuses can be found at the following 

link: http://www.eanesisd.net/aboutdistrict . Substitutes, especially those new to Eanes

ISD, are encouraged to visit this link and learn about Eanes ISD. 

*Please contact the Campus Substitute Coordinator if you need any additional information

regarding your assignment. 

HIGH SCHOOL (9-12): 

Westlake High School 

4100 Westbank Dr., Austin, TX 78746 

Main Office: 512-732-9280 

School Hours: 8:50 a.m. – 4:15 p.m. 

Principal: Steve Ramsey 

Assistant Principals:  Casey Ryan,  Lacey Victor,  Bryan Shippey, Chad Burnett, 

Principal's Secretary: Diane Dealy 

Substitute Coordinator(s): Christie Ford 

MIDDLE SCHOOLS (6-8): 

Hill Country Middle School 
1300 Walsh Tarlton Lane, Austin, TX 78746 

Main Office: 512-732-9220 

School Hours: 8:35 a.m.-4:00 p.m. 

Principal: Kathleen Sullivan 

Assistant Principals: Felix Grimmett, Mindy Choate 

Principal’s Secretary: Kelly Ballangee 

Substitute Coordinator: Julie Lindley 

West Ridge Middle School 
9201 Scenic Bluff Dr., Austin, TX 78733 

Main Office: 512-732-9240 

School Hours: 8:35 a.m.-4:00 p.m. 

Principal: Diana Carter 

Assistant Principals: Erika Bacon, Chaundrika Satterwhite 

Principal's Secretary: Toy Saldana  

Substitute Coordinator: Cheryl Miller 

http://www.eanesisd.net/aboutdistrict
http://www.whschaps.com/
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ELEMENTARY SCHOOLS (K-5): 

Barton Creek Elementary 
1314 Patterson Lane, Austin, TX 78733 

Main Office: 512-732-9180 Campus 

School Hours: 7:40 a.m.-2:50 p.m. 

Principal: Tiffany Phelps 

Principal's Secretary: Billie Imbert 

Substitute Coordinator:Michelle Hogan 

Bridge Point Elementary 
6401 Cedar St., Austin, TX 78746 

Main Office: 512-732-9200 

School Hours: 7:40 a.m.-2:50 p.m. 

Principal: Heather Meek 

Assistant Principal: Sherri Bryant 

Principal's Secretary: Beth Kemp 

Substitute Coordinator: Amanda Downey 

Cedar Creek Elementary 
3301 Pinnacle Rd., Austin, TX 78746 

Main Office: 512-732-9120 
Campus School Hours: 7:40 a.m.-2:50p.m. 

Principal: Susan Fambrough 

Principal's Secretary: Linda Hopkins 

Substitute Coordinator: Aimee Babbs 

Eanes Elementary 
4101 Bee Cave Rd., Austin, TX 78746  

Main Office: 512-732-9100 

School Hours: 7:35 a.m.-2:45 p.m. 

Principal: Lesley Ryan 

Assistant Principal: Amanda O' Daniel 

Principal's Secretary: Charlotte Burke  

Substitute Coordinator: Darla Willoughby 

mailto:bce@eanesisd.net
mailto:bpe@eanesisd.net
mailto:cce@eanesisd.net
mailto:ee@eanesisd.net
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Forest Trail Elementary 

1203 Loop 360, Austin, TX 78746 

Main Office: 512-732-9160 

School Hours: 8:20 a.m.-3:30 p.m. 

Principal: Cody Spraberry 

Principal's Secretary: Cheryl Pratt 

Substitute Coordinator: Cheri Look 

 
 

Valley View Elementary 

1201 Loop 360, Austin, TX 78746 

Main Office: 512-732-9140 

School Hours: 7:40 a.m.-2:50 p.m. 

Principal: Jennifer Dusek  

Principal's Secretary: Teri Mansfield 

Substitute Coordinator: Courtney Edwards 

 

 
 

OTHER CAMPUSES 
 
 

Adult Transition Services (19+) 

Address 
School Hours: 8:00 am to 4:00 pm 

Substitute Coordinator: Jessica Gonzalez 
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Eanes ISD School Board Policies 

Eanes ISD School Board Policies are available online at 

Eanes ISD - Policy On Line - Index 

The below Eanes ISD School board policies pertain to Substitute employment and conduct. 

Each board policy can be accessed by clicking on the link below. 

DAA   Employment Objectives http://pol.tasb.org/Policy/Code/1151?filter=DAA 

DCD Employment Practices http://pol.tasb.org/Policy/Code/1151?filter=DCD 

(At will Employment) 

DH Employee Standards of Conduct http://pol.tasb.org/Policy/Code/1151?filter=DH 

DI Employee Welfare http://pol.tasb.org/Policy/Code/1151?filter=DI 

DIA Employee Welfare http://pol.tasb.org/Policy/Code/1151?filter=DIA 

Freedom from Discrimination, 

Harassment, and Retaliation 

DPB Personnel Positions http://pol.tasb.org/Policy/Code/1151?filter=DPB 

Substitute, Temporary, and 

Part-Time Positions 

http://pol.tasb.org/Policy/Code/1151?filter=DAA
http://pol.tasb.org/Policy/Code/1151?filter=DCD
http://pol.tasb.org/Policy/Code/1151?filter=DH
http://pol.tasb.org/Policy/Code/1151?filter=DI
http://pol.tasb.org/Policy/Code/1151?filter=DIA
http://pol.tasb.org/Policy/Code/1151?filter=DPB


Personal Use of Electronic Communications 

Policy CQ,DH, Acceptable Use Guidelines 

Electronic communications includes all forms of social media, such as text messaging, 
instant messaging, electronic mail (e-mail), Web logs (blogs), wikis, electronic forums (chat 
rooms), video-sharing Web sites (e.g., YouTube), editorial comments posted on the Internet, 
and social network sites (e.g., Facebook, Twitter, LinkedIn, Instagram). Electronic 
communications also includes all forms of telecommunication such as landlines, cell phones, 
and Web-based applications. 

As role models for the district’s students, employees are responsible for their public conduct 
even when they are not acting as district employees. Employees will be held to the same 
professional standards in their public use of electronic communications as they are for any 
other public conduct. If an employee’s personal use of electronic communications interferes 
with the employee’s ability to effectively perform his or her job duties, the employee is subject 
to disciplinary action, up to and including termination of employment. 

If an employee wishes to use a social network site or similar media for personal purposes, 
the employee is responsible for the content on the employee’s page, including content added 
by the employee, the employee’s friends, or members of the public who can access the 
employee’s page, and for Web links on the employee’s page. The employee is also 
responsible for maintaining privacy settings appropriate to the content. 

An employee who uses electronic communications for personal purposes shall observe the 
following: 

• The employee may not set up or update the employee’s personal social

network page(s) using the district’s computers, network, or equipment.

• The employee shall limit use of personal electronic communication devices to

send or receive calls, text messages, pictures, and videos to breaks, meal

times, and before and after scheduled work hours, unless there is an

emergency or the use is authorized by a supervisor to conduct district

business.

• The employee shall not use the district’s logo or other copyrighted material of

the district without express, written consent.

• An employee may not share or post, in any format, information, videos, or

pictures obtained while on duty or on district business unless the employee

first obtains written approval from the employee’s immediate supervisor.

Employees should be cognizant that they have access to information and

images that, if transmitted to the public, could violate privacy concerns.

• The employee continues to be subject to applicable state and federal laws,

local policies, administrative regulations, and the Texas Educator’s Code of

Ethics, even when communicating regarding personal and private matters,

regardless of whether the employee is using private or public equipment, on

or off campus. These restrictions include:

 Confidentiality of student records. [See Policy FL]

 Confidentiality of health or personnel information concerning colleague,

unless disclosure serves lawful professional purposes or is required by

law . [See Policy DH (EXHIBIT)]

 Confidentiality of district records, including educator evaluations and

private e-mail addresses. [See Policy GBA]



 Copyright law [See Policy CY]

 Prohibition against harming others by knowingly making false

statements about a colleague or the school system. [See Policy DH

(EXHIBIT)]

See Electronic Communications between Employees and Students, below, for regulations on 
employee communication with students through electronic communications. 

Electronic Communications between Employees and Students 

Policy DH 

A certified or licensed employee, or any other employee designated in writing by the 
superintendent or a campus principal, may use electronic communications with students who 
are currently enrolled in the district. The employee must comply with the provisions outlined 
below. Electronic communications between all other employees and students who are 
enrolled in the district are prohibited. 

Employees are not required to provide students or parents with their personal phone number 
or e-mail address. 

An employee is not subject to the provisions regarding electronic communications with a 
student to the extent the employee has a social or family relationship with a student. For 
example, an employee may have a relationship with a niece or nephew, a student who is the 
child of an adult friend, a student who is a friend of the employee’s child, or a member or 
participant in the same civic, social, recreational, or religious organization. Upon request, an 
employee who claims an exception based on a social relationship may be required to provide 
evidence or documentation proving such relationship to the district. 
The following definitions apply for the use of electronic media with students: 

• Electronic communications means any communication means any

communication facilitated by the use of any electronic device, including a

telephone, cellular telephone, computer, computer network, personal data

assistant, or pager. The term includes e-mail, text messages, instant

messages, and any communication made through an Internet website,

including a social media website or a social networking website

• Communicate means to convey information and includes a one-way

communication as well as a dialogue between two or more people. A public

communication by an employee that is not targeted at students (e.g., a

posting on the employee’s personal social network page or a blog) is not a

communication: however, the employee may be subject to district

regulations on personal electronic communications. See Personal Use of

Electronic Media, above. Unsolicited contact from a student through

electronic means is not a communication.

• Certified or licensed employee means a person employed in a position

requiring SBEC certification or a professional license, and whose job duties

may require the employee to communicate electronically with students. The

term includes classroom teachers, counselors, principals, librarians,

paraprofessionals, nurses, educational diagnosticians, licensed therapists,

and athletic trainers.



An employee who communicates electronically with students shall observe the following: 

• All communications shall be limited to matters within the scope of the

employee’s professional responsibilities (e.g., for classroom teachers,

matters relating to class work, homework, and tests; for an employee with

an extracurricular duty, matters relating to the extracurricular activity).

• The employee does not have a right to privacy with respect to

communications with students and parents.  Upon request from the district,

an employee will allow access to any and all communications with students

and parents.

• The employee continues to be subject to applicable state and federal laws,

local policies, administrative regulations, and the Texas Educator’s Code of

Ethics, including:

 Compliance with the Public Information Act and the Family

Educational Rights and Privacy Act (FERPA), including retention and

confidentiality of student records. [See Policies CPC and FL]

 Copyright law [Policy CY]

 Prohibitions against soliciting or engaging in sexual conduct or a

romantic relationship with a student. [See Policy DH]

• The employee is encouraged to send communications to groups of students

(e.g., entire classes, teams, or clubs).  If a communication must be made to

an individual student, best practice is to copy a supervisor, district

administrator and/or parent/guardian on the communication.

• The employee shall not communicate directly with any student between the

hours of 10 p.m. and 6 a.m. An employee may, however, make public posts

to a social network site, blog, or similar application at any time.

• The employee is prohibited from knowingly communicating with students

through a personal social network page; the employee must create a

separate social network page (“professional page”) for the purpose of

communicating with students.  The separate page must include "EISD" or a

school designator (e.g., “WHS” or “VVE”) as the first name, and the

employee must enable administration and parents to access the employee’s

professional page.

• Upon request from administration, an employee will provide the phone

number(s), social media site(s), or other information regarding the method(s)

of electronic media the employee uses to communicate with any one or

more currently-enrolled students.

• Upon request from a parent, student, or administration, the employee shall

discontinue communicating with the student through e-mail, text messaging,

instant messaging, or any other form of one-to-one communication.

• An employee may request an exception from one or more of the limitations

above by submitting a written request to his or her immediate supervisor.

• An employee shall notify his or her supervisor in writing within one business

day if a student engages in an improper electronic communication with the



employee. The employee should describe the form and content of the 

electronic communication. 

Criminal History Background Checks 

Policy DBAA 

Employees may be subject to a review of their criminal history record information at any time 

during employment.  National criminal history checks based on an individual’s fingerprints, 

photo and other identification will be conducted on certain employees and entered into the 

Texas Department of Public Safety (DPS) Clearinghouse. This database provides the district 

and SBEC with access to an employee’s current national criminal history and updates to the 

employee’s subsequent criminal history. 

Employee Arrests and Convictions 

Policy DH 

An employee must notify his or her principal or immediate supervisor within three calendar 
days of any arrest, indictment, conviction, no contest or guilty plea, or other adjudication of 
any felony, and any of the other offenses listed below: 

• Crimes involving school property or funds

• Crimes involving attempt by fraudulent or unauthorized means to obtain or

alter any certificate or permit that would entitle any person to hold or obtain

a position as an educator

• Crimes that occur wholly or in part on school property or at a school- 

sponsored activity

• Crimes involving moral turpitude

Moral turpitude includes, but is not limited to, the following: 

• Dishonesty

• Fraud

• Deceit

• Theft

• Misrepresentation

• Deliberate violence

• Base, vile, or depraved acts that are intended to arouse or gratify the

sexual desire of the actor

• Crimes involving any felony possession or conspiracy to possess, or any

misdemeanor or felony transfer, sale, distribution, or conspiracy to transfer,

sell, or distribute any controlled substance

• Felonies involving driving while intoxicated (DWI)

• Acts constituting abuse under the SBEC Rules

If an educator is arrested or criminally charges, the superintendent is also required to 
report the educators’ criminal history to the Division of Investigations at TEA. 
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Eanes Independent School District 

Responsible Use Guidelines for Technology 

I am committed to the Responsible Use Guidelines.  By signing this, I commit to reviewing the following 

guidelines as it pertains to technology use throughout the district as a staff member: 

____________________________________ 

Staff Signature 

Our staff and students use technology to learn. Technology is essential to facilitate the creative problem-

solving, information fluency, communication and collaboration that we see in today’s global economy.  

While we want our students to be active contributors in our connected world, we also want them to be safe, 

legal, and responsible.  The Responsible Use Guidelines (RUG) support our vision of responsible 

technology use and promote a strong sense of digital citizenship.  The RUG applies to all Eanes 

Independent School District computer networks (including the devices made available by them), and all 

devices connected to those networks (whether they be staff-owned or otherwise).  

With the ability to use technology comes responsibility. It is important that you read and discuss the 

District Responsible Use Guidelines, ask questions if you need help in understanding them, and sign the 

agreement form. It will be your responsibility to follow the rules for appropriate use. Irresponsible system 

use will result in the loss of the privilege of using this educational and administrative tool.  

Please note that the Internet is a network of many types of communication and information networks. It is 

possible that you may run across some material you might find objectionable. While Eanes ISD will use  

filtering technology to restrict access to such material, it is not possible to absolutely prevent such access.  

It will be your responsibility to follow the rules for appropriate use. Staff are also allowed to bring their  

own connectivity via a mobile or wearable device, however these devices are not eligible for technical 

support and must  adhere to these Responsible Use Guidelines while on school grounds. These 

responsibilities can extend beyond the school grounds when working on district platforms and systems 

from home. The school is not responsible for staff who bring their own internet connectivity via air-cards 

or data-plan on a mobile device. 

RESPONSIBLE USE 

AND DIGITAL 

CITZENSHIP 

Any use described below is deemed “responsible” and consistent with the  

Eanes ISD Responsible Use Guidelines for Technology.  The final decision 

regarding whether any given use of the network or Internet is acceptable lies 

with the Superintendent or designee. 

• Use is mainly for educational purposes, but some limited personal

use is permitted. (Remember that people who receive e-mail from

you with a District address might mistakenly infer that your

message represents the District’s point of view).

• Use furthers the educational and administrative purposes, goals, and

objectives of Eanes ISD.

• Use is limited to your own individual account - you and only you

should use that account. You should not share your password with

others.

• Use furthers research related to education and instruction

• Use does not violate the student code of conduct or employee

standards of conduct.

• Use of appropriate online names as well as use of polite and

appropriate language/content on all online posts.

• Use of websites, content, and media is properly cited with respect

to copyright.
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UNACCEPTABLE AND 

IRRESPONSIBLE USE 

Any of the following uses is deemed “unacceptable and irresponsible” and a 

violation of the Eanes ISD Responsible Use Guidelines for Technology.  

This list does not include all possible violations. The final decision regarding 

whether any given use of the network or Internet is acceptable lies with the 

Superintendent or designee. 

Disciplinary action may be taken for unacceptable and irresponsible use 

of the network or Internet. 

• Unauthorized use of copyrighted material, including violating

district software licensing agreements

• Sending or posting messages and/or content that are abusive,

obscene, sexually oriented, threatening, harassing, damaging to

another’s reputation, illegal, or intended to bully

• Use of technology resources such as chat rooms, social sites, and

games in a manner that causes disruption to the educational

program

• Posting videos of photos of staff or students online without

permission.

• Use of school technology resources to encourage illegal behavior or

threaten school safety

• Use of social media, messages, private cloud storage and/or email,,

on or off campus, personal or otherwise, in violation of the Code of

Ethics and Standard Practices for Texas Educators which include

any violation of the following; confidentiality of student records,

health or personnel information concerning colleagues, district

records (including evaluations and private email addresses),

copyright law, illegal activities, harming others by knowingly

making false statements about a colleague or the school system.

• Personal, political use to advocate for or against a candidate, office-

holder, political party, or political position.  Research or electronic

communications regarding political issues or candidates shall not be 

a violation when the activity is to fulfill an assignment for class

credit.

• Use of any means to disable or bypass the district’s Internet

filtering system or other security systems

• Use of personal device that conflicts with Board policy and/or the

employee handbook

• Attempting to destroy, disable or gain access to district computer

equipment, district data, the data of other users, or other networks

connected to the district’s system, including uploading or creating

computer viruses

• Damage or loss of district-issued technology equipment via

negligence or purposeful actions.

• Encrypting communications or files to avoid security review

• Posting personal information about yourself or others (such as

addresses and phone numbers) other than as needed to conduct

school operations

• Forgery of electronic mail messages or transmission of unsolicited

junk e-mail

• Use related to commercial activities or for commercial gain

• Use that violates the student code of conduct or employee standards 

of conduct, or is unlawful

• Wasting school resources through the improper use of the computer

and/or network systems
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CONSEQUENCES FOR 

INAPPROPRIATE USE One or more of the following consequences may be imposed: 

• Suspension of access to the system

• Revocation of the computer system account

• Removal of device access

• Other action, including disciplinary action, in accordance with

Board policy and/or the Student Code of Conduct (as applicable)

ELECTRONIC  Employees should review the Employee Handbook for specific 

COMMUNICATIONS WITH guidelines and prohibitions with regard to communicating   

STUDENTS electronically with students.   

Responsible Use Guidelines Acknowledgement Form 

I understand that my technology use and, if applicable, text messaging and social media with District 

provided resources, are not private and may be viewed by district officials. I understand that the school 

district will provide me with third party accounts (such as Google Apps) that must also adhere to these 

Responsible Use Guidelines. Any other third party accounts that I use for educational purposes, must also 

adhere to these Responsible Use Guidelines. I understand that the Eanes Independent School District will 

monitor my activity on the computer system.  

I have read the Eanes ISD Responsible Use Guidelines for technology and agree to abide by their 

provisions. In consideration for the privilege of using the Eanes ISD electronic communications system and 

in consideration for having access to the public networks, I hereby release the District, its operators, and 

any institutions with which they are affiliated from any and all claims and damages of any nature arising 

from my use of, or inability to use, the system, including, without limitation, the type of damages identified 

in the District's policy and administrative regulations.  

Printed Name_____________________________________ Campus_______________________ 

Signature__________________________________________ Date_________________________ 


