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SUBSTITUTE GUIDELINES 
 

ALWAYS clock in, sign in and make contact with campus sub coordinator. 
 

1. The substitute teacher is expected to be on duty the entire day and to perform the duties, both 
curricular and extracurricular, of the regular classroom teacher who they are replacing for that 
day.  The Substitute Aide is expected to be on duty for the entire day, also.  This individual is 
expected to perform a variety of duties, as assigned by the appropriate authority figure(s).  These 
assignments may vary from classroom to classroom and campus to campus.  STUDENTS MUST 
NEVER BE LEFT UNSUPERVISED. The substitute teacher or aide must not leave the 
building during the day without permission from the principal.  

 
2. The substitute teacher should endeavor to preserve the regular routine of the class and to perform 

all the duties assigned the regular classroom teacher.  He/she should follow the plans left by the 
regular teacher, unless otherwise instructed by the principal. The substitute teacher and/or aide 
should not feel that he/she is merely “babysitting” or holding things together when the regular 
classroom teacher is not present.  He/she is temporarily responsible for the safety and education 
of each child in the classroom. 

 
3. The substitute teacher and substitute aide should not receive money from children unless 

instructed to do so.  If money is collected, he/she should deposit it with the appropriate main 
office personnel at the first available opportunity.  DO NOT LEAVE MONEY UNATTENDED 
IN THE CLASSROOM!  Substitute teachers or aides should not lend students money for any 
purpose.  If a substitute teacher or aide has occasion to take up an item of value from any student, 
he/she is responsible for the article until it is returned to the student or turned in to the appropriate 
main office personnel.  These items should also be labeled clearly with the student’s name. 

 
4. The substitute teacher should prepare and leave a short summary of the day’s activities for the 

regular classroom teacher. 
 

5. Under no circumstances should a substitute teacher or aide take a book to read or a craft to work 
on while on duty.  Students need the full attention of the “teacher”. 

 
6. The substitute teacher or aide is expected to follow provided parking guidelines per the campus. 

 
7. Proper daily attendance MUST be taken according to the individual school district policy, online 

via TEAMS.  A separate list of student absences should be left for the regular classroom teacher. 
 

8. The substitute teacher or aide should call for immediate assistance in case of any medical 
emergency.  NOTE: Prescribed and non-prescribed medication must be administered by the 
school nurse or authorized school personnel ONLY.  TEACHERS OR SUBSTITUTE 
TEACHERS ARE NOT AUTHORIZED TO GIVE ANY MEDICATION TO STUDENTS! 

 
9. ALWAYS FOLLOW THE LESSON PLAN LEFT BY THE TEACHER. 
 
10. Sensitive topics such as sex shall NEVER be discussed with the students: Direct 

them to ask questions to their parents, school nurse, school counselor or church 
minister. 
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11. Willis ISD Photo ID Badges must be worn at all times while on campus. If you lose your 
badge contact the HR department for a replacement. There is a four-dollar replacement 
fee.  
 

12. An employee of the district, including substitutes, must notify the Human Resources 
department 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 
 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) or driving 
under the influence (DUI) of drugs or alcohol.  

 Acts constituting abuse or neglect under the Texas Family Code 
 
 






























