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Introduction 
The purpose of this handbook is to provide information that will help answer substitutes’ questions and pave the 
way for a successful year. Not all district policies and procedures are included in this handbook.  

Please Note: This handbook is not a contract, or a substitute for the official district policy nor is it intended to offer 
the at-will status of non-contract employees in procedures related to employment. These policies, 
administrative regulations, and procedures can change at any time; these changes shall supersede any 
handbook provisions that are not compatible with the change. In case of any inconsistency, the official district 
policy takes precedence over any information in this handbook. For more information, employees may refer to 
the policy codes that are associated with handbook topics, confer with their supervisor, or call the appropriate 
district office. The district policies can be accessed on the district website at http://www .sisd .net or employees 
may also contact the Department of Human Resources at 937-0000. 

WELCOME 
We would like to welcome all of you to the 2021-2022 school year. We realize that last year was a difficult year 
and we want to thank all the substitutes who remained active and saw the district through this arduous time. 
We are ecstatic to welcome students back to our classrooms this year and we need each and everyone of you 
to make the 2021-2022 a successful year.   

As the 2020-2021 school year ended, we welcomed an Interim Superintendent, Ms. Marta C. Carmona.  Ms. 
Carmona is a proud graduate of Socorro High School and an employee of this district, so this community is 
something that she holds “close to her heart.”  

As you know, during the week of July 6-9, 2021, we had our annual Standard of Conduct trainings.  I want to 
thank all our substitutes who read the email in June 2021 and signed up through the Staff Development 
Website.  Not only did we have our mandatory Standards of Conduct training, but we also went over a lot of 
new and vital information regarding the new year. Last year we began our new Substitute newsletters every 
month.  Our first newsletter will go out in August 2021. 

As you begin this year, remember how vital you are to our district.  When a teacher is absent, you are there to 
represent him/her and to ensure that our students do not miss important learning. This year we realize that our 
scholars may have gasp in their learning, so it will be very important that every day that they attend school that 
they receive the finest education possible. Therefore, substitutes must ensure that they follow the teachers’ 
lesson plans carefully, that they are well-versed in technology, and that they are available to substitute 
regularly (at least five days a month). 

http://www/


Board of Trustees 
Policies BA, BB series, BO series, and BE series 

Texas law grants the board of trustees the power to govern and oversee the management of the district’s schools. 
The board is the policy-making body within the district and has overall responsibility for the curriculum, school 
taxes, annual budget, employment of the superintendent and other professional staff, and facilities. The board 
has complete and final control over school matters within limits established by state, federal laws, and regulations. 

The board of trustees is elected by the citizens of the district to represent the community’s commitment to a 
strong educational program for the district’s children. Trustees are elected to serve four years’ terms. Trustees 
serve without compensation, must be registered voters, and must reside in the district. 

Current board members include: 

David Oscar Morales 
President 

Ricardo O castellano 
Vice-President 

Eduardo Mena 
Secretary 

Pablo A Barrera 
Trustee 

Paul Guerra 
Trustee 

Cynthia Ann Najera 
Trustee 

Michael A Najera 
Trustee 

The board usually meets the third Tuesday of the month at 6:00 p.m. Special board meetings may be called when 
necessary. A written notice of regular and special board meetings will be posted on the district’s website and at 
the District Service Center at least 72 hours before the scheduled meeting time. The written notice will show the 
date, time, place, and agenda of each meeting. In emergencies, a meeting may be held with a two-hour notice. 

All meetings are open to the public. In certain circumstances, Texas law permits the board to go into a closed-
session meeting from the which the public and others are excluded. Closed session may occur for such things as 
discussing prospective gifts or donations, real-property acquisition, certain personnel matters-- including employee 
complaints, security matters, student discipline, or consulting with attorneys regarding pending litigation. 

To access the Board meeting schedule, please go to the address below: http://www.sisd .net/page/698 
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Socorro ISD Administration and Substitute Division 
Office of the Superintendent 

Nate Carman, Ed.D.; Superintendent of Schools 

Department of Human Resources Chief Human Resources Officer 

Thomas Redlinger; Interim Chief Human Resources Officer 

Department of Human Resources Directors 

Mario Carmona; Director, Employee Benefits 

Elva Chavez; Director, Secondary Staffing 

Angelica Herrera; Director, Elementary Staffing 

Thomas Redlinger; Director, Employee Relations 

Celina Stiles; Director, Support Personnel 

Substitute Division 

Elva Chavez 
Director of Secondary Staffing, Substitutes 
915 .937 .0040 
echave1626@sisd .net 

Karla Leyva 
HR Specialist 
915 .937 .0224 
kleyva06@sisd.net 

Amanda Rey-Palafox 
HR Specialist 
915-937-0239
arey04@sisd.net

mailto:kleyva06@sisd.net
mailto:arey04@sisd.net
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Our Mission 
The Socorro Independent School District exists to optimize our children’s academic, artistic, athletic, and 
interpersonal skills. 

Our Vision 
Tomorrow’s Leaders Learning Today 

SISD Strategic Plan 
SISD’s Strategic Plan guides the day-to-day work of Team SISD in order to meet the district’s goal of ensuring that 
100 percent of students graduate from high school prepared for the college and career of their choice. The plan 
was developed to move the district forward while meeting the needs of SISD’s students, parents, and broader 
community, and serves as the pathway to success while focusing on improving academic achievement of all 
students. SISD’s Strategic Plan includes five directions: 

Direction One: Safe and supportive learning environment  

Direction Two: College and career readiness  

Direction Three: Highly qualified, effective faculty and staff 

Direction Four: Home, school, community partnerships 

Direction Five: Accountability for All 

District Goals 

District goals include: 

1. To ensure high expectations and increased academic achievement for our students
2. To provide safe, secure, well-maintained, and adequate facilities conducive to learning
3. To promote public trust and confidence by engaging our parent and community stakeholders

4.  To commit to providing a highly qualified and well-trained staff

 General Information 
A. Substitute Teacher Qualifications

The Socorro Independent School District requires a minimum of 60 college semester hours before employment.

B Employment 

1. Individuals must fill out an online substitute application on sisd.net under the JOBS tab.

2. Individuals must submit 3 letters of recommendation (one must be from a current or last job held—all must
be on official/business letterhead, dated within a year (mm/dd/year), signed (no electronic signatures)
to the Division of Substitutes.

3. Every week the Division of Substitutes will call applicants for an interview.

4. Applicants must bring in the following documents to the interview: his/her valid driver’s license and his/her
social security card

5. All candidates will take a technology test.



Substitute Teacher Handbook | 7 

6. All candidates for employment as a substitute teacher, substitute nurse or substitute administration   must
attend a mandatory, new substitute teacher orientation, yearly, Standards of Conduct Training,
classroom management training and a half day of mentoring with a SISD teacher (2 days).

7. Criminal History Record - The District shall obtain criminal history record information, including fingerprinting
of all substitute applicants (at candidate’s own expense).

C Standards of Conduct (Must be completed yearly in July) 
Policy DH 

All employees are expected to work together in a cooperative spirit to serve the best interest 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 co-workers
• Report to work according to the assigned schedule
• Notify immediate supervisor as early as possible if they must cancel assignment or on late arrival and

submit a non-working day on Frontline
• 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 district time, 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 no later than the seventh day after the superintendent first learns of the incident. 
The Educators’ Code of Ethics, adopted by the State Board for Educator Certification. All district employees must 
adhere to them
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Texas Educators’ Code of Ethics 
Statement of Purpose 

The Texas educator shall comply with standard practices and ethical conduct toward students, professional 
colleagues, school officials, parents, and members of the community and shall safeguard academic 
freedom. The Texas educator, in maintaining the dignity of the profession, shall respect and obey the law, 
demonstrate personal integrity, and exemplify honesty and good moral character. The Texas educator, in 
exemplifying ethical relations with colleagues, shall extend just and equitable treatment to all members of the 
profession. The Texas educator, in accepting a position of public trust, shall measure success by the progress 
of each student toward realization of his or her potential as an effective citizen. The Texas educator, in fulfilling 
responsibilities in the community, shall cooperate with parents and others to improve the public schools of the 
community. (19 TAC 2471 (b)) 

Professional Ethical Conduct, Practices, and Performance 

Standard 1.1 The educator shall not intentionally, knowingly, or recklessly engage in deceptive practices 
regarding official policies of the school district, educational institution, educator preparation program, the 
Texas Education Agency, or the State Board for Educator Certification (SBEC) and its certification process. 

Standard 1.2 The educator shall not knowingly misappropriate, divert, or use monies, personnel, property, or 
equipment committed to his or her charge for personal gain or advantage. 

Standard 1.3 The educator shall not submit fraudulent requests for reimbursement, expenses, or pay. 

Standard 1.4 The educator shall not use institutional or professional privileges for personal or partisan 
advantage. 

Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that impair professional 
judgment or to obtain special advantage. This standard shall not restrict the acceptance of gifts or tokens 
offered and accepted openly from students, parents of students or other persons or organizations in 
recognition or appreciation of service. 

Standard 1.6 The educator shall not falsify records, or direct or coerce others to do so. 

Standard 1.7 The educator shall comply with state regulations, written local school board policies, and other 
state and federal laws. 

Standard 1.8 The educator shall apply for, accept, offer, or assign a position or a responsibility on the basis of 
professional qualifications. 

Standard 1.9 The educator shall not make threats of violence against school district employees, school board 
members, students, or parents of students. 
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Standard 1.10 The educator shall be a of good moral character and be worthy to instruct or supervise the 
youth of this state. 

Standard 1.11 The educator shall not intentionally or knowingly misrepresent his or her employment history, 
criminal history, and/or disciplinary record when applying for subsequent employment. 

Standard 1.12 The educator shall refrain from the illegal use or distribution of controlled substances and/or 
abuse of prescription drugs and toxic inhalants. 

Standard 1.13 The educator shall not consume alcoholic beverages on school property or during school 
activities when students are present. 

Standard 1.14 The educator shall not assist another educator, school employee, contractor, or agent in 
obtaining a new job as an educator or in school, apart from the routine transmission of administrative and 
personnel files, if the educator knows or has probable cause to believe that such person engaged 
in sexual misconduct regarding a minor or student in violation of the law. 

Ethical Conduct toward Professional Colleagues 

Standard 2.1 The educator shall not reveal confidential or personnel information concerning colleagues 
unless disclosure serves lawful professional purposes or is required by law. 

Standard 2.2 The educator shall not harm others by knowingly making false statements about a colleague or 
the school system. 

Standard 2.3 The educator shall adhere to written local school board policies and state and federal laws 
regarding the hiring, evaluation, and dismissal of personnel. 

Standard 2.4 The educator shall not interfere with a colleague’s exercise of political, professional, or citizenship 
rights and responsibilities. 

Standard 2.5 The educator shall not discriminate against or coerce a colleague on the basis of race, color, 
religion, national origin, age, gender, disability, family status, or sexual orientation. 

Standard 2.6 The educator shall not use coercive means or promise of special treatment in order to influence 
professional decisions or colleagues. 

Standard 2.7 The educator shall not retaliate against any individual who has filed a complaint with the SBEC 
or provides information for a disciplinary investigation or proceeding under this chapter. 

Ethical Conduct toward Students 

Standard 3.1 The educator shall not reveal confidential information concerning students unless disclosure 
serves lawful professional purposes or is required by law. 

Standard 3.2 The educator shall not intentionally, knowingly, or recklessly treat a student or minor in a manner 
that adversely affects or endangers the learning, physical health, mental health, or safety of the student or 
minor. 

Standard 3.3 The educator shall not intentionally, knowingly, or recklessly misrepresent facts regarding a student. 

Standard 3.4 The educator shall not exclude a student from participation in a program, deny benefits to a 
student, or grant an advantage to a student on the basis of race, color, gender, disability, national origin, 
religion, family status, or sexual orientation. 

Standard 3.5 The educator shall not intentionally, knowingly, or recklessly engage in physical mistreatment, 
neglect, or abuse of a student or minor. 
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Standard 3.6 The educator shall not solicit or engage in sexual conduct or a romantic relationship with a 
student. 

Standard 3.7 The educator shall not furnish alcohol or illegal/unauthorized drugs to any person under 21 years 
of age unless the educator is a parent or guardian of that child or knowingly allow any person under 21 years 
of age unless the educator is a parent or guardian of that child to consume alcohol or illegal/unauthorized 
drugs in the presence of the educator. 

Standard 3.8 The educator shall maintain appropriate professional educator-student relationships and 
boundaries based on a reasonably prudent educator standard. 

Standard 3.9 The educator shall refrain from inappropriate communication with a student or minor, including, 
but not limited to, electronic communication such as cell phone, text messaging, email, instant messaging, 
blogging, or other social network communication. Factors that may be considered in assessing whether the 
communication is inappropriate include, but are not limited to: 

i. the nature, purpose timing, and amount of the communication

ii. the subject matter of the communication

iii. whether the communication was made openly, or the educator
attempted to conceal the communication

iv. whether the communication could be reasonably interpreted as
soliciting sexual contact or a romantic relationship

v. whether the communication was sexually explicit

vi. whether the communication involved discussion(s) of the physical or
sexual attractiveness or the sexual history, activities, preferences, or
fantasies of either the educator or the student.

Legal Basis for Confidentiality 
Confidentiality — Confidentiality means protecting all personally identifiable data, information, and records 
collected, used, or kept by the school district about a student.  

FERPA: Family Educational Rights and Privacy Act — FERPA is the federal law that sets forth basic privacy 
requirements for personally identifiable information contained in educational records maintained in schools. 

IDEA: Individuals with Disabilities Education Act — The federal law orders the Department of Education to take 
appropriate action to ensure the protection of confidentiality of personally identifiable information maintained by 
school districts and state educational agencies. The Department of Education took such appropriate action by 
promulgating the IDEA regulations that confirm and reinforce school districts’ confidentiality duties with respect 
to personally identifiable information relating to IDEA-eligible students. In addition, IDEA requires that state plans 
(required for federal funding eligibility) contain policies and procedures to ensure protection of confidential 
information located in the schools. 

Confidentiality Tips 

• Be careful with whom you share information. Is that person directly involved with the student’s education?

• Do not point out or label students in public, outside of school, as “your students”.

• Suggest that questions about a student are best directed to the teacher or other school professionals. 
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Dress and Grooming 
The dress and grooming of the district employees shall be clean, neat, in a manner appropriate for their 
assignments, and in accordance with any additional standards established by their supervisors and approved by 
the Superintendent. All substitutes shall observe modesty, appropriateness, and neatness in clothing and personal 
appearance. Substitute teachers should not wear jeans. 

Inappropriate Attire 
• Shorts of any length • Sweat suits/jogging attire • Mini skirts

• Leggings or form fitting pants • Tank tops • Midriff-baring tops

• Low-cut, revealing tops • Slippers, house shoes • Beach sandals/flip flops

• Tattoos (All visible tattoos must be covered) • No facial piercings

• Masks are optional

Discrimination, Harassment, and Retaliation 
Policy DIA LOCAL 

Employees shall not engage in prohibited harassment, including sexual harassment, of other employees or 
students. While acting in the course of their employment, employees shall not engage in prohibited harassment 
of other persons including board members, vendors contractors, volunteers, or parents. A substantiated charge 
of harassment will result in disciplinary action. 

Employees who believe they have been discriminated or retaliated against or harassed are encouraged to 
promptly report such incidents to the campus principal, supervisor, or appropriate district official. If the campus 
principal, supervisor, or district official is the subject of a complaint, the employee should report the complaint 
directly to the superintendent. A complaint against the superintendent may be made directly to the board. 

The district’s policy that includes definitions and procedures for reporting and investigating discrimination, 
harassment, and retaliation is reprinted below. 

Employees with questions or concerns about discrimination based on sex, including sexual harassment should 
contact Rudy Campoya, the District Title IX Coordinator at 915 .937 .0201. Employees with questions or concerns 
about discrimination on the basis of a disability should contract the district ADA/Section 504 coordinator Lucia 
Borrego, Chief Academic Officer 915 .937 .0305. Questions or concerns relating to discrimination for any other 
reason should be directed to the Interim Superintendent. 
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Harassment of Students 
Policies DF, DH, FFG, FFH 

Sexual and other harassment of students by employees are forms of discrimination and are prohibited by law. 
Romantic or inappropriate social relationships between students and district employees are prohibited. Employees 
who suspect a student may have experienced prohibited harassment are obligated to report their concerns to 
the campus principal or other appropriate district official All allegations of prohibited harassment of a student by 
an employee or adult will be reported to the student’s parents and promptly investigated. An employee who 
knows or suspects child abuse must also report his or her knowledge or suspicion to the appropriate authorities, 
as required by law. 

The district’s policy that includes definitions and procedures for reporting and investigating harassment of students 
is reprinted below: 

Solicitation of a romantic relationship is located in DF (LEGAL) and FFH (LOCAL) o line. 

Reporting Suspected Child Abuse 
Policies DF, DG, DH, FFG, GRA 

All employees are required by state law to report any suspected child abuse or neglect to a law enforcement 
agency, Child Protective Services, or appropriate state agency (e.g., state agency operating, licensing, 
certifying, or registering a facility) within 48 hours of the event that led to the suspicion. Abuse is defined by SBEC 
and includes the following acts or omissions: 

• Mental or emotional injury to a student or minor that results in an observable and material impairment in
the student’s or minor’s development, learning, or psychological functioning

• Causing or permitting a student or minor to be in a situation in which the student or minor sustains a mental
or emotional injury that results in an observable and material impairment in the student’s or minor’s
development, learning, or psychological functioning

• Physical injury that results in substantial harm to a student or minor, or the genuine threat of substantial
harm from physical injury to the student or minor, including an injury that is at variance with the history or
explanation given and excluding and accident or reasonable discipline; or

• Sexual conduct harmful to a student’s or minor’s mental, emotional, or physical welfare.

Reports to Child Protective Services can be made to the Texas Abuse Hotline (800.252.5400). State law specifies 
that an employee may not delegate to or rely on another person to make the report. Reporting the concern to 
the principal does not relieve the employee of the requirement to report it to the appropriate state agency.    In 
addition, employees must cooperate with investigators of a child abuse and neglect. Interference with a child 
abuse investigation by denying an interview’s request to interview a student at school or requiring the presence 
of a parent or school administrator against the desires of the duty authorized investigator is prohibited. An 
employee’s failure to report suspected child abuse may result in prosecution as a Class A misdemeanor. In 
addition, a certified employee’s failure to report suspected child abuse may result in disciplinary procedures by 
SBEC for a violation of the Code of Ethics and Standard Practices for Texas Educator s. 

Under state law, any person reporting or assisting in the investigation of reported child abuse or neglect is immune 
from liability unless the report is made in bad faith or with malicious intent. In addition, the district is prohibited 
from retailing against an employee, who in good faith, reports child abuse or neglect or who participates in an 
investigation regarding on allegation of child abuse or neglect. 
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Child Sexual Abuse 
As an employee, it is important for you to be aware of warning signs that could indicate a child may have been 
or is being sexually abused. Sexual abuse in the Texas Family Code is defined as any sexual conduct harmful   to 
a child’s mental, emotional, or physical welfare as well as a failure to make a reasonable effort to prevent sexual 
conduct with a child. Anyone who suspects that a child has been or may be abused or neglected has a legal 
responsibility under state law for reporting the suspected abuse or neglect to law enforcement or Child Protective 
Services (CPS) (800.242.5400). 

Employees are required to follow procedures described above in Reporting Suspected Child Abuse. 

Technology Resources 
Policy CQ 

The district’s technology resources, including its network access to the Internet, are primarily for administrative 
and instructional purposes. Electronic mail transmissions and other use of technology resources are not 
confidential and can be monitored at any time to ensure appropriate use. Employees who are authorized to use 
the system are required to abide by the provisions of the acceptable use policy and administrative procedures. 
Failure to do so can result in suspension of access or termination of privileges and may lead to disciplinary action. 
Employees with questions about computer use and data management can contact the Director of Technology 
Services at 915 .937.1110. 

Personal Use of Electronic Media 
Policy DH 

Electronic media includes all forms of social media, such as text messaging, instant messaging, electronic mail, 
(e-mail), Web logs (blogs), electronic forums (chat rooms), video-sharing Web sites (e.g., YouTube), editorial 
comments posted on the Internet, and social network sites (e.g., Facebook, Myspace, Twitter, LinkedIn). Electronic 
media 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 media as they are for any other public conduct. If an employee’s use of electronic media 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 link on the employee’s page. The employee is also responsible for maintaining 
privacy settings appropriate to the content. 

• An employee who uses electronic media 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 not use the district’s logo or other copyrighted material of the district without express,

written consent. 
• The employee continues to be subject to applicable state and federal laws, local policies, administrative

regulations, and the Code of Ethics and Standard Practices for Texas Educators, 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 colleagues, 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 other by knowingly making false statements about a colleague or 

the school system. [See Policy DH (EXHIBIT)] 

Complaints and Grievances 
Policy DGBA 

To hear and resolve employee concerns or complaints in a timely manner and at the lowest administrative level 
possible, the board has adopted an orderly grievance process. Employees are encouraged to discuss their 
concerns or complaints with their supervisors or an appropriate administrator at any time. 

The formal process provides all employees with an opportunity to be heard up to the highest level of management 
if they are dissatisfied with an administrative response. Once all administrative procedures are exhausted, 
employees can bring concerns or complaints to the Board of Trustees. 

Alcohol and Drug-Abuse Prevention 
Policies DH, DI 

Socorro ISD is committed to maintaining an alcohol and drug-free environment and will not tolerate the use of 
alcohol and illegal drugs in the workplace and at school-related or school-sanctioned activities on or off school 
property. Employees who use or are under the influence of alcohol or illegal drugs as defined by the Texas 
Controlled Substances Act during working hours may be dismissed. 

Tobacco Use 
Policies DH, FNCD, GKA 

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

14 | Socorro Independent School District 
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Equal Employment Opportunity 
Policies DAA, DIA 

Socorro ISD does not discriminate against any employee or applicant for employment because of race, color, 
religion, gender, national origin, age, disability, military status, genetic information, or on any other basis prohibited 
by law. Additionally, the district does not discriminate against an employee or applicant who acts to oppose 
such discrimination or participates in the investigation of a complaint related to a discriminatory employment 
practice. Employment decisions will be made on the basis of each applicant’s job qualifications, experience, 
and abilities. 

Salary Schedule for Substitute Teachers and Substitute Nurses 
College Credits 60+/associate degree: $75 .00 

Bachelors’ Degree (from an accredited university): $100 .00 

Texas Certified Teacher: $135 .00 

Long-Term: $135 .00 (After the 10th consecutive day) 

Certified LVN: $175 .00 

Certified RN: $225 .00 

School Day Times 
**Please arrive at least 15 minutes before the school start time.** 
**Please check individual campuses—some have different starting times** 

   High Schools 

             9:00 AM. – 4:15 PM 

Middle Schools/Combo 

8:15-AM-3:30 PM  

Elementary: 7:30 AM-2:45 PM      

Frontline Absence Management   System
Socorro ISD uses the Automated Substitute Calling System to call substitute teachers. With this system, substitute 
teachers can call the system or log onto the SISD website at any hour of the day to review and accept available 
jobs. When offered a job, the substitute teacher should receive the following information from the system: Name 
of the school, name of the teacher who will be absent, the grade or subject he/she teaches, the time and date 
he/she should report to the school and the confirmation number. 



Notifying Human Resources of Change of Status and Unpaid Leave 
The substitute teacher should notify the Department of Human Resources of any change in address. If he/she 
wishes to be removed from the list, a resignation letter or email must be submitted to the Department of Human 
Resources. Contact the Department of Human Resources at 937 .0000. Any change needs to be reported to the 
substitute division immediately. 

When a substitute teacher will not be available to substitute due to a medical emergency or medical issue, the 
substitute will have to immediately notify the substitute division, so they can notify the Employee Benefits Division. 
Once the Employee Benefits Division Benefits Division reviews the packet, including the doctor’s information, the 
employee will be informed, and he/she will be place on unpaid leave.   

Upon a substitute’s return from unpaid leave, he/she must bring the proper documentation to return to work.  An 
employee may only be on unpaid leave for 365 days.  In addition, if a permanent substation is placed on unpaid 
leave, the campus may replace him/her. 

Payroll Dates and Procedures (See Payroll Calendar—Appendix) 
Socorro Independent School District CFE regulation establishes the pay date provisions for substitute personnel. 
Under these provisions, substitutes will be paid on a semi-monthly basis based on the annually approved payroll 
schedule. 

To facilitate timely processing of substitute, pay, please adhere to the following guidelines: 

Each substitute teacher is responsible signing in/out at campus office each day of the assignment. It is advisable 
that the substitute keep a job log of dates, times, schools, and job numbers so that they may verify the accuracy 
of their paychecks at the end of each pay period. Substitute teachers must also verify days worked in Frontline 
(formerly AESOP) prior to pay period. For any unpaid days, substitute teachers must address correction(s) at   the 
campus level prior to contacting payroll. Once day(s) are entered in Frontline, campus must communicate 
correction(s) to payroll for payment. 

The secretary will confirm (reconcile) daily the number of days worked for each sub. 

If you are working a long-term assignment, please make sure to check with the campus secretary to ensure days 
are registered in Frontline. The definition of long-term substitute is “a teacher” in the absence of “the teacher” for 
more than 10 consecutive days. Your pay will be retroactive starting on the 11th day. You must be the teacher 
of record.  An aide or instructional support does not qualify for the long-term assignment, since you are not the 
teacher of record. Any break in service in any given pay period during a long-term assignment will result in 
reversion from the extended rate of pay to the standard rate of pay. 

Substitute teachers are paid semi-monthly with pay dates being the fifteenth (15th) of the month, and the last 
working day of the month. If either pay date falls on a weekend or holiday, the pay date will be the previous 
workday. 

Substitute teachers who work any time from the first (1st) of the month through the fifteenth (15th) are paid at the 
end of the month. Any time worked from the sixteenth (16th) through the end of the month are paid at the middle 
of the following month, usually on the 15th. Pay dates can be found on the payroll schedule. The payroll schedule 
is available online (www.sisd.net) Finance/Payroll. 
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Direct Deposit 
The district requires employees to have direct deposit. Employee paychecks will be electronically deposited into 
an account of any bank or credit union. To sign up for a direct deposit please complete a Direct Deposit form at 
the District Service Center. Please note that it may take up to 15 days to activate service with your financial 
institution. 

Employees can then access their pay voucher online by logging into the Employee Service Center (ESS) through 
my.sisd.net (https://my.sisd.net) from anywhere at any time through an internet connection using Chrome or 
Internet browser. If you would like a hard copy of your pay voucher you will be able to retrieve it from the ESS site. 
The payroll department will not provide paper copies on each pay date. If you change banks, you must notify 
payroll as soon as the change is made to avoid funds deposited to the wrong financial institution and/or account. 

Social Security Tax & Medicare Tax 
Effective July 1, 1991, final regulations were enacted under section 3121 (b) (7) (F) of the Internal Revenue Code. 
These rules apply to services performed by an employee after July 1, 1991. Under this section, all part-time, 
seasonal, and temporary employees of the district, who are not covered under the Teacher Retirement System, 
are now subject to tax under the Federal Insurance Contribution Act (FICA). These employees will be taxed Social 
Security 6.2% and Medicare 1.45% of salaries with a matching tax contribution by the district. 

Teacher Retirement System of Texas (TRS) 
If a current substitute teacher retires from TRS during active substitute position, substitute must report retirement 
status to both human resources and payroll. 

Retired Substitutes 
• The district discourages retired substitutes from filling any vacancy for any period of time. It is the retiree’s

responsibility to be aware of which TRS limitations apply to them.

• Per TRS, if you retired AFTER January 1, 2011, and: Substitute for a vacancy, you are limited to the number
of days worked for the same vacant position. If this occurs, TRS may consider you as working full time, a
combination of substitute and one-half time, or one-half time rather than as a substitute. This will limit the
number of days that you can work in a month.

• TRS applies limitations on retirees, meaning that if a retiree works at any TRS reporting entity, the retiree’s
days and hours worked are combined every month in order to determine if a retiree exceeds their limitations. 

• Per TRS, if you retired AFTER January 1, 2011, and: Combine employment as a substitute and a one-half time
position (at any TRS-covered employer), you are limited to the number of days worked per month.

• A substitute retired from TRS disability retirement is limited to working a maximum of 90 days in a school year.
For TRS purposes, a school year is from Sept 1 to Aug 31 regardless of when the school instructional year
begins for the district. 
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• The district is required to report to TRS, all retirees’ gross compensation, days worked, and hours worked
monthly. TRS will use this information to determine if the employee is in violation of employment after
retirement limitations for the month. If you exceed these limitations, TRS will forfeit your retirement annuity for
that month and the district will be required to pay surcharges.

Retired employees who are receiving Teacher Retirement System benefits, and/or Disability Retirement benefits 
must consult with TRS regarding their employment after retirement. The employee takes full responsibility of 
informing themselves of the regulations set forth by TRS including maintaining eligibility of employment after 
retirement with TRS. Employees can contact TRS by calling 1-800-223-8778 or online at www.trs.texas.gov 

Duties and Responsibilities of Substitute Teachers 
The substitute teacher: 

• Must work at least five (5) full days each month to remain on the substitute active list.

• Must be on duty the entire day and is required to perform all classroom teacher duties

• Must preserve the regular routine of the class. The substitute teacher should follow the plans left by the

regular teacher, unless otherwise instructed by the principal.

• Is responsible for students, equipment, and materials assigned to his/her care

• Makes every effort to keep in close contact with the regular teacher

• Should not receive money from children and should not lend students money for any purpose.

• Should e-mail a short summary of the day’s event to the teacher’s SISD e-mail. 

• Should not take a book to read, complete homework, use a laptop, use the classroom computer for

personal use, or use their cell phone while on duty--students require full-time supervision. 

• Should not release elementary students at the end of the day until their parent/guardian has picked them

up. Substitute teachers must remain at the campus until all students in their classes have been picked up

by their parent/guardian or sent on the school bus.

• Should not eat the federally funded student breakfast or lunch that are served to the students.  The

substitute cannot take the unused lunches home with him/her. Return all unused meals to CNS.

• Understands that he/she will NOT substitute for his/her child’s class.

• Understands that the principal has a right to block or remove a substitute from their campus at any time

• Should not transport students in their own private vehicles.

• Should be very careful when accepting assignments. DSC or schools will not cancel an assignment. You

will have to post a non-working day.

• May only work on assignments that have been assigned by the Absence Management system. Substitute

teachers may not arrange to work at any campus without being assigned directly from the Absence

Management system.

• Are required to check their email daily.

http://www.trs.texas.gov/
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• Are required to check the Frontline system the night before the assignment to make sure that it has not

been canceled and at 6AM (the day of the assignment). 

• Follows the student calendar and do not work during professional development days, Saturdays,

intersession, after school, parent nights’, school fairs’, etc.

• Must not refuse the job that he/she is placed in when he/she arrives at the campus.

• Must report to all assignments on time.  Substitutes must be at the campus at least 15 minutes before
arrival time.

• Must send a child to the nurse’s office is a child is ill. If a serious accident occurs the substitute teacher
will send for the school nurse or an administrator immediately. The substitute teacher will not leave the
injured child unattended at any time.

• Must never administer corporal punishment to any child. The use of corporal punishment in any form will
result in dismissal and removal from the Socorro ISD calling list.

Fire and Emergency Drills 
• The substitute teacher should be familiar with emergency drill procedures at the campus they are

substituting; usually an emergency exit map is posted in each classroom.

Evaluation of Substitute Teachers 
• Principals or assistant principals must fill out the Substitute Evaluation Form when an incident occurs on

their campus. 

• The administrator must meet with the substitute teacher to discuss the concern on the evaluation form
and secure a signature prior to submitting the form to the Department of Human Resources. 

• The substitute teacher will be blocked from the Frontline system until the Director of Human Resources
meets with the substitute teacher. 

• When a substitute receives three or more unfavorable evaluation forms, or one report of a severe nature,
the substitute teacher’s name, may be terminated, may be reported to SBEC/TEA, and will be removed
from the substitute teachers’ calling list.,
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SOCORRO INDEPENDENT SCHOOL DISTRICT 
Teacher Evaluation Report of Substitute Teacher 

Substitute Name:   

Teacher Substituted For:    

Date(s) of Substitute Service: 

Campus: 

Class/Grade Level:  

1 . Did the Substitute Teacher follow lessons plans in a satisfactory manner? YES NO 

2 . Did the Substitute leave the room in an orderly condition? YES NO 

3 . Did the Substitute maintain control of the class? YES NO 

4 . Did the Substitute leave sufficient information regarding days events/activities? YES NO 

If no, cite circumstances: 

5 . Would you want this individual to substitute for you again? YES NO 

If no, state reason(s): 

6 . Miscellaneous comments: 

Conference was held with substitute teacher on: 

Administrator Signature Substitute Teacher Signature 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or   in providing 
education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at 

(915) 937-0201, 12440 Rojas Dr., El Paso, TX 79928.
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Tips, Tricks, and Strategies Handbook 
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Verbal Guidance 
Throughout the day a teacher will need to convey instruction, warnings, directions, reprimand, and encouragement 
to students. Of the many ways to convey these messages, the most common is by speaking directly to the student 
or students. To be most effective, verbal guidance should be brief, firm, and positive. 

Say: 

• Talk in a quiet voice. 

• Use both hands when you climb.

• Climb down the ladder. 

• Keep the puzzle on the table. 

• Turn the pages carefully.

• Be sure the ladder is safe. 

• Sit in your chair.

• Time to go inside. 

Do Not Say: 

• Do not Shout. 

• You will fall if you don’t watch out.

• Do not jump. 

• Do not throw the puzzle pieces on
the floor.

• Do not tear the book. 

• Be careful, you might fall.

• Do not rock in your chair.

• Are you ready to go inside?

Do 

1. Speak in a calm, kind voice.

2. Speak directly to the student; do not call across the room.

3. Speak in short, meaningful sentences which the student can understand.

4. Try to express your request in a positive way.

5. Keep your voice and facial expressions pleasant.

Do Not 

1. Make fun of the student.

2. Give students a choice if they cannot have one.

3. Compare one student with another, “look at how many questions Susan has completed.”

The THREE Keys to Classroom Management 

1. Firm and Consistent: Always treat every student in the same manner.

2. Prescence: A genuine connection with the students that breeds confidence and respect

3. Prevention/Common Sense: Good old common sense—Keep the students engaged—you will not have any
problems in the classroom.



Things to do Before Class 
• Be at assigned school 1/2 hour before you were asked to be there
• Check in at the office
• Find the room
• Familiarize yourself with the setup of the room
• Find the substitute folder
• Review discipline plan
• Review lesson plans
• Find the class schedule
• Find the roll sheet(s)—you will attain these from the front office before you go to class
• Find the emergency exit route
• If you cannot find lesson plans, ask for help from the office
• Write assignments on the board
• Write your name on the board
• Look over the material
• Plan your own strategy for teaching the lesson
• Place name cards on desks or use the seating chart for taking attendance
• Talk to the first student who comes to class for helpful information

Taking Attendance 
Taking attendance is crucial in the State of Texas, because this is how schools receive their funding daily. Make 
sure that you return the roll sheets to the front office before you leave. 

• Get Students Working: During the first ten minutes of class, get students working. Call a student up to the
front of the room and have your helper identify all the names on the roll while you make the attendance.
Then double check the counting names and heads. 

• Use Seating Charts: When available, use seating charts. Tell students that you will take attendance by the
seating chart. They had better be in their assigned seats, or they will be marked absent.

End of the day 
• Grading: If the teacher who is absent leaves an answer key, or if there is some way you can get the

correct answers, it is a good idea to check homework papers. At the very least have assignments clipped
together in alphabetical order by last name.

• Straighten the Room: Return equipment, books, and materials to their proper place. Erase chalkboard,
straighten desks, etc. Pick up markers, pens, etc., that have been dropped on the floor. The teacher does
not want to return to a room that looks like it has been hit by a tornado.

• Check in at the School Office: Sign the employee absence report; verify your job number. If you do not
have an assignment for the following day, ask if you will be needed back in the same position or another
position on that campus. 

  Teacher Behaviors that Communicate Positive Expectations 
Instructional personnel are relied upon to encourage student learning and active participation. The behaviors 
listed below will contribute to success for students. 

• Use Wait Time: After calling on a student, mentally count to eight to give the student time to respond and
to convey your expectation that she/he has an answer.

• Call on all Students: Devise a system so that you call on all students in the class, not just the ones who raise
their hands or are being disruptive. 
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• Use Wrong Answers to Produce Right Answers: When students give wrong or incomplete answers probe
further with prompts or other question to help them locate and correct the error themselves. Give them
the question to which their answer would be accurate. Then rephrase your question again. (“That would
be right if the question were  . What about  ?”)

• Give Clear Feedback: When commenting on a student’s performance, say specifically what was right or
wrong, acceptable, or unacceptable, and give specific areas in which improvement is expected. (“You
gave all the information for the second part. Go back and try to give more for the first part.”

• Distinguish Clearly when Giving a Choice or Direction: Be clear about the difference between situations
in which students should be given a choice to do something (Would you like to use this time to start on
your work for tomorrow?”) or a specific direction (“Everyone please do one of the problems for tomorrow
before the bell rings.”)

• Monitor the Room: Walk around the room as you are teaching, and/or as students are working. This allows
you to see what is going on with every student.

• Demonstrate Respect for All Persons: Do not make or allow anyone in the class to make remarks that put
people down because of race, religion, ethnicity, sex, or disability. Do not tell jokes or refer to stereotypes
based on such factors. 

• Give a Compliment: Giving a sincere compliment will help win co-operation. “I see that many of you have
opened your books to the right page. You are ready to work. I appreciate that. This is a good class.”

• Use Group Work: Have students work in pairs or trios to check homework, read together, or to begin
working on an assignment. Put students in small groups for a first round of response to a discussion question.

• Intervention Confrontations: Whenever a student or group of students misbehaves, you should remember
that at this time your object is to calm the students and get them back on task. For you, the most important
nonverbal messages should be “I am calm, confident, and in control.”

• Limit Setting: Practice this sequence when you must deal with a disruptive student who is testing your
ability to control the classroom:

 Stand and look at the disrupter; hold their gaze.
 Move within about 3 feet from the student and face him/her and quietly call the student by name.
 Maintain unwavering eye contact; wait.
 Take relaxing breaths and keep your body relaxed.
 Keep a bland facial expression. (No emotion)
 Call student by a name quietly again; wait.
 Lean toward the student and give verbal direction (Do not tell the disrupter what to stop doing but

tell him/her what to do).
 Stay there until the student follows the direction.
 Thank the student when he/she complies, thank the other students for waiting, and return teaching. 
 If disruptive behavior continues, you may have to send the student to the office.

Effective discipline depends more on your nonverbal communication skills than any other control mechanism. 
Analyze your present communication system and begin to modify your classroom and yourself in ways that 
effectively express nonverbal control. 



Games Students Play 
Students try to get you to talk about subjects other than the lesson. This is an avoidance game. The following are 
examples of the games and ploys that students will use to avoid classwork. 

• Eat the Clock: A favorite ploy is to ask personal questions. If you start talking about yourself, they will not have
to work.

• What Time is it? Arrive early and wear a watch. Students have been known to arrive early and change the time
on the classroom clock. Be wary if the time seems a little off from your watch.

• “I Don’t Understand” This is also a way to avoid work. Just keep the sub busy re-explaining the assignments. Tell
the students you will be walking around the room. This way the students who already understand the assignment
can get started. 

• I Need to Go to the Locker, bathroom, library, office, etc. If you grant every request, there will not be anyone
left to teach. Try to find out if this is a real emergency. Remember when you are twelve everything is an
emergency. Try to put them off until the end of the class.

• I Forgot my Book, paper, pencil, homework, etc. Carry extra pens and pencils into the classroom. The teacher
usually has an extra textbook, just be sure and get it from the student at the end of the class period. For paper,
ask someone in the class if they have an extra sheet or two that will share with the student.

• Do not Turn Your Back: As you write on the board, angle your shoulders out so you can watch the group. If you
are lecturing and writing on the board at the same time, maintaining eye contact will keep the kids interested.

• Avoid Arguments: The question, “Why are we doing this” is not a question. It is an invitation to do battle. Students
love to argue, and they will beat you every time. Do not argue. If they persist in wanting a reason, just say their
regular teacher requested the assignment. 

Learning Styles 
Understanding a student’s learning style helps a teacher understand the student and expedites instruction. 

Visual Learners 

Characteristics: 

• Ignores verbal directions and often requests they be repeated
• Sometimes has low vocabulary and/or poor articulation
• Frequently appears to daydream; often has a blank expression during lectures or class discussion
• Causes trouble when the teacher is explaining on the board
• Watches others and then begins when the directions are given
• Prefers to show or demonstrate than to tell or explain
• Dislikes speaking before a group and does not like to listen
• Frequently cannot remember verbal information
• Doodles during class instruction
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Teaching Strategies 

• Present material visually (overheads, charts, flannel boards, flash cards, etc.)
• Teach so that students can see your moth as you talk
• Use color coding on worksheets and when using the blackboard or overheads
• Allow student to read silently rather than orally
• Color code folders, classroom rules, etc. 
• Use gestures as visual cues
• Turn your body in the direction of the object being discussed
• Use a pointer to indicate an object
• Motion with your hands
• Raise an eyebrow for emphasis
• Clap your hands
• Teach students to visualize acronyms
• Teach students how to take notes
• Encourage students to keep assignment logs
• Teach students to visualize math story problems
• Try to eliminate excess notes
• Use visual materials
• Visually sequence the order of independent assignment
• Keep instructions brief and use lots of visual aids to emphasize key points

Auditory Learners 

Characteristics 

• Inattentive to visual tasks (worksheets)
• Frequently rubs eyes or complains that eyes bother him/her
• Writing includes inversions, reversals, omissions, and letters formed incorrectly
• Cannot understand what he has read to him/herself
• Remembers materials discussed in class or in small groups
• Does not like art or drawing
• Often omits words or parts of words when copying from the board
• Lays his head on the desk or holds his face close to work
• Likes to talk
• Knows hundreds of jingles
• Math errors show consistent patterns, inattention to signs, confusion of numerals, reversals of numerals
• Has difficulty completing maps and diagram activities
• Difficulty of matching
• Dislikes copies and will search for the clearest, sharpest one
• Papers are poorly organized and very messy

Teaching Strategies 

• Give oral directions
• Provide for lots of small group and paired learner activities to accommodate the learner’s need for verbal

interaction
 



• Teach student to talk through a task
• Use jingles, catch stories, mnemonic devices, cheers, or songs
• Read test questions aloud whenever possible
• Repeat written instructions orally
• Give credit for verbal classroom responses

Tactile/Kinesthetic Learners 

Characteristics: 

• Touches everything
• Moves a great deal
• Gets up and walks around frequently
• Often writes things over & over
• Has many things to play with at school
• Enjoys doing things with his hands
• Well-coordinated by may be hyperactive
• Cannot keep his hands to himself

Teaching Strategies 

• Provide as many tactile/Kinesthetic materials as possible
• Use classroom demonstrations when possible
• Allow student to build models
• Use role play situations
• Teach students to take notes
• Allow students to doodle when listening
• Use timelines for historical dates
• Use manipulative, especially in math
• Allow alternatives to written reports
• Give instructions first then pass out materials
• Seat students close to you
• Color code handouts and materials
• Locate students away from distracting objects (i.e., trash can)
• Let students make materials for you and create bulletin boards

Activities 
(What to do with no lesson plans, early finishers, and extra time) 

Line Up Activities for Elementary Students 

• Ask first for the students, who are wearing something “red”, then blue, green, etc.

• Use eye, hair, and shoe color

• Have students line up alphabetically according to last name or first name

• Call out a letter and have students line up



28 | Socorro Independent School District 

Sample Primary Sponge Activities 

Dismissal Sponges 

• “I Spy”, who can find something in the room that starts with M, P, etc.?
• Who can find something in the room that has the sound of a short a, long a, etc.?
• Number rows or tables. Teacher signals # of table with fingers; children leaving accordingly.
• Those children who have all crayons put away may leave now, etc.
• Those with freckles, buckled shoes, new front teeth, etc. may leave

Sample Upper Grade Sponge Activities 
Managing Instructional Time 

1. List the continents of the world.
2. Make up three names for rock groups.
3. Name as many kinds of windstorms as you can.
4. Take a number. Write it. Now make a face out of it.
5. Name as many gems or precious stones as you can.
6. Write the names of all the girls in the class. 
7. Name as many teachers at this school as you can.
8. List as many states as you can.
9. Write: (a) an abbreviation (b) a Roman numeral (c) a trademark (d) a proper name [biographical] (e) a

proper name [geographical]
10. How many countries and their capitals can you name?
11. How many baseball teams can you name?
12. Write down as many cartoon characters as you can
13. List as many kinds of flowers as you can.
14. Turn to your neighbor. One of you tell the other about an interesting experience you had. The listener must

be prepared to re-tell the story to the class.
15. List all the things in your living room.
16. Write what you would do if you saw an elephant in your backyard.
17. Name as many kinds of ice cream as you can.
18. List five parts of the body above the neck that have three letters.
19. List one manufactured item for each letter of the alphabet.
20. List as many nouns in the room as you can.
21. List the mountain ranges of the US.
22. Write the twelve months of the year correctly. Stand up as soon as you are finished.
23. Make a list of five things you do after school.
24. List one proper noun for each letter of the alphabet.
25. Write one kind of food beginning with each letter of the alphabet.
26. Name as many holidays as you can.
27. How far can you count and write down by 6’s?
28. Name as many balls as you can that are used in sports games.
29. List as many U.S. presidents as you can.

30. List all the work tools you can think of.
31. List as many models of cars as you can.
32. Name all the colors you know.



33. How many parts of an auto can you list?
34. How many animals can you list that begin with vowels?
35. List as many kinds of trees as you can.
36. Name as many countries of the world as you can.
37. List as many personal pronouns as you can.
38. List as many kinds of transportation as you can.
39. How many kinds of languages can you name?
40. Write as many homonyms as you can. Example: past, passed.
41. You have five children. Make up their five names.
42. Name as many things as you can that are made of cloth.
43. Name as many things as you can that you can wear on your head.
44. Name as many movie stars as you can (not TV).
45. List all the musical instruments that begin with 9.
46. Name as many TV game shows as you can.
47. Name as many politicians as you can.
48. Name as many breeds of dogs as you can.
49. Write the days of the week correctly in order. Stand up when finished.
50. List all kinds of sandwiches that you can.
51. Scramble five spelling words, trade with someone, and unscramble them.
52. List as many things as you can that make people the same.
53. List as many kinds of soup as you can.
54. List all the places you can find sand.
55. List as many breakfast cereals as you can.

Sample Secondary Sponge Activities 

1. List as many states as you can.
2. Write: (a) an abbreviation (b) a Roman numeral (c) a trademark (d) a proper name [biographical]

(e) a proper name [geographical]
3. How many countries and their capitals can you name?
4. How many baseball teams can you name?
5. Turn to your neighbor. One of you tell the other about an interesting experience you have had. The

listener must be prepared to retell the story to the class.
6. List all the things in your living room.
7. Name as many kinds of ice cream as you can.
8. List five parts of the body above the neck that have three letters.
9. List one manufactured item for each letter of the alphabet.
10. List one proper noun for each letter of the alphabet.
11. Write one kind of food beginning with each letter of the alphabet.
12. Name as many holidays as you can.
13. List as many U.S. Presidents as you can.
14. List as many models of cars as you can.
15. How many parts of an auto can you list?
16. Name as many countries in the world as you can.
17. List as many personal pronouns as you can.
18. List as many kinds of transportation as you can.
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19. Write as many homonyms as you can (Example: past-passed).
20. Name as many movie stars as you can (not TV).
21. Name as many politicians as you can.
22. List all the places you can find sand.
23. List as many breakfast cereals as you can.
24. Make a list of the ten largest things you know.
25. Name as many planets as you can.
26. List all the sports you can think of.
27. List all the foods you can have milk in them.
28. Name as many rock groups as you can that begin with the letters A-F.
29. Name as many teachers at this school as you can.
30. Name all the parts of speech and give an example of each.
31. Why were these dates important: 1492, 1606, 1776, 1812?
32. Find these rivers on your map: Mississippi, Rio Grande, Colorado, and Hudson.
33. Which TV series can you name that have high school-aged characters as regulars?
34. Name as many airlines as you can.
35. Name the different sections of the newspaper.
36. Name as many islands as you can.
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 2021-2022 YEARLY REMINDERS 
 FALL SEMESTER 2021 

**Fall Semester:  All employees MUST complete the following two, safety videos 
Bloodborne Pathogens and Hazardous Communications  
   (Due: Dec. 2021) 

**August 2  First Day of Work for SISD Substitutes 

**Aug-2-13  Pay Day: August 31(10 days) 

**Aug 16-31  Pay Day: September 15 (12 days) 

**Sep. 1-15  Pay Day: September 30 (10 days) 

**Sep. 6 Holiday: Labor Day 

**Sep. 16-30  Pay Day: October 15 (11 days) 

**Oct. 1-15  Pay Day: October 29 (1 day) 

**October 4-18 Intersession (Substitutes cannot work during these two weeks) 

**Oct. 19-29  Pay Day: November 15 (9 days) 

**Nov. 1-15  Pay Day: November 30 (10 days) 

**Nov. 11 Holiday: Veteran’s Day 

**Nov. 16-30  Pay Day: December 15 (6 days) 

**Nov. 22-26  Thanksgiving Break 

**Dec. 1-3  Pay Day: December 17 (3 days) 

**Dec. 6-17  Pay Day: January 14, 2022 (10 days) 

**Dec. 20-Jan.4 Winter Break 

 



 SPRING SEMESTER 2022 
**Spring Semester All employees MUST complete the following two, safety videos 

1. Back Safety
2. Safety, Trips, and Falls

(Due: May 2022)

**January 5  First Day of Work for SISD Substitutes 

**Jan. 5-14  Pay Day: January 31 (8 days) 

**Jan. 18-31  Pay Day: February 15 (10 days) 

**Feb. 1-15  Pay Day: February 28 (10 days) 

**Feb. 16-28  Pay Day: March 15 (9 days) 

**March 1-4  Pay Day: March 31 (4 days) 

**March 7-21  Intersession (Substitutes cannot work during these two weeks) 

**March 22-31 Pay Day: April 14 (8 days) 

**April 1-14  Pay Day: April 29 (10 days) 

**April 15 Holiday: Good Friday 

**April 2022  Letter of Reassurance (LRA must be signed) 
   and Cyber Security Training 

**April 18-29 Pay Day: May 13 (10 days) 

**May 2-13 Pay Day: May 31 (10 days) 

**May 16-31 Pay Day: June 15 (11 days) 

**May 30 Holiday: Memorial Day 

**June 2 Last Day of School 

**June 1-2 Pay Day: June 30 (2 days) 

**July 2022 Standards of Conduct Training and Must Sign Substitute Acknowledgement 
Form  
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 SUBSTITUTE ACKNOWLEDGMENT FORM 

I do hereby certify, warrant, and affirm that I will fully comply with all requirements governing the State of Texas in the 
           position of Socorro ISD substitute and do hereby certify the following by signing this online form. In addition, I certify 
           that it is my responsibility to read and follow all policies and procedures in the 2021-2022 Substitute Handbook and all 
           SISD policies, procedures, and regulations. 

• I have received the 2021-2022 Standards of Conduct Training and I understand that it is my responsibility to read and 
familiarize myself with the online substitute and employee handbooks.

• I understand that I must work at least five (5) days per month to remain on the active substitute list.
• I understand that I must check my e-mail daily (and ensure that I keep my email current) and only use the SISD email to 

communicate with SISD personnel.
• I am aware that this position always requires me to actively monitor the classroom and follow all lesson plans and not 

deviate from the teacher’s/school instructions.
• I understand that I must arrive at least 15 minutes before the start of my assignment. If I arrive late, I will be asked to leave 

and I will attain a non-working day.
• I will not take out my phone at any time during the instructional day.  I will turn off my phone when I am at work.
• I am aware of the range of penalties that may result if I fail to follow the Texas Educator Code of Ethics and SISD policies 

and procedures.
• I understand my obligations concerning the safety of the SISD students and the buildings.
• I understand that all student matters are confidential, and I am aware of the range of penalties that may result from a violation 

of confidentiality.
• I am aware of my obligation to report any suspected child abuse or any other incidents immediately to the campus principal 

or the substitute department.
• I understand that I will be flexible when it comes to substitute teacher assignments. I understand that I must take the 

assignment that the campus places me in. If I continually reject assignments, my name will be removed from the SISD 
Substitute Teacher list.

• I understand that I must check the Frontline system every night and at 6AM the morning of the assignment to ensure that the 
job has not been cancelled. I will not show up to a campus without a confirmation number.

• I understand that SISD will NOT change any assignment, so I need to be careful when I accept jobs.  I will be issued a non-
working day.

• I understand that if I have three incidents or one major incident that I will be removed from the SISD Substitute teacher list. 
This includes showing up to a campus on a professional development day.

• I understand that it is my responsibility to ensure that I am getting paid correctly and to inform the director or specialist of 
any pay discrepancy. If understand that if I am overpaid, that I will be responsible for paying the district back for any 
overpayment.

• As a retired teacher, I understand that I must inform TRS of any changes.  Also, I understand that I cannot fill any vacancies.
• Long-term assignments: Any break in service will revert to your original pay. Long-term aide positions do not qualify for the 

long-term pay.
• Principals have a RIGHT to block you from their campus at any time and for any reason.  They do not have to give you a 

warning.
• I understand that I will return all uneaten meals to the CNS personnel, because these are federal funds used for students’ 

consumption.
• I understand that I can fully fulfill all the SISD Substitute Job Requirements
• Do not substitute for your child’s class; better, do not substitute at your child’s school.
• Substitute teachers are at-will employees (DCD Regulation): An at-will employee may be suspended with pay or without 

pay by the Superintendent or designee during an investigation of alleged misconduct by the employee or at any time the 
Superintendent determines that the District’s best interest will be served by the suspension.

• I understand that I will not handle or receive any money from any students, faculty, or staff members.
• I do hereby further certify, warrant, and affirm that I will faithfully and fully comply with all requirements concerning the 

SISD Substitute Teacher/Nurse/Admin. position.

2021-2022 Acknowledgement of Substitute Training 
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