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At the beginning of each school year, the Superintendent or desig-
nee shall compile a list of qualified substitute teachers available for 
the school year.  This list shall be approved by the Superintendent 
and distributed to all principals. 

Persons wishing to substitute teach in the District shall make appli-
cation online through the department of human resources.  [See 
DC]  

Approved substitutes shall have on file in the District: 

1. The District’s application form. 

2. Official college transcript or a Texas teaching certificate, or an 
equivalent out-of-state teaching certificate. 

3. Income tax withholding form. 

4. Criminal background investigation. 

5. Documents for employment identity and eligibility verification 
(Form I-9). 

6. Results of drug test. 

7. TEA fingerprinting 

No person shall be employed as a substitute who does not have at 
least 45 college semester hours.  Additionally, six hours of observa-
tion in a selected classroom shall be required of any person who 
has not had previous creditable classroom teaching experience.  
Six Three hours of staff development per year shall be necessary 
for a substitute to maintain active employment status. 

All substitute teachers shall be assigned through the office of subs-
titute services, but requests from principals shall be given priority 
when possible.  Principals shall request and receive specific autho-
rization from the Superintendent before employing any substitute 
not on the approved list. 

The District shall establish a differentiated schedule, which shall 
provide an additional daily rate of pay for a substitute teacher who 
is in continuous employment for an individual teacher. 

A substitute shall be subject to all duties of a regular classroom 
teacher. 

A long-term substitute assignment is defined as ten or more con-
secutive days in the same assignment.  Approval for an individual 
to be hired as a long-term substitute must be received from the de-
partment of human resources. 
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The District shall work in cooperation with area institutions of high-
er learning in the placement of student-teachers on District cam-
puses.  The District’s substitute services department shall ensure 
that student-teachers adhere to District guidelines and require-
ments as set forth in this policy for substitute employment.  Cam-
pus administrators shall adhere to student-teacher guidelines as 
required by the college or university sponsoring the student-
teacher. 

STUDENT-TEACHER 
PLACEMENT 


