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Call to Action 
 Rockwall ISD empowers learners to embody independence, value 
relationships and achieve excellence as thriving members of a dynamic 
global community. 

Our Beliefs 
o We believe that collaborative relationships create a culture where 

learners thrive. 
o We believe that an effective learning environment is collaborative, 

safe, challenging and responsive to the diverse needs of all students. 
o We believe that learning is a partnership that engages all members of 

our community to empower empathetic and responsible citizens for 
success beyond themselves. 

o We believe that all learners deserve to be challenged in preparation 
for lifelong learning and future success. 

 

Our Core Values 
Relationships. Innovation. Excellence. 
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2021-2022 
 SUBSTITUTE HANDBOOK RECEIPT 

 
 
 
Name     ________________________________________________________ 
                (Please print first, middle and last name according to social security card – no nicknames please) 
 
Job Title:  Substitute 
 
PUBLIC INFORMATION (please check one) 
 
Due to the Public Information Act, RISD must release certain information to requestors; however, 
some information may be withheld such as home address, phone number, and social security 
number and emergency contact information. 
 

 I do give my permission for release of information. 
 I do not give my permission to release information. 

 
Employees have the option of receiving the Handbook in electronic format or hard copy. 
You may request a hard copy from your campus/department supervisor.  
 
               I hereby acknowledge receipt of an electronic copy of the Rockwall ISD Employee             
                   Handbook. 
 
   I agree to read the Handbook and abide by the standards, policies, and procedures     

      defined and referenced in this document. 
   
The information in this Handbook is subject to change.  I understand that changes in District 
policies may supersede, modify, or render obsolete the information summarized in this booklet.  
As the District provides updated policy information, I accept responsibility for reading and 
abiding by the changes.  If I have any questions regarding these policies, I should direct those 
questions to my supervisor. 
 
I understand that no modifications to contractual relationships or alterations of at-will 
relationships are intended by this handbook. 
 
I understand that I have an obligation to inform my supervisor or department head of any changes 
in personal information, such as phone number, address, etc.  I also accept responsibility for 
contacting my supervisor if I have questions or concerns or need further explanation.   
 
 
________________________________________   _________________________ 
Employee Signature                 Date 
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2021-2022 EMPLOYEE AGREEMENT FOR ACCEPTABLE USE OF THE ELECTRONIC 
COMMUNICATION SYSTEMS (Policy CQ) 
 
If you DO NOT HAVE a District email address, complete this form and submit to your campus or department 

administrator.  
 If you HAVE a District email address, you will complete the signature process through Employee Access at 

rockwallisd.com under Staff Links. 
 
Rockwall Independent School District provides access to the District’s electronic communications system.  Through this system, 
employees will be able to communicate with other schools, colleges, organizations, social networking systems, and people around the 
world through the Internet and other electronic information systems/networks.  
 
With this opportunity comes responsibility.  It is important that all employees understand District policies and procedures, 
administrative regulations, agreement forms and ask questions if assistance is needed in understanding them.  Inappropriate use will 
result in the loss of the privilege of using this educational and administrative tool. 
 
The use of personal computing equipment is permitted; however, such equipment may only connect to the RISD’s public network. 
LAN connections are prohibited.  RISD will not provide any support or software for personal computing devices. 
 
Please note that the Internet is a network of many types of communication and information networks.  It is possible that some 
objectionable material may be accessed.  The District utilizes filtering technology to restrict access to such material; however, it is not 
possible to absolutely prevent such access.  It is the responsibility of each employee to follow the rules for appropriate use. 
 
 RULES FOR APPROPRIATE USE: 

• Employees are responsible for the security of their equipment.  To prevent unauthorized use or viewing of 
confidential information, employees should LOCK their computers when leaving their workstation. 

• The account is to be used mainly for educational purposes, but some limited personal use is permitted. 
• The employee will be held responsible at all times for the proper use of the account, and the District may suspend or 

revoke access if the rules are violated. 
• Be aware that people who receive e-mail from a school address may think the message represents the District point of 

view. 
• The employee will be held responsible for any posting on a social networking site. 

INAPPROPRIATE USE: 
• Using the system for any illegal purpose. 
• Disabling or attempting to disable any Internet filtering device. 
• Encrypting communications to avoid security review. 
• Using another person’s Rockwall account or logging onto a computer or email system with another user’s password is 

prohibited. 
• Downloading or utilizing copyrighted information without permission from the copyright holder. 
• Intentionally hacking or sabotaging computer systems. 
• Accessing materials that are abusive, obscene, sexually oriented, threatening, harassing, damaging to another’s reputation 

or illegal. 
• Wasting school resources through improper use of the computer system. 
• Gaining unauthorized access to restricted information or resources. 
• Use of social networking sites for the purpose of contacting students in a non-professional/non-educational manner, to 

include, but not limited to ‘Religious’ and ‘Political’ topics, and personal counseling. 
• Posting of material on social networking sites, blogging sites, and web pages that are abusive, obscene, sexually oriented, 

threatening, harassing, damaging to another’s reputation or illegal. 
• Pretending to be someone else when transmitting or receiving messages. 
• Using inappropriate language such as swear words, vulgarity, ethnic or racial slurs, and any other inflammatory language. 
• Transmitting pictures without obtaining permission from all individuals depicted, or from parents of depicted individuals 

who are under the age of 18. 
 
CONSEQUENCES FOR INAPPROPRIATE USE: 

• Suspension of access to the system. 
• Revocation of the computer system account. 
• Other disciplinary or legal action, in accordance with District policies and applicable law. 

I understand that my electronic mail transmissions and other use of the District computer system are not private and may be 
monitored, reviewed, audited, intercepted, accessed, or disclosed at any time by designated District staff to ensure appropriate use. 

I have read the District Electronic Communication System Policy and the Acceptable Use Form and agree to abide by these 
provisions.  In consideration for the privilege of using the District electronic communication system and in consideration for having 
access to 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 policy and administrative regulations.  The District shall not be liable for an employee’s 
inappropriate use of electronic communications resources or violations of copyright restrictions or other laws, an employee’s mistakes 
or negligence, and for any costs incurred by employees through the use of the System.  The District shall not be responsible for 
ensuring the accuracy, age appropriateness, or usability of any information found on the Internet.  No warranties of any kind are 
offered either expressed or implied. 

______________________________________                                                                             _________________________ 
                    (Employee Signature)                                                                                                                    (Date) 
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INTRODUCTION 
 
The purpose of this handbook is to provide information that will help with questions and 
pave the way for a successful year. Not all District policies and procedures are included. 
Those that are have been summarized.  
 
This handbook is neither a contract nor a substitute for official District policy. It is not 
intended to alter the at-will status of non-contract employees in any way.  It is a guide to 
and a brief explanation of District policies and procedures related to employment. These 
policies and procedures can change at any time; these changes shall supersede any 
handbook provisions that are not compatible with the change. 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. Policy manuals are available 
on the Intranet through the Rockwall Independent School District website 
(www.rockwallisd.com) and are available for employee review in hard copy during 
normal working hours at the RISD administration offices located at 1050 Williams Street, 
Rockwall, Texas 75087. 
 
Substitutes will be receiving an electronic copy of this handbook each year and will 
complete the employee handbook receipt at the beginning of each school year.   
 
GENERAL INFORMATION 

 
STANDARDS OF CONDUCT  
Policy DH  
 
A Substitute shall take pride in the profession and in the schools of Rockwall ISD, showing 
respect to campus staff and students.  A Substitute shall support and follow Rockwall 
Independent School District policies and procedures. 
 
All employees are expected to work together in a cooperative spirit to serve the best 
interests of the District and to be courteous to students, one another, and the public. 
Employees are expected to observe the following standards of conduct: 
 
• Recognize and respect the rights and property 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.  
• Notify their immediate supervisor in advance or as early as possible in the event that 

they must be absent or late.  Unauthorized absences, chronic absenteeism, tardiness, 
and failure to follow procedures for reporting an absence may be cause for 
disciplinary action. 

• 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. 
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All District employees should perform their duties in accordance with state and federal 
law, District policy and procedures, and ethical standards.  Violation of policies, 
regulations, or guidelines, including intentionally making a false claim, offering false 
statements, or refusing to cooperate with a district investigation may result in disciplinary 
action, including termination.  Alleged incidents of certain misconduct by educators, 
including having a criminal record (refer to section on Employee Arrests and 
Convictions), must be reported to SBEC no later than the seventh day after the 
Superintendent knew of the incident.  See Reports to the Texas Education Agency for 
additional information.  Contact the Department of Human Resources for further 
information. 
 
The Educator Code of Ethics which all District employees must adhere to is reprinted 
below: 
 
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 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. This chapter 
shall apply to educators and candidates for certification.  (19 TAC 247.1(b)) 
 
Enforceable Standards 
 
1. 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 intentionally, knowingly, or recklessly 
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. 
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  Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors 

that impair professional judgment or that are used to obtain special advantage.  This 
standard shall not restrict the acceptance of gifts or tokens offered and accepted 
openly from students, parents, 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 applicable 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 
Standard 1.10 The educator shall be of good moral character and be worthy to  
instruct or supervise the youth of this state. 
Standard 1.11 The educator shall not intentionally, knowingly, or recklessly 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, abuse, or distribution 

of controlled substances, prescription drugs and toxic inhalants. 
Standard 1.13 The educator shall not be under the influence of alcohol or consume 
alcoholic beverages on school property or during school activities when students are 
present. 
  

      2.  Ethical Conduct Toward Professional Colleagues 
 

Standard 2.1 The educator shall not reveal confidential health or personal 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 based on 
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 who provides information for a disciplinary investigation or 
proceeding under this chapter. 
Standard 2.8 The educator shall not intentionally or knowingly subject a colleague to 
sexual harassment. 
 

3. 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. 
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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. 
Standard 3.6 The educator shall not solicit or engage in sexual conduct or a romantic 
relationship with a student or minor. 
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 
communications.   
 
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 information; 
(iv)     whether the communication could be reasonably interpreted as soliciting sexual    

     contact or a romantic relationship; 
(v) whether the communication was sexually explicit; and 
(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 student. 

 
 
COMMITMENT 
 
As a Substitute for Rockwall Independent School District, you are making a special 
commitment to work when called. 
 
To retain your active substitute status for the following year, we ask that you:  

• Work a minimum of fifteen (15) full days per semester. 
• Return the annual Letter of Reasonable Assurance emailed to you each spring.  
• Attend and complete all requested documents during the Annual Renewal 

Workshop. 
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AT WILL EMPLOYMENT 
Policy DCD 
 
Your employment is on an At-Will basis.  At-Will employees may be terminated at any 
time, for any reason, or for no reason, except for legally impermissible reasons. 
 
CRIMINAL HISTORY BACKGROUND CHECKS 
Policy DBAA 
 
Substitutes may be subject to 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 and entered into the Texas 
Department of Public Safety (DPS) Clearinghouse.  This database provides the District 
and State Board for Educator Certification with access to current national criminal 
history. 
 
EMPLOYEE ARRESTS AND CONVICTIONS 
Policy DH 
 
A Substitute who is arrested for any felony or any offense involving moral turpitude must 
report the arrest to the Department of Human Resources within three calendar days of the 
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   
• 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 
• If an educator is arrested and/or criminally charged, the superintendent is also 

required to report the educators’ criminal history and misconduct to the Division 
of Investigations at TEA.  
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Discrimination, Harassment and Retaliation 
Policy DH, DIA 
 
Employees shall not engage in prohibited harassment, including sexual harassment, of 
other employees, unpaid interns, student teachers, 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. 
 
Individuals 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 complaint should be made directly to the Chief Human 
Resources Officer.  A complaint against the superintendent may be made directly to the 
Board. 
 
Any district employee who believes that he or she has experienced prohibited conduct 
based on sex, including sexual harassment, or believes that another employee has 
experienced such prohibited conduct, should immediately report the alleged acts.  The 
employee may report the alleged acts to his or her supervisor, the campus principal, the 
Title IX coordinator, or the superintendent.  The district’s Title IX coordinator’s name 
and contact information is listed in the Equal Employment Opportunity section of this 
handbook. 
 
Harassment of Students 
Policies DH, DHB, FFG, FFH, FFI 
 
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.  Any district employee who suspects or receives direct or indirect notice that a 
student or group of students has or may have experienced prohibited conduct, based on 
sex, including sexual harassment, of a student shall immediately notify the district’s Title 
IX coordinator, the ADA/Section 504 coordinator, or superintendent and take any other 
steps required by the district policy.   
 
All allegations of prohibited harassment or abuse of a student will be reported to the 
student’s parents and promptly investigated.  An employee who knows of or suspects 
child abuse must also report his or her knowledge or suspicious to the appropriate 
authorities, as required by law.   
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Reporting Suspected Child Abuse 
Policies DG, , FFG, GRA 
 
All employees are required by state law to report any suspected child abuse or neglect as 
defined by Texas Family Code §261.001, to a law enforcement agency, Child Protective 
Services (CPS), 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.  
Alleged abuse or neglect involving a person responsible for the care, custody, or welfare 
of the child (including a teacher) must be reported to CPS.  Employees are also required 
to make a report if they have cause to believe that an adult was a victim of abuse or 
neglect as a child and they determine in good faith that the disclosure of the information 
is necessary to protect the health and safety of another child, elderly person, or person 
with disability. 
 
Reports to Child Protective Services can be made online at 
https://www.txabusehotline.org/Login/Default.aspx or to the Texas Abuse Hotline (800-
252-5400).  State law specifies that an employee may not delegate to or rely on another 
person or administrator to make the report. 
 
 
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 retaliating against an 
employee who, in good faith, reports child abuse or neglect or who participates in an 
investigation regarding an allegation of child abuse or neglect. 
 
Employees are also required to make a report if they have cause to believe that an adult 
was a victim of abuse or neglect as a child and they determine in good faith that the 
disclosure of the information is necessary to protect the health and safety of a child or 
person with a disability. 
 
An employee’s failure to report suspected child abuse may result in prosecution as a 
Class A misdemeanor.  The offense of failure to report by a professional may be a state 
jail felony if it is shown the individual intended to conceal the abuse or neglect.  In 
addition, a certified employee’s failure to report suspected child abuse may result in 
disciplinary procedures by SBEC for a violation of the Texas Educators Code of Ethics. 
 
Employees who suspect that a student has been or may be abused or neglected should 
also report their concerns to the campus principal. This includes students with disabilities 
who are no longer minors. Employees are not required to report their concern to the 
principal before making a report to the appropriate agencies.  
 
Reporting the concern to the principal does not relieve the employee of the requirement 
to report to the appropriate state agency. In addition, employees must cooperate with 
investigators of child abuse and neglect. Interference with a child abuse investigation by 
denying an interviewer’s request to interview a student at school or requiring the 
presence of a parent or school administrator against the desires of the investigator is 
prohibited. 
 
 

https://www.txabusehotline.org/Login/Default.aspx
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PERSONNEL RECORDS 
Policies DBA, GBA 
 
Most District records, including personnel records, are public information and must be 
released upon request.  Substitutes may choose to have the following personal 
information withheld: 
 
• Address 
• Phone number 
• Social Security number 
• Emergency contact information 
• Information that reveals whether they have family members  

 
 
EMPLOYEE DRESS CODE 
 
The dress and grooming of the Rockwall Independent School District employees shall be 
clean, neat, in a manner appropriate for their assignments, and in accordance with the 
following District standards: 
 
1. Staff members may not wear clothing items prohibited by the student dress code. 

 
 
2. Staff members shall be expected to wear appropriate professional attire. 

 
Female Staff: 

a. Pants should be loose fitting and well below the knee in length. 
 Male Staff: 
    a. Casual or dress slacks, dress shirt or sport shirt with collar. 
     b. A beard, mustache or goatee should be well groomed. 
 
3. Shoes must be professional and not compromise staff safety. Rubber flip–flops are 

not permitted.  Athletic or tennis shoes shall not be worn unless approved by the 
campus principal. 

 
4. Tattoos and body piercing should not be visible – earrings are allowed for females. 
 
5. Staff dress may be adjusted for school-wide special occasions (Western Day, 

School Spirit Day, etc.) upon recommendation from the principal.  Jeans and warm-
ups shall only be worn on school-wide special occasion days as approved by the 
building principal. 

 
6.      In the case of an epidemic, pandemic, or other circumstances involving a 

communicable disease, employees may be required to utilize face coverings, face 
shields, or other personal protective equipment when executing their duties and 
responsibilities as substitutes. 
 

Certain jobs such a PE, dance, SPED, etc. may require dress appropriate for that position 
– approved by the building principal. 
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                          SUBSTITUTE WORK SCHEDULE 
 
    FULL DAY  Elementary  7:30 a.m. – 3:30 p.m. 
    Secondary  8:00 a.m. – 4:00 p.m. 
 
 HALF-DAY  Elementary  7:30 a.m. – 11:30 a.m. 
       11:30 a.m. – 3:30 p.m. 
    Secondary  8:00 a.m. – 12:00 p.m. 
       12:00 p.m. – 4:00 p.m. 
 
Please arrive 15 minutes before prior to assignment, to check in with the campus 
substitute coordinator, get your keys, and locate your classroom, etc. 
 
 
 EMERGENCY SCHOOL CLOSING 
 
The District may close schools because of  severe weather, epidemics,  or other 
emergency conditions. When such conditions exist, the Superintendent will make the 
official decision concerning the closing of the District’s facilities. When it becomes 
necessary to open late, to release students early, or to cancel school, District officials will 
post a notice on the District’s Website and notify the following radio and television 
stations:  
 
 
RADIO/TV STATIONS: 
AM Stations                                FM Stations                                TV Stations 
KLIF  AM 570 KVIL  FM 103.7 Channel 4 
WBAP AM 820 KPLX  FM 99.5 Channel 5 
KRLD  AM 1080 KSCS  FM 96.3 Channel 8 
KGVL AM 1400 KTKT  FM 93.5 Channel 11 
KGBS AM 1190   

 
You can also access current information at the Rockwall Independent School District 
Website:   www.rockwallisd.com 
 
In the event of a school closure, providing distance learning or virtual instruction may be 
required. 
 
SUBSTITUTE RESPONSIBILITIES 
 
Flexibility is imperative.  Campus administrators may assign you to cover a different 
assignment than the one you originally chose, or assign you to another campus duty 
during your assignment’s conference period. 
 
REMINDERS: 

• Always wear your Substitute badge. 
• Sign in with the Campus Substitute Coordinator and pick up Substitute Folder. 

http://www.rockwallisd.com/
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• Confirm bell schedule, lunch schedule, and ask about any duties, drills or 
assemblies. 

• Locate your teacher’s daily schedule, list of class helpers, seating chart, lesson 
plans, plan book, textbooks and any other needed materials. 

• Meet lead teacher and neighboring teachers who can help answer questions about 
classwork or assist with students. 

• Check your teacher’s mailbox for any handouts that are to be given to students. 
 
DURING THE SCHOOL DAY: 
 

• Attendance must be recorded and submitted to: 
o Elementary – Front office by 8:10 a.m. and 10:30 a.m. – absences only 
o Secondary – Within the first ten (10) minutes of every class period 

• Follow the teacher’s lesson plans and seating chart. 
• Supervise hallways during arrival and dismissal of students. 
• Follow the bell schedule.  Do not release students before the bell rings. 
• Report serious accidents, illness, or discipline problems to campus nurse or 

campus administrator immediately. 
 
AT THE END OF THE SCHOOL DAY: 
 

• Have students prepare classroom for dismissal. 
• Supervise hallways. 
• Grade any written work as directed by your teacher. 
• Leave a brief summary for the returning teacher. 

 
CLASSROOM MANAGEMENT: 
 

• Show respect for each student. 
• Never use physical contact of any kind. 
• At the beginning of the class, state clearly what you expect of their behavior. 
• Use seating chart and learn students’ names as quickly as possible. 
• Use positive reinforcement. 
• Refrain from texting or emailing during class time or while supervising students. 
• Never leave the classroom unattended. 

 
Remember:  Substitutes who walk around the classroom monitoring student work and 
conduct maintain much better classroom control. 
 
 
DISCIPLINE 
 
As a Substitute, you are expected to act as the regular classroom teacher.  You are 
expected to assume the responsibility for discipline of the students.  Substitutes are to 
maintain effective control at all times.  Substitutes should exhibit respect and courtesy at 
all times.  Always consider your choice of words. 
 
Report discipline problems to the campus administration. 
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Conditions, which may lead to a student’s removal from the classroom: 
• Serious disruption of the class. 
• Failure of the student to comply with the normal classroom routine. 

 
The use of physical force should be limited to defending against physical injury to 
another person, one’s self, or the preservation of property.  In no case, should a substitute 
strike a student or physically direct a student in anger or for disciplinary reasons. 
 
STUDENT CONDUCT AND DISCIPLINE 
Policies FN and FO Series 
 
Students are expected to follow the classroom rules, campus rules, and rules listed in the 
Student Handbook and Student Code of Conduct. Teachers and administrators are 
responsible for taking disciplinary action based on a range of discipline management pro-
cedures that have been adopted by the District. If you have concerns about a particular 
student’s conduct, you should contact the campus administrator. 

PERSONAL USE OF ELECTRONIC COMMUNICATIONS 
Policy CQ, DH 
 
Electronic communications include all forms of social media, including but not limited 
to, text messaging, instant messaging, electronic mail (email), web logs (blogs), 
electronic forums (chat rooms), video-sharing websites (e.g., YouTube), editorial 
comments posted on the Internet, and social network sites (e.g., Facebook, Twitter, 
LinkedIn, Project Share). Electronic media also includes all forms of telecommunication, 
including but not limited to, 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 within the course and scope of district 
employment, on/off school property, and/or within the workday.  
 

• Employees will be held to the same professional standards in the public use of 
electronic media as for any other public conduct in accordance with District 
policies and state and federal law.  

• Should an employee’s use of electronic media interfere 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.  

• Should an employee wish 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 any 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.  

• Employees are also responsible for maintaining privacy settings appropriate to the 
content of the social media, and are responsible for monitoring the social media 
source for appropriate content on a continuous basis.  
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An employee who uses electronic media for personal purposes shall observe the 
following:  
 

• Employees are expected to follow the District’s Acceptable Use Policy with 
regard to the use of personal social media.  

• Employees shall not set up or update the employee’s personal social network 
page(s) using the district’s computers, network, or equipment and/or during the 
employee’s duty day, if it affects the performance of professional duties.  

• Employees shall not use the district’s name, logo, pictures of students, facilities, 
related topics, or other copyrighted material of the district without express, 
written consent from the District.  

• Employees continue 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. This includes discussing any information online or 
otherwise that could lead to the identification of a particular student or in any manner 
violates the Family Education Rights and Privacy Act. (“FERPA”). [See Policy FL]  

Confidentiality of health or personnel information concerning colleagues, unless 
disclosure serves lawful professional purposes or is required by law. [See DH 
(EXHIBIT)]  

Confidentiality of district records, including educator evaluations and private e-mail 
addresses. [See Policy GBA]  

Copyright law. [See Policy EFE]  

Prohibition against harming others by knowingly making false statements about a 
colleague, students or the school system. [See DH (EXHIBIT)] 
 
USE OF ELECTRONIC COMMUNICATIONS WITH STUDENTS  
Policy DH 
 
A certified or licensed employee, or any other employee designated in writing by the 
superintendent or a campus principal, may communicate through electronic media with 
students who are currently enrolled in the district. The employee must comply with the 
provisions outlined below. All other employees are prohibited from communicating with 
students who are enrolled in the district through electronic media.  
 
The following definitions apply for the use of electronic media with students:  
 
Electronic communications include all forms of social media, such as text messaging, 
instant messaging, electronic mail (email), web logs (blogs), electronic forums (chat 
rooms), video-sharing websites (e.g., YouTube), editorial comments posted on the 
Internet, and social network sites (e.g., Facebook, Twitter, LinkedIn, Project Share). 
Electronic media also includes all forms of telecommunication such as landlines, cell 
phones, and web-based applications.  
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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. Unsolicited contact from a student through electronic means is not a 
communication.  
Certified or licensed employee means a person employed in a position requiring State 
Board of Educator Certification or a professional license, and whose job duties may 
require the employee to communicate electronically with students. The term includes all 
individuals identified in Chapter 21 of the Texas Education Code, classroom teachers, 
counselors, principals, librarians, paraprofessionals, nurses, educational diagnosticians, 
licensed therapists, and athletic trainers.  
 
ACCEPTABLE ELECTRONIC COMMUNICATION METHODS 
Electronic communication methods are deemed “acceptable” because they have been vetted for 
compliance with COPPA (Children’s Online Privacy Protection Act), have accounts that can be 
monitored by the District, and/or have data that is retrievable and may be produced as 
documentation, if required.   

• Skyward Family Access 
• District Email (Office 365)  
• Rockwall ISD Google Accounts 
• District-provided Teacher Webpages 
• District-provided Curriculum Resources (such as, Canvas, Edgenuity, eBackpack, etc)  
• Remind (Formerly, Remind 101) 

Note:  If teachers use Remind with students, they must have signed parent permission 
each year.  Parents can be directed to complete this form online in Skyward Family 
Access.  Staff members should purge their class lists at the end of each year. 

• Text Message (Follow text message guidelines listed below) [Policy DH (EXHIBIT)] 
• RANK 1 

 
An employee who uses electronic media to communicate with students shall observe the 
following:  
 

• The employee shall limit communications 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 may use any form of electronic media except text messaging.  
• Only a teacher, trainer, or other employee who has an extracurricular duty may use 

text messaging, and then only to communicate with students who participate in the 
extracurricular activity over which the employee has professional responsibility.  

• The employee is prohibited from knowingly communicating with students through 
a personal social network page; the employee must create a separate social network 
page through the District (“professional page”) for the purpose of communicating 
with students. The employee must enable administration and parents to access the 
employee’s professional page. Note that by creating a separate page for student 
communication, the employee is still held to the Personal Use of Electronic Media 
procedure for the page.  
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• The employee is permitted to communicate directly with any student, via electronic 
media, only in a professional capacity during reasonable hours. An employee may 
however, make public posts to a social network site, blog, or similar application at 
any time.  

• The employee does not have a right to privacy with respect to communications with 
students and parents in violation of this policy.  

• 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 [Policy DH (EXHIBIT)], including:  

o 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]  
• The employee is prohibited against soliciting or engaging in sexual conduct or a 

romantic relationship with a student. [See Policy DF]  
• Upon request from administration, an employee will provide the phone number(s), 

social network 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 written request from a parent or student, 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. 

    
 

  AFFORDABLE CARE ACT - ELIGIBILITY FOR DISTRICT HEALTH 
INSURANCE 
 
Due to changes mandated by the federal Affordable Care Act, a District substitute is 
eligible to enroll in TRS-Active Care if they work 10 or more hours per week. Hours 
worked for other school districts are not considered in determining whether a substitute is 
eligible for benefits through Rockwall ISD.  
 
Although the District reasonably expects substitutes to work at least 10 hours per week, 
we do not guarantee that you will receive 10 hours every week.   The District’s need for 
substitutes varies from week to week.  In some weeks, you may not receive any 
assignments.  Similarly, we understand that some weeks you may not be able to accept 
assignments due to illness or other personal reasons.  

If you are a returning substitute, you must enroll in or decline medical coverage 
during the annual open enrollment July 15, 2021 -August 20, 2021.  If you decline 
coverage, you cannot enroll again until the next plan year unless you experience a 
qualifying enrollment event.  
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During the open enrollment period from July 15, 2021 -August 20, 2021, it will be 
MANDATORY that you complete the TRS-Active Care Enrollment Application 
and Change Form.   The Affordable Care Act (ACA) requires the District to record 
benefit elections and declination for each individual employee.  
 
If you elect to enroll, you will be responsible for the full premium.  You must submit 
payment for one calendar month the first day of each month. If you fail to timely pay the 
monthly premiums, the district will proceed with the coverage cancellation 
process.  Your coverage may also be cancelled if you lose eligibility for TRS-ActiveCare. 

If you are a new substitute, you must enroll in or decline medical coverage within 31 
days from date of hire.    

A substitute who is enrolled in TRS-Active Care and who is then removed from the 
substitute roster becomes ineligible for health coverage and will be provided notice 
regarding continuation coverage under COBRA (if eligible).  Cancellation due to non-
payment is considered a voluntary drop:  Therefore you would not be eligible for 
COBRA. 

To access information on TRS-ActiveCare Health Insurance Plans, please go to:  
https://ffbenefits.ffga.com/rockwallisd/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://ffbenefits.ffga.com/rockwallisd/
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BULLYING 
 Policy FFI 
  
All employees are required to report student complaints of bullying to their campus 
administrator.  The District’s policy includes definitions and procedures for reporting and 
investigating bullying of students and is reprinted below: 
 
 

Note: This policy addresses bullying of District students. For 
purposes of this policy, the term bullying includes 
cyberbullying. 

For provisions regarding discrimination and harassment 
involving District students, see FFH. Note that FFI shall be 
used in conjunction with FFH for certain prohibited conduct. 
For reporting requirements related to child abuse and neglect, 
see FFG. 
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CONFIDENTIAL INFORMATION 
Substitutes are expected to keep information regarding the school, students, teachers, 
parents and administrators confidential, unless disclosure is required by law. 
 
STUDENT RECORDS 
Policy FL 
 
Student records are confidential and are protected from unauthorized inspection or use.  
Substitutes should take precautions to maintain the confidentiality of all student records. 
 
The following people are the only people who have general access to a student’s records: 

 
• Parents:  Married, separated, or divorced unless parental rights have been legally 

terminated and the school has been given a copy of the court order terminating 
parental rights. 

• The student: The rights of parents transfer to a student who turns 18 or is enrolled in 
an institution of post-secondary education. A district is not prohibited from granting 
the student access to the student’s records before this time. 

• School officials with legitimate educational interests. 
 
The RISD Student Handbook provides parents and students with detailed information on 
student records. Parents or students who want to review student records should be 
directed to the campus principal for assistance. 
 
ADMINSTERING MEDICATION TO STUDENTS 
Only designated employees may administer medication, nonprescription medication, and 
herbal or dietary supplements to students.  Exceptions apply to the self-administration of 
asthma medication, medication for anaphylaxis (e.g., EpiPen), and medication for 
diabetes management, if the medication is self- administered in accordance with District 
policy and procedures.  A student who must take any other medication during the school 
day must bring a written request from his/her parent and the medicine, in its original, 
properly labeled container. Contact the principal or nurse for information on procedures 
that must be followed when administering medication to students. 
 
 
CONTACTING PARENTS 
Substitutes should not contact parents directly regarding a student.  Notify office 
personnel, campus administration or a classroom teacher, should parent contact be 
deemed necessary. 
 
RELEASE OF STUDENTS 
Under no circumstances are students to be released from the classroom without written 
notice from an administrator’s office, the attendance office, the counselor’s office or the 
nurse. 
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SCHOOL PROPERTY 
It is expected that you will create an environment conducive to learning and will maintain 
good order wherever assigned.  You are legally and professionally responsible for the 
welfare of students and school property. 
 
ALCOHOL, DRUGS, AND TOBACCO PROHIBITED 
Substitutes shall not manufacture, distribute, possess, use or be under the influence of any 
substance during working hours while at a campus, on campus property, in District 
vehicles or at school related activities. 
 
WEAPONS PROHIBITED 
The District prohibits the use, possession or display of any firearm, illegal knife, club or 
other prohibited weapon as defined in FNCG (Legal) while at a campus, on campus 
property, in District vehicles or at school related activities. 
 
EMERGENCIES 
All Substitutes should be familiar with the safety procedures for responding to a medical 
emergency.  Employees should locate evacuation diagrams posted in their work areas and 
be familiar with shelter in place, lockout, and lockdown procedures.  Emergency drills 
will be conducted to familiarize employees and students with safety and evacuation 
procedures. Fire extinguishers are located throughout all District buildings. Employees 
should know the location of these devices and procedures for their use. 
 
WEATHER EVENT 

• Secure class roster. 
• Move everyone to an inside wall away from windows. 
• Direct students to “duck and cover” if necessary.  Follow instructions of campus 

administration. 
 
EVACUATION EVENT 

• Secure class roster and belongings. 
• Students are to file out in a single, orderly file to a primary exit as posted or 

directed by an administrator. 
• Close classroom door. 
• Be observant as you leave and make note of anything unusual or suspicious. 
• Move to location as directed by campus administrator or per information found in 

substitute folder. 
• Take an accurate account of students and immediately advise campus 

administration of any missing students. 
 
CRISIS OR LOCK-DOWN EVENT 

• Close classroom door and turn off the lights. 
• Keep students quiet and move everyone to an interior wall away from doors and 

windows. 
• Remain quiet until a campus administrator announces an “all clear”. 

 
Note:  If you are outside when a lockdown occurs, move students to the best secure 
location.  In any type of event, the students in your care are your first priority.  Stay 
as calm as possible, which will help the students remain calm. 
 



25 
 

 
 
 
 
 

 
2021-2022 

MONTHLY PAYROLL DATES 
 

 
 

   MONTH PAY DATE CUT OFF DATE PAY PERIOD 
SEPTEMBER 9/24/2021 9/4/2021 8/08/2021 – 9/4/2021 

OCTOBER 10/25/2021 10/2/2021 9/5/2021 – 10/2/2021 
NOVEMBER 11/19/2021 11/6/2021 10/3/2021 – 11/6/2021 
DECEMBER 12/17/2021 12/4/2021 11/7/2021 – 12/4/2021 
JANUARY 1/25/2022 1/1/2022 12/5/2021 – 1/1/2022 

FEBRUARY 2/25/2022 2/5/2022 1/2/2022 – 2/5/2022 
MARCH 3/25/2022 3/5/2022 2/6/2022 – 3/5/2022 
APRIL 4/25/2022 4/2/2022 3/6/2022 – 4/2/2022 
MAY 5/25/2022 5/7/2022 4/3/2022 – 5/7/2022 
JUNE 6/24/2022 6/4/2022 5/8/2022 – 6/4/2022 
JULY 7/25/2022 7/2/2022 6/5/2022 – 7/2/2022 

AUGUST 8/25/2022 8/6/2022 7/3/2022 – 8/6/2022 
 
 
Substitutes are paid monthly.  Scheduled pay dates are on the 25th of each month.  If the 
pay date falls on a Saturday or Sunday, payday will be the Friday before the weekend. 
 
Direct Deposit will be available by 8:00 AM on payday.  You may enroll in direct 
deposit at any time by completing the ACH Authorization Form, attaching a void check 
and sending it to the payroll office by the cutoff date (in order to be effective for the 
current pay period).    If you are already enrolled in Direct Deposit, please do not 
close your bank account without notifying the Payroll Department as soon as 
possible.   
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Substitute Pay Rates 
2021-2022 

 
LEVEL OF EDUCATION DAYS WORKED DAILY RATE OF 

PAY 
TX Certified 1 – 10 days $100.00/day 

Certified 1 – 10 days $100.00/day 
   

Degreed 1 – 10 days $90.00/day 
Non-degreed 1 – 10 days $80.00/day 
TX Certified 11 – 30 days 

in one consecutive assignment 
$110.00/day 

Certified 11 – 30 days 
in one consecutive assignment 

$110.00/day 

Degreed 11 – 30 days 
in one consecutive assignment 

$100.00/day 

Non-degreed 11 – 30 days 
in one consecutive assignment 

$90.00/day 

TX Certified 31 + days 
in one consecutive assignment 

$130.00/day 

Certified 31 + days 
in one consecutive assignment 

$130.00/day 

Degreed 31 + days 
in one consecutive assignment 

$115.00/day 

Non-degreed 31 + days 
in one consecutive assignment 

$105.00/day 

 
Registered Nurse                                    1-10 days                              $160.00/day 
Registered Nurse                                   11-30 days                             $170.00/day 
                                                                                        in one consecutive assignment                              
Registered Nurse                                   31+ days                                $200.00/day 
                                                                                        in one consecutive assignment 

DAILY RATES OF PAY ARE BASED ON YOUR LEVEL OF EDUCATION  
  (example: You make the same daily rate substituting for a Teacher, Instructional Assistant or 

Secretary). 
 

FRIDAYS = DAILY RATE + $10.00*  
*Applies to all Fridays unless you are filling a long term substitute assignment of 10+ 

days, in which case daily rate + $10.00 only applies to the first 10 days of the long term 
assignment.  

All rates of pay are based on an eight (8) hour day.  Half day jobs that 
extend past 4 ½ hours will qualify for a full day’s pay.   

 
Please be prepared to work the remainder of the day if asked. 
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