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Substitute Contact List
Annu Verma, HR Staffing Coordinator 972-429-3033
Tara Matthews, Director of HR

972-429-3034

Sub System 1-800-942-3767 or https://www.frontlineeducation.com/Home
School
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Address

Phone Number

Principal

Akin Elementary

1100 Springwood Ln

972-429-3400

Valerie Mann

Birmingham
Elementary

700 W Brown

972-429-3420

Tiffany Doolan

Bush Elementary

2000 Eagle Aerie Ln

972-429-2600

Maricela Helm

Cox Elementary

7009 Woodbridge Pkwy

972-429-2500

Diana Pecorino

Dodd Elementary

1500 W Park Blvd

972-429-3440

Nicole Duvall

Groves Elementary

1100 McCreary Rd

972-429-3460

Jill Vasquez

Hartman Elementary

510 S Birmingham

972-429-3480

Shawna Ballast

Smith Elementary

2221 FM 1378

972-429-2540

Kellye Morton

Tibbals Elementary

621 Waters Edge Way

972-429-2520

Melinda Sarles

Watkins Elementary

1301 Elm Rd

972-429-2580

Jennifer Speicher

Whitt Elementary

7520 Woodcreek Way

972-429-2560

Amber Teamann

Davis Intermediate

950 Park Blvd

972-429-3325

Barbara Rudolph

Draper Intermediate

103 Hensley Lane

972-429.3350

Beth Craighead

Harrison Intermediate

1001 S Ballard

972-429-3300

Christa Smyder

Burnett JHS

516 Hilltop Lane

972-429-3200

Ryan Bickley

Cooper JHS

101 Hensley Lane

972-429-3250

Shawn Miller

McMillan JHS

1050 Park Blvd

972-429-3225

Jon Peters

Wylie East HS

3000 Wylie East Drive

972-429-3150

Mike Williams

Wylie HS

2550 W FM 544

972-429-3100

Virdie Montgomery

Achieve Academy

400 Pirate Drive

972-429-2390

Melissa True

WISD MISSION STATEMENT
The mission of Wylie ISD is to sustain a culture of high expectations
while valuing unity, relationships, and trust.
A Code of Ethics for Substitute Teachers
Principle I
Professional Ethical Conduct
The substitute should endeavor to maintain the dignity of the profession by respecting and obeying the law,
demonstrating personal integrity, and exemplifying honesty.
Principle II
Professional Practices and Performance
The substitute, after qualifying in a manner established by law or regulation, shall assume responsibilities for professional teaching practices and professional performance and shall continually strive to demonstrate competence.
Principle III
Ethical Conduct Toward Professional Colleagues
The substitute in exemplifying ethical relations with colleagues, shall accord just and equitable treatment to all
members of the profession.
Principle IV
Ethical Conduct Toward Students
The substitute, in accepting a position of public trust, should measure success by the progress of each student toward realization of his potential as an effective citizen.
Principle V
Ethical Conduct Toward Parents and Community
The substitute, in fulfilling citizenship responsibilities in the community, should cooperate with parents and others
to improve the public schools of the community.
C. QUALIFICATIONS
All substitute teachers must hold a minimum of a high school diploma and provide an official transcript
conferring a bachelor’s degree or higher should they hold these degrees.
The district may give preference to the employment of substitute teachers who hold a valid teaching
certificate for long term assignments. Individuals holding a foreign degree must have degree transcripts
evaluated by an accredited international degree equivalency evaluator acceptable to the district and
meet the current criteria for substitute teachers.
D. EMPLOYMENT
Employment of a substitute occurs according to the current needs of the Wylie ISD and the qualifications of the applicant. Individuals desiring employment as a substitute teacher in the Wylie ISD are
required to complete an online application for substituting. Based on the review of the application, applicants may be asked to submit additional information, such as college transcripts and references, for
further consideration. Background checks and fingerprinting will be completed on all substitute applicants. Substitute applicants selected for employment will be notified regarding their orientation meeting
by email. Additional forms and appropriate processing will be required before employment.
E. RETIRED EMPLOYEES
An employee retired from a Texas school district, currently drawing pay from TRS, may substitute as
many days as desired following one complete calendar month of non-work. Substitute compensation for
retired Texas school district employees will be the usual and customary pay established for substitutes
in the District. For TRS purposes, a substitute is a person who serves on a temporary basis in the position of a current employee. If the position is vacant, the retiree is not a substitute for TRS purposes.
Individuals are responsible for contacting TRS to identify any ramifications, such as loss of benefits that
may occur due to employment as a substitute.
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F. Minimum Work Day Requirement
Wylie ISD requires all active substitutes to work a minimum of 2 days per semester or 4 days per school
year. This requirement does not apply to new substitutes hired mid-semester. Failure to work the minimum required days will result in termination of the substitute.
G. DRESS CODE
All employees shall observe modesty, propriety, and neatness in clothing and personal appearance. Examples of inappropriate clothing: Shorts, un-tucked shirts, sweat suits, wind suits, tops that bare the
midriff, cotton t-shirts, jeans. Please note that all substitutes may participate in any spirit day or college
shirt Thursday on a campus should they know PRIOR to working that day.
H. PROHIBITED ITEMS ON SCHOOL DISTRICT PROPERTY
Smoking or using tobacco products on district premises, in district vehicles or school-related activities is
prohibited. Possession or use of illegal drugs and/or alcoholic beverages is prohibited.
I. REMOVAL FROM THE SUBSTITUTE SYSTEM
Failure to comply with district policies, the guidelines established in the substitute handbook, and/or the
expectations of the substitute’s supervisor may result in adverse employment action against the substitute including, but not limited to, termination and/or removal from the district substitute system.
All substitutes should be aware that if the Human Resources Office receives, in writing, three complaints about the performance of a substitute, she/he may be suspended from service until a conference
is held with the Assistant Superintendent of Human Resources. The Superintendent may suspend or
dismiss a substitute employee without three written complaints, if such action is warranted and in the
best interest of the students or the district.
J. SUBSTITUTE PAY/PAY RATES
Pay checks are deposited directly into the employee’s bank account on or before the 28 th day of each
month. The payroll schedule is on the Wylie ISD website for your review.
Teacher Daily Rate for Degreed Substitutes:
$ 90.00 per day
Teacher Daily Rate for Non- Degreed Substitutes:
$ 80.00 per day
Registered Nurse Daily Rate:
$ 125.00 per day
Single Assignment - (21 days or longer) $ 125.00 per day
Must hold an active teaching certificate to long term substitute teach.
Paraprofessional Daily Rate:
$ 70.00 per day

NOTE: The pay rate for half-day assignment is one-half the daily rate for teachers and four (4)
hours for paraprofessionals.
Each substitute is encouraged to keep a personal record of each job number and dates worked. If
there are any discrepancies in the amount of your check and the number of days worked, the substitute
should contact the campus in which they worked and/or the Payroll office at 972-429-3030.
K. BENEFITS
A substitute who is regularly scheduled to work 10 or more hours per week may be eligible for coverage
under a TRS-ActiveCare medical plan. The district does not contribute to the premium cost for substitutes, so you would be responsible for the full premium amount. Only medical plans are available to
substitutes – not dental, vision, or other types of plans. For details about the premium amounts, benefits, and enrollment rules for the TRS-ActiveCare medical plans, please contact the WISD benefits department for information.
When can I enroll?
 Within 31 days of becoming eligible (being regularly scheduled to work 10 or more hours per week);
 Within 31 days of a qualifying change in status (for example, an involuntary loss of other coverage);
 During the annual open enrollment period prior to the September 1 start of the new plan year.
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Because of the deadlines for each of these situations, it is extremely important that you
contact the benefits department immediately if you qualify to enroll.
If I enroll, when would coverage terminate?
On the last day of the month in which you are no longer scheduled to work 10 or more hours per week,
or termination with the district.
If you have any questions regarding the medical plans, please contact our Benefit Coordinator:
Brooke.Rannebarger@wylieisd.net or (972) 429-3030, Educational Service Center, 951 S. Ballard, Wylie,
TX, 75098 (Monday – Friday, 8:00 a.m. – 4:30 p.m.)
J. INCLEMENT WEATHER
If the weather requires schools to close, an announcement will be made on all major radio and television stations as well as the Wylie ISD website. It is the substitute's responsibility to listen for school
closings or delays. If school will be closed, the assignment assigned for that day would be considered
canceled.

Substitute Duties and Responsibilities
A. DUTIES AND RESPONSIBILITIES OF SUBSTITUTE TEACHER
Substitute teachers are expected to observe the same ethical codes as the regular teacher. It is
important that a professional attitude toward your work be maintained at all times.


Arrive at least 15 minutes before the start of school each day. If you receive a call late in the morning and will be unable to arrive before school starts, telephone the campus and advise them of your
time of arrival.



A substitute teacher is expected to remain on duty from the time of arrival until the end of the
school day, or until your duties are fulfilled. A building administrator may assign other duties or another class during conference periods or unscheduled times.



Upon arrival, report to the office and sign in and acquaint yourself with the fire and emergency drill
regulations, assigned exits, and refuge area procedures.



You should receive lesson plans, attendance rolls, and a schedule for the day. If you cannot locate
these items, check with the team leader or office staff for assistance. It is important that you follow
the lesson plans provided by the teacher.



Leave the teacher a report of the work accomplished and any problems you encountered.



The substitute has the same responsibility for students, equipment and materials as the
teacher for whom he/she is substituting.



If a child becomes ill or has an accident while at school, the child should be sent to the nurse’s office. In case of a serious injury, send for the school nurse or administrator immediately. Under no
circumstances should a substitute teacher administer medicine of any kind to a student.



If a serious problem should arise during the day, notify someone in the school office. This is a good
protection for you, the school, and the district.
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B. General Policies
Release of Children: Any outsider who comes to the classroom for information about a child or who
comes to the classroom asking that a child be released from school must be directed to the principal’s
office. In any event, children are not to be released from the classroom without official notice from
the campus office.
School Property: It is expected that substitutes will maintain good order wherever assigned and
create conditions that are conducive to a good learning situation. The regular classroom teacher is
legally and morally charged with the school property as well as the welfare of the children, and no
less is expected of the substitute teacher.
Professional Confidence: Substitute teachers are expected to hold in professional confidence any
information about the school (pupils, teachers, parents, and principal) which might be gained while
substituting.
Assignments: The AESOP System will contact the substitute for services. If at all possible, you will
be contacted before the required day. When it is not possible, you will be called the morning of the
day you are needed to substitute.

C. Student School Day Hours
Elementary School/Achieve Academy 7:30 a.m. – 2:40 p.m.
Intermediate/Junior High 8:15 a.m. – 3:30 p.m.
High School 9:00 a.m. – 4:15 p.m.
*Please arrive at the schools at least 15 minutes prior to the school start time.

D. Campus Emergency Procedures
The substitute should familiarize himself/herself with the alarm system used to indicate fire or other
emergency and be prepared to properly direct the students in these situations. An Emergency Quick
Reference Guide is provided to all substitutes during the new hire orientation.

E. Classroom Management
· Review and follow posted classroom disciplinary procedures. Most classes have their procedures
outlined and clearly visible.
· NEVER administer corporal punishment or physical contact of any kind.
· If there are no disciplinary procedures posted in the classroom, check with the team leader.
· Be friendly but firm and consistent and be sure students understand what is expected of them.
· Show respect for each student. Sarcastic or belittling remarks are not acceptable.
· Show enthusiasm and confidence.
· If you have a question, ask a responsible student for help.
· Learn as many students’ names as quickly as possible.
· Student movement should be minimal, (e.g. Have students pass papers forward or you pick
them up. Do not permit wandering, pencil sharpening, etc.)
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F. Suggestions for Good Discipline
All substitute teachers are expected to assume responsibility for the discipline in their groups and to
assist in the correction of all other irregularities that may occur. Substitute teachers are charged with
the responsibility of informing students on proper building procedures and rules of conduct. They are
equally obligated to correct students for misconduct in the building or on the school grounds. Every
reasonable effort should be made by teachers in attempting to solve discipline problems before they
are referred to the principal. Occasionally something may occur which warrants the exclusion of a pupil
from the class or school. Exclusions from the class or study halls by the teacher in charge are to be
referred to the principal. The removal of a student from class or school may be effected by the principal after consultation with the teacher.
Conditions that may lead to the removal of a student from class include the following:


Disruptions of educational process.



Failure of the student to comply with the normal routine of the classroom.



Insubordination.



Repeated truancy from the class.

The removal of a student from class should only be initiated after all other attempts to correct or discipline the student have failed. Substitute teachers should at all times exhibit to their pupils a reasonable degree of dignity, courtesy and congeniality. They should give every consideration to any inquiries
that may arise during class without permitting the pupil to be subjected to ridicule. No sarcasm, bitter or cutting speech should be uttered. Substitute teachers should maintain effective order and control at all times and will be supported in the use of reasonable punishment to accomplish this objective. Substitute teachers should avoid corporal punishment to enforce authority or compel obedience
when good order can be preserved by milder means. The use of physical force by a teacher should be
limited to those situations where it is necessary to prevent injury to another person or self or for the
preservation of property. In no case should a substitute teacher strike a pupil.
G. Public Relations
Wylie Independent School District operates under the policies established by the Board of Trustees. Certain procedures and guidelines to those policies may vary from campus to campus, however,
uniform policy compliance is expected.
Because substitutes are exposed to these differences as they move from campus to campus, they often have the opportunity to compare administrators, teachers, schools, and even students. They also
have the opportunity to create good or bad impressions as they react to the differences of the individual campuses and engage in conversation with other members of the Wylie community.
Rather than to negatively criticize any school, administrator, teacher, or student, and possibly create a
false impression or misunderstanding, substitutes are urged to offer whatever suggestions they might
have for improving our schools to the various campus principals.
It is considered unethical and unprofessional for a substitute, or any school employee, to negatively
criticize schools, school staff, or students while engaged in conversation with those outside the
schools, but positive suggestions about the betterment of our schools are always welcome from substitutes.
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H. General Information
The substitute should notify Human Resources, of any change in address or phone number; also the
substitute should notify HR if he/she wishes to be removed from the substitute list.
I. Professional Responsibilities
Your professional responsibilities as a substitute teacher involve many aspects:
· Provide honest feedback to the regular teacher.
· Maintain a professional attitude toward your work.
· Plan to spend the entire time working with and for the students. You are expected to carry out
the program outlined by the regular teacher and are not employed simply to maintain order.
J. Conclusion
Being a substitute is not easy. It requires the ability to spontaneously walk into any classroom setting
and carry out the daily activities, as would the regularly assigned teacher. In addition to being ready on
a moment’s notice, substitute teachers are also required to demonstrate quality in their teaching and
professionalism in the way they relate to students, parents, and district employees. We hope the suggestions and ideas presented in this handbook will help you in this challenge. We also hope that you
will realize you are an integral part of our school district. We appreciate you and your commitment to
the students of Wylie ISD.

9

1100 Springwood Lane
972-429-3400
Valerie Mann, Principal 972-429-3405
Megan Porter, Assistant Principal 972-429-3406
Becky Hogan, Secretary 972-429-3403
Expectations from Substitutes
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Please arrive on time….if you are going to be late, PLEASE call and
inform us that you are on your way.
Sign in at the front office and get your room key and attendance sheet.
Check the teacher’s BOX in the morning AND after lunch that is
located in the lounge.
Please don’t leave for lunch, because we worry.
Please stay for after school duties, until all the kids have been picked
up.
After you have completed your after school duties, please check out
and return your room key in the office.
If you have questions or need help during the day, please do not hesitate to ask, we want you to feel comfortable, because we appreciate
you!!!!

BIRMINGHAM ELEMENTARY
SUBSTITUTE HANDBOOK

Tiffany Doolan, Principal 972-429-3425
Suzanne Kishindo, Assistant Principal 972-429-3426
Teri Austin, Campus Secretary 972-429-3423

SUBSTITUTE INFORMATION
Please follow Wylie ISD Dress Code.
Please arrive on time. If you are going to be late, please contact
the secretary at 972-429-3420. Once your arrive on campus,
you will be required to sign in at the front office. Please make
sure you are wearing your Wylie ISD badge.
Please be aware that you may be asked to do before school or
after school duties.
There may be times when you are asked to help in a different
area than your original assignment.
Birmingham is a wonderful school to substitute in. We hope
you will enjoy your experience and become a familiar face on
our campus.
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SUBSTITUTE HANDBOOK
2000 Eagle Aerie Ln
Wylie, TX 75098
972-429-2600
Maricela Helm, Ed. D., Principal 972-429-2605
Deanna Long, Ed. D., Assistant Principal 972-429-2606
Maria Barrientos, Secretary 972-429-2603

Expectations from Substitutes
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Please arrive on time….if you are going to be late, PLEASE call and inform us that you are on your way.
Sign in at the front office and get your room key and attendance sheet.
Check the teacher’s BOX in the morning AND after lunch.
Please don’t leave for lunch, because we worry.
Please stay for after school duties, until all the kids have been picked up.
After you have completed your after school duties, please check out and return your room key in the office.
If you have questions or need help during the day, please do not hesitate to
ask, we want you to feel comfortable, because we appreciate you!!!!

“Lighting the Way to Learning”

Cheri Cox Elementary School
7009 Woodbridge Parkway
(Corner of Woodbridge Parkway & Creek Crossing)
Sachse, Texas 75048 - (972) 429-2500

Diana Pecorino, Principal ............................. (972) 429-2505
Jennifer Wiseman, Assistant Principal .......... (972) 429-2506
Christine Finnie, Campus Secretary .............. (972) 429-2503
Substitute hours are 7:00 am – 3:00 pm (If morning only 7:00 – 11:00 am, if afternoon only
11:00 am – 3:00 pm). If you are going to be late, please call the office to notify us when
you will be arriving.
Please arrive promptly and report to the main office. You will sign in and receive the class
attendance list. Please return attendance sheet to the main office by the official attendance time, 9:00 am.

If you have any questions throughout the day, please feel free to ask any of the other teachers on the team.
If you need to leave the campus for any reason, please notify the campus secretary.
Please be aware that you may be asked to do before or after school duty. There may be times
when you are asked to assist at recess or lunch duty during your conference time.
PLEASE REFRAIN FROM ALL CELL PHONE USAGE (PHONE OR TEXTING) DURING CLASS TIME. Your main focus should be our students.
Conference time: Feel free to use this time to go over your lesson plans for the remainder of
the day. The teacher’s lounge is for your use as well. There is a coke machine and you
may help yourself to coffee.
Please leave the teacher a note on how your day went with any problems or issues that may
have occurred.
We appreciate you being a substitute here at Cox Elementary!
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DODD ELEMENTARY
SCHOOL
1500 Park Blvd. * 972-429-3440
Nicole Duvall, Principal
Jessica Branch, Assistant Principal
Jennifer Herrera, Campus Secretary
Michelle Goldberg, Attendance Clerk

972-429-3445
972-429-3446
972-429-3443
972-429-3444

Substitute Expectations
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Please arrive on time. If you are going to be late,
please call the school office and let us know when
you will be arriving. If we do not hear from you by
7:45 am, the job will be re-assigned.
Upon your arrival to campus, go to the main office
and sign in the computer under substitute. The Attendance clerk will give you an attendance sheet.
Check the teacher’s mailbox (main office) for class roll
and other important information.
When leaving campus for any reason during the day,
please notify the office staff.
A folder will be awaiting you in the classroom with all
the information you need to have a successful day.

GROVES ELEMENTARY
1100 McCreary Road
Wylie, Tx 75098
972-429-3460
Students Arrive: 7:00 am.
First Bell: 7:20 am.
Classes Begin 7:30 am.
End of Day Dismissal 2:30 pm.
“Building the Future One Student at a Time”
SUBSTITUTE EXPECTATIONS
Please arrive by 7:00am. If you are going to be late, please call the school
office and let us know.
Upon arrival please sign in on the computer, under substitute sign in.
Check the teacher’s mailbox fir st thing in the mor ning and after lunch.
(Located in the main office)
Please do not leave the campus at lunch.
If you are assigned to after school duties please stay until all children are
picked up.
A substitute folder will be on the teacher’s desk along with instructions for the
day.
Please leave the teacher a note of how your day went and any problems you
may have had.
If you need any assistance feel free to ask other teachers or the campus
secretary.
ALWAYS BE POSITIVE.
Thank you for helping us help children.
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510 S. Birmingham
972-429-3480
Shawna Ballast, Principal 972-429-3485
Krista Wilson, Assitant Principal 972-429-3486
Rita Denteh, Secretary 972-429-3483

A brief overview of Expectations from Substitutes:









Please arrive on time…if you are going to be late, please call the office and
inform us that you are on your way.
Check in at the main office, and when leaving the building check out in the
office.
Check the teacher’s mail slot located in the main office in the morning and
after lunch.
Please remain on campus during lunch.
Please stay for after-school duties until all children have been picked up.
If you have any questions or need help at any time during the day, please do
not hesitate to ask. We want you to feel comfortable because
WE APPRECIATE YOU!
DRESS ATTIRE: Professional dress is expected.

Thank you for being a part of Hartman Elementary!!
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SMITH ELEMENTARY SCHOOL
2221 FM 1378 * 972-429-2540
Kellye Morton, Principal

972-429-2545

Jamie Fletcher, Assistant Principal

972-429-2546

Pam Brunskill, Campus Secretary

972-429-2543

Cindy Smith, Attendance Secretary

972-429-2544

Sub Expectations:


Please arrive no later than 7:00. If you are going to be late, please call the school
office and let us know when you will be arriving. Upon arrival, please sign in on the
substitute sign in form behind the secretary’s desk and sign out at the end of the
day before leaving.



Check the teacher’s mailbox (main office) for class roll and other important information. When leaving campus for any reason during the day, please notify the office staff.



A folder will be awaiting you in the classroom with all the information you need to
have a successful day a successful day.



If you have after school duties, please stay until all children are picked up. Please
leave the teacher a note of how your day went and any problems that may have occurred.



Thank you for substituting at Smith Elementary, we appreciate you and hope you
feel welcome at our campus!
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Tibbals Elementary School
621 Waters Edge Way
Murphy, Texas 75094
972-429-2520

Class begins at 7:30 and ends at 2:30
*Please arrive at 7:00 am. If you are going to be late please call the school office at
972-429-2520 to let us know.
*Upon arrival, please sign in on the substitute sign in form behind the secretaries desk
and sign out at the end of the day before you leave. Do not forget to write down your
job number.
*Check the teachers mailbox first thing in the morning and after lunch.
*Please stay on the campus for lunch, however, if you need to leave please let the
secretary know and sign out on the staff sign out sheet.
*If you have after school duties please stay until all children are picked up.

*A substitute folder will be on the teacher’s desk along with instructions for the day.
*If you have any questions throughout the day feel free to ask any of the other
teachers on the team.
*If you have discipline issues that you need assistance with please contact another
teacher in that grade level and they will handle it from there.
*Please leave the teacher a note of how your day went and any problems that may
have occurred.
*Conference time: Feel free to use this time to go over your lesson plans for the
remainder of the day. You are welcome in the teachers lounge. The lounge has a
coke machine and you may help yourself to coffee or tea. There may be times that
you will be asked to cover recess or lunch duty during your conference time.

Melinda Sarles, Principal 972-429-2525
Lori Robertson, Asst. Principal 972-429-2526
Cori Green, Campus Secretary 972-429-2523
Sonia Walker, Attendance Clerk 972-429-2524
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Wally W. Watkins Elementary
1301 Elm Road
Wylie TX 75098
972.429.2580
Jennifer

Principal
Assistant Principal
Wright,

972.429.2586
972.429.2583

Patty Tetreault, PEIMS

Substitute hours at the elementary level are 7:00am-3:00pm. (If morning only
7:00am-11:00am; afternoon only 11:00am-3:00pm)
Please arrive promptly and report to the main office. Here you will receive the
key to the classroom and the daily attendance roster. If leaving during
lunch, please notify office staff and when leaving for the day, please return
classroom key.
Professional dress is a Wylie ISD rule as well as a Watkins rule.
WISD substitute login – WISDsub, password – 2te@ch4U
You will find other school information, lesson plans, classroom schedule, etc. on
the teacher’s desk in the Substitute Folder.
No before or after school duties are required. Recess and cafeteria duties
may be necessary.
Check with other teachers in your hall and/or office staff during conference/
rotation times for additional assignments.
There will be no personal cell phone use during class.
The teacher’s lounge is available for your use.
If running late, please call the main office so we can be sure students are supervised until your arrival (972.429.2580).
If you have any questions or need help at any time during the day, please do
not hesitate to ask. Thank you for being here!
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Don Whitt Elementary School
Class begins at 7:30 and ends at 2:30
Thank you for substitute teaching at Whitt Elementary School. Below
you will find some helpful hints, phone extensions and general guidelines to
help your day go as efficiently as possible.
*Please arrive no later than 7:00. If you are going to be late please call the school office at 972-429-2560
and let us know.

*Upon arrival, please sign in on the substitute sign in form behind the secretary’s desk.
*There may be times when you are asked to help in a different area than your original assignment.
*Check the teacher’s mailbox first thing in the morning and after lunch.
*Please stay on the campus for lunch, however, if you need to leave please let the secretary know and
sign out on the staff sign out sheet.
*If you have after school duties, please stay until all children are picked up.
*A substitute folder will be on the teacher’s desk along with instructions for the day.
*If you have any questions throughout the day, feel free to ask any of the other teachers on the team.
*If you have discipline issues that you need assistance with please contact another teacher in that grade
level and they will handle it from there.
*Please leave the teacher a note of how your day went and any problems that may have occurred.
*Conference time: Feel free to use this time to go over your lesson plans for the remainder of the day.
You are welcome in the teacher’s lounge. The lounge has a coke machine and you may help yourself to
coffee.
If you need immediate assistance please call the office and we would be happy to help you.

Amber Teamann, Principal 972-429-2565
Shawnell Bradshaw, Asst. Principal 972-429-2566
Patty McKenna, Campus Secretary 972-429-2563
Patricia Shahan, Attendance Secretary 972-429-2564
Emily Roberts, Counselor 972-429-2569
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Davis Intermediate School
950 Park Blvd.
Wylie, Texas 75098
972-429-3325

Substitute Expectations
Arrive on time – If you are going to be late, please call the school office and let us know when
we can expect you.
Aides- 7:45 a.m.
Teachers – 7:45 a.m.

If you should receive a late call requesting you to come and sub, please let us know that you
just accepted the job and when we can expect you.
Dress Professionally
Upon arrival please check in with Stacey Cobb. Stacey can be located in the front office in
Room 404.
At that time she will have you sign in, and she will give you a sub-folder.
Review and understand the day’s schedule and always walk with your class as the classes
change. (this also includes lunch)
Please remain on campus during lunch.
Good discipline is expected in the classroom, lunchroom, halls, etc. Students are to be
supervised at all times.
Please limit the number of students that are sent to the nurse.
If a student needs to come to the office, please send a note with an explanation for the visit.
Should you need any help or have any questions please let us know.
Thank you for substituting at Davis Intermediate we appreciate you and want you to feel
welcome.

Barbara Rudolph, Principal
Paige Hoes, Assistant Principal
Tina Pousson, Campus Secretary
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972-429-3330
972-429-3331
972-429-3328

Draper Intermediate School
Beth Edge, Principal
Joanne Montes Asst. Principal

Cody Summers, Asst. Principal

103 Hensley Lane * Wylie, TX 75098 * (972) 429-3350 * (972) 442-9317 Fax
Welcome to Draper IS!
We are very appreciative of the skills substitutes provide on our campus. Without your help our students would not receive
their full educational benefits each day. In order to make your job easier, teachers are asked to provide detailed plans for
the day. We also ask for you to please take time to read the following information.
Arrival:

Full Day & Half-Day AM Arrival Time: .................................. prior to 7:45 am
Half-Day PM Arrival Time ....................................................... prior to 11:45 am

Please report to the office where the receptionist will direct you to the sign-in/sign-out computer. When you substitute at
Draper IS please arrive before 7:45 am. Our students are released to go to the classroom at 7:45 am and we need teachers/subs to be in classrooms ready to greet and supervise the students. Our tardy bell rings at 8:15 am at which time all
students should be in the classroom ready to work.
Lunch
Subs working a full day will have a 30 minute lunch break. (Half day subs do not receive a lunch break). Lunch times vary
according to class schedules. You are welcome to have lunch in the teacher lounge or to leave campus for lunch. If you
choose to leave campus you must sign out in the office and when you return you must sign back in. Remember you will need
to be back on campus ready to pick students up from lunch on time.
Teacher Conference Periods
Draper IS teachers have a conference period during the time their students are in Elective/PE classes. Subs are asked to
report to the office during this conference period. In order to use the valuable skills of a sub we may ask the sub to help
out in another classroom/library during this time. If the conference period coincides with lunch periods we may ask for
you to assist in helping to ensure the safety of our students during the lunch periods. We will always make sure you have
sufficient time for lunch and to return to class on time.
End of Day
Our students are dismissed at 3:30 pm. If the teacher you are subbing for has an after school assignment we ask for your
help in ensuring the safety of our students during dismissal. You will be back in the classroom by 3:40 just in time to make
notes and leave on time. Please take a few minutes to leave a note for the teacher to explain what lessons the students
accomplished or discipline issues you may have experienced. In order to make future substitute jobs of substitutes go
smoothly, we are open to any suggestions or complaints. When you leave campus please remember to check out on the computer in the office.
Reassignments
Occasionally our needs may require your assignment be changed to a different classroom in order to provide the best educational setting for our students. You will always receive the same teacher’s pay if we switch you to a para position and if
you are changed to a teaching position we will change AESOP to reflect the change.
For any questions/discipline issues during the day, please use the classroom phone and dial one of the following numbers:
3352, 3353, 3355, 3356, 3357 or 3359. For the nurse dial 3358.

Help For All Who Pass This Way To Learn and Grow and Care
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Harrison Intermediate
Expectations from Substitutes

Please arrive on time 7:45 a.m.. School starts at 8:15 a.m. and ends at 3:30 p.m.
If you are running late, please call 972-429-3303 or 972-429-3302 and let us know.
Please follow the “Professional Dress” code for District Employees.
Check in with the campus receptionist upon arrival. Upon checking in at the office
you will be given a map with the classroom location highlighted. Also at this time
any special instructions will be given to you.
Check the teacher’s mailbox in the morning and after lunch. Mailboxes are located
in the teacher workroom, Room 102.
Should any issues arise in the classroom in which you will be needing assistance,
you may contact office personnel at the following extensions: 3302, 3303 or 3314.
Please don’t leave campus for lunch. If you must leave the campus PLEASE come
sign out in the office.
Please do not hesitate to ask questions. We want you to feel welcome at our
campus. We want to assist you in any way possible. Thank you for being part of
our school. We appreciate you!!!

Dr. Christa Smyder, Principal:
Vanessa Hudgins, Assistant Principal:

972-429-3303
972-429-3303

Carrie Boyd, Secretary:

972-429-3303

Lisa Davis, Attendance:

972-429-3314

Ida Martinez, Receptionist:

972-429-3302
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Burnett Junior High School
516 Hilltop Lane, Wylie, Texas 75098
972-429-3200
Mike Evans, Principal 972-429-3205
Jesse Chavoya, Assistant Principal 972-429-3206
Jaimi Deere, Campus Secretary 972-429-3203
Nikki Cooper, Attendance Clerk 972-429-3204

Expectations of Substitute Teachers


Please arrive on our campus by 7:45 a.m. Our classes begin at 8:15 a.m. and end at 3:30 p.m. If you should
have an emergency that will not allow you to be on time, please contact the campus secretary at
972-429-3203.



Substitutes are expected to remain on campus until the end of the school day. If you choose to leave campus
for lunch, please sign out in the secretary’s office and then sign back in when you return. Cafeteria lunches for
adults are currently $3.00. Substitutes are also welcome to eat in our teachers’ lounge. If you need to
refrigerate your lunch, just let us know.



Should you be substituting for a teacher that has a conference 1 st period, you’re still expected to report to the
campus by 7:45 a.m.



Dress appropriately by following the district’s professional dress guidelines. If you are substituting in P.E. and
wearing sports attire, please be sure that it is district approved. Upon leaving the gym to enter the main
campus, substitutes must be dressed professionally.



When you arrive, check-in at the campus secretary’s office. There you will sign in and wait for the attendance
clerk to give you the attendance sheets, and the necessary information for your teaching assignment(s) for the
day. Please remember to be flexible throughout the day. Situations may arise that require a substitute to assist
in classes other than the original job request.



Your students MUST be supervised at all times. Supervision of students should be your top priority.



IMPORTANT DISTRICT POLICY: Tobacco products are not allowed on school property.



Thank you for choosing to be a part of our school. We hope that you will feel welcome and will enjoy your
assignment(s) at Burnett Jr. High School. If you have any questions or need assistance, please let us know.
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COOPER JUNIOR HIGH SCHOOL
101 Hensley Lane, Wylie,TX 75098
972-429-3250
Shawn Miller, Principal 972-429-3255
Paulette Jones, Assistant Principal 972-429-3256
Stacy Banks-Knighten, Campus Secretary 972-429-3253
Expectation of Substitute Teachers
•
PLEASE arrive on time! Class begins at 8:15 a.m. so you will need to be on
campus by 7:45 a.m. If you are going to be late, please call 972-429-3250 to inform us
that you are on your way.
•
Check-in at the Campus Secretary’s office. She will have you sign in and give
you your schedule for the day.
•
Even if you are subbing for a teacher who is on conference 1 st period, you still
need to report at 7:45 a.m. in case we need you to help someplace else.
•
Check the teacher’s MAILBOX in the morning AND after lunch. The teacher’s
boxes are located in Room B606.
•
Please do not leave the campus for lunch. If you must leave the campus,
PLEASE sign out in the Secretary’s office and sign back in so we know you have
returned.
•
DRESS ATTIRE: As stated in the Wylie ISD Professional Dress Code Policies.
Available online at Wylie ISD website. Note: P.E. subs may wear shorts only in gym
area.
•
If you are in class and have a problem with a student, call the main office
number at EXT. 3250 and we will get someone to help you.
•
IMPORTANT DISTRICT POLICY: There is absolutely no smoking allowed on
school property.
•
If you have questions or need help during the day, PLEASE do not hesitate to
ask. We want you to feel comfortable! We appreciate the help you are giving to us.
All the teachers and staff at Cooper Junior High would like to thank you
for being part of our school and our student’s lives!
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McMillan Junior High School
1050 Park Blvd, Wylie, TX 75098
972-429-3225
Jon Peters, Principal 972-429-3230
Expectation of Substitute Teachers


PLEASE arrive on time! Class begins at 8:15 a.m. so you will need to be on campus by
7:45 a.m. If you are going to be late, please call 972-429-3227 to inform us that you are
on your way.



Check-in at the Campus Secretary’s office. She will have you sign in and give you your
schedule for the day. Her office is located through the main office and is the first door on
the right. If she is not available, check with the receptionist in the front office.



Even if you are subbing for a teacher who is on conference 1st period, you still need to report at 7:45 a.m.. in case we need you to help someplace else.



Please do not leave the campus for lunch. If you must leave the campus, PLEASE sign out in
the Secretary’s office and sign back in so we know you have returned.



DRESS ATTIRE: As stated in the Wylie ISD Professional Dress Code Policies. Available online
at Wylie ISD website.



If you are in class and have a problem with a student, call the main office number at EXT.
3225 and we will get someone to help you.



IMPORTANT DISTRICT POLICY: There is absolutely no smoking allowed on school property.
Any questions, please come by the office and see the secretary.



If you have questions or need help during the day, PLEASE do not hesitate to ask. We want
you to feel comfortable! We appreciate the help you are giving to us.

All the teachers and staff at McMillan Junior High would like to
thank you for being part of our school and our students’ lives!!
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Wylie East High School
Home of the Raiders
3000 Wylie East Drive, Wylie, Texas 75098
972-429-3000
Mike Williams, Principal 972-429-3155
Casey Whittle, Associate Principal 972-429-3173
Christi Hannon, Campus Secretary 972-429-3153

Keith Kirkpatrick, Assistant Principal, coordinates substitute teachers for Wylie East High
School. To contact him please call 972-429-3181. If he is not available please leave a message
or contact Stacey Banks at 972-429-3180 for assistance.

Expectations of Substitute Teachers
School Day—WEHS hours are 9:00 a.m. until 4:15 p.m. Substitute hours are 8:30 a.m. until 4:30 p.m.
with a 30 minute lunch. We ask that you arrive at 8:30 a.m. so you can begin your day prepared and
without being rushed. If you are going to be late or if you receive a call late in the morning and will be
unable to arrive before school starts, contact Stacey Banks at 972-429-3180 and advise her of your expected time of arrival. Should you be subbing for a teacher that has a conference 1st period, you still
must report to the campus at 8:30 a.m.
Check-In—When you arrive, check-in at Student Services Office 805. There you will sign in and be
informed about your day. Please remember to be flexible, throughout the day situations may arise that

require a substitute to assist in classes other than the original job request.
REMEMBER—Students MUST be supervised at all times.
Conference Periods—Substitutes may find that the teacher they are substituting for has an off period. If
substitutes have an off period they are to check in with Mrs. Banks in 805 or ext. 3180 to see if there is a
need for them and/or to let someone know where they will be in case they are needed later.
Check-Out—When the substitute has finished the assignment for the day, he/she is to leave the teacher’s sub folder/materials in the location designated by the teacher in the sub instruction. If there is a question about where to leave the materials, the substitute should take the materials to Students Services Office 805.
Leaving Campus—Substitutes are expected to remain on campus for the duration of their assignment.
However, if a situations arises where you need to leave our campus, PLEASE sign out in Student Services Office 805 and sign back in when you return so we will know you have returned.
Dress Code—Since substitutes are temporarily a part of the teaching staff, they should dress appropriately and professionally. The professional dress code guidelines can be found by going to the Wylie ISD
web page, Staff Services, Main Page, Employment, Professional Dress Standards.
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Wylie High School
2550 W. FM 544
972-429-3100

Virdie Montgomery, Principal 972-429-3105
Angie Nichols, Associate Principal 972-429-3127
Dana Roberts, Assistant Principal 972-429-3132
Cheryl Scott, Assistant Principal 972-429-3136
Tammie Sullivan, Assistant Principal 972-429-3126
Jennifer Chappell, Substitute Coordinator 972-429-3130
School Day – The school day for Wylie High School is from 9:00 to 4:20. Please arrive by
8:30. If you receive a call late in the morning and will be unable to arrive 30 minutes
before the start of school, please call 972-429-3130 and advise Mrs. Chappell of your
arrival time.
If you are subbing for a teacher with 1st period conference, please still report by 8:30, as we
may need your help in another area.
Parking – please park in the designated parking spot that was indicated in the notes section
of AESOP. If a parking spot number was not listed in AESOP by the teacher, please
park in visitor parking.
Check In – Please sign in with Mrs. Chappell in the Student Services Office, room 240.
She will have your schedule/assignment for the day.
Substitutes are expected to remain on duty from the time of arrival until the end of the
school day.
You may be assigned other duties or another class during conference periods or unscheduled times.
If the teacher has an assigned Duty (lunch, hallway, after school) you are expected to
be there.
Check Out – Please leave the sub folder/materials in the location designated by the teacher
in the sub instructions. Please sign out with Mrs. Chappell in room 240.
If you are in class and have a problem with a student, please call the main office at EXT.
3100, Mrs. Chappell at EXT. 3130, or any Assistant Principal listed above. We will get
someone to help you.

We very much appreciate your help with our students at Wylie High School.
We are here to assist and support you in order to make your day an enjoyable one on our campus. You are an important part in the success of our
school and we thank you!!

28

29

Achieve Academy
400 Pirate Drive
Wylie, Texas 75098
972-429-2390
Melissa True, Principal
Stacy Klem, Principal’s Secretary
If you have any question please come to the Achieve Academy office and we will
be glad to assist you in anyway.
Substitute Assignments:


School Day- The school day at Achieve Academy is 7:30 to 2:30. Please arrive 30
minutes before the start of the day. If you receive a call late in the morning and will
be unable to arrive before school starts, telephone the campus and advise them of
your expected arrival time.



Check-In- Upon arriving on campus, please check in at the Achieve Academy Office
and we will send you to where you are assigned.



Substitutes are expected to remain on duty from the time of arrival until the end of
the school day. Mrs. Tinsley may assign other duties or another class during
conference periods or unscheduled times.



Check-Out- When the substitute has finished the assignment for the day he/she is to
leave the teacher’s sub folder/materials in the location designated by the teacher in
the sub instructions. Please check out at the office.



Leaving Campus- Substitutes are expected to come to the Achieve Academy prepared
to stay for the duration of their assignment. If a substitute needs to leave the
campus for any reason, he/she should check out in the office.



Conference Periods- Check in the office for instructions for conference periods.



Dress Code for Substitutes- Since substitutes are temporarily a part of the teaching
staff, they should dress professionally and observe modesty, appropriateness, and
neatness in both their attire and personal appearance.



We do not have a cafeteria on our campus. We do have a refrigerator and microwave
available in the break room.
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