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Verification of Attendance and Understanding of 
La Vernia I.S.D. Policies and Procedures that Apply to 

Substitute Teaching: 
 
 
I HAVE ATTENDED ONE OF THE MANDATORY SUBSTITUTE TRAINING SESSIONS REQUIRED BY 
LVISD. THE FOLLOWING PROCEDURES HAVE BEEN REVIEWED WITH ME AT THE SUBSTITUTE 
TRAINING SESSSION AND HANDOUTS WERE PROVIDED. I CLEARLY UNDERSTAND THAT ANY 
VIOLATION OF THESE PROCEDURES IS GROUNDS FOR TERMINATION. 
 

1. Discipline Procedures:  I understand that under no condition am I to ever exercise corporal 
punishment with the student population of the La Vernia Independent School District. At no 
time am I permitted by the District to touch the children in an effort to discipline them or get 
their attention. This includes, but is not limited to pinching, touching with rulers, prodding with 
feet, hands or arms and the use of any type of paddle. Use of any physical discipline or corporal 
punishment will be grounds for immediate termination of employment with the District. 

2. Policies and Procedures referring to employee standards of conduct:  Sexual harassment 
policies DH (Legal, Local & Exhibit); FFH (Legal & Local) have been reviewed and given to me 
during the training.  Sexual harassment of any nature will not be tolerated by the District. 

3. Access to Confidential Information:   Violation of confidentiality may result in termination of 
employment.  See: “Access to Confidential information” in this Substitute Handbook. 

4. Computer Access:  Access to teacher and classroom computers is denied to all substitute 
teachers unless individually specified by district officials. Substitutes may use the computers 
located in the campus libraries during conference times. Check with the campus librarian for 
instructions. 

5. Professional Performance:  Professional performance of all substitutes will be reviewed by 
school administrators and staff. Reports of any performance problems will be reported to the 
campus administrator and/or the personnel department. In the event that you are 
recommended by a principal to not return as a substitute to their respective campus, you will be 
removed from that particular campus. The La Vernia ISD reserves the right to recommend your 
termination as a substitute if it is felt to be in the best interest of the school or the district. 

6. At-Will Employee:  Nothing contained herein construes an employment contract. Your 
employment is on an at-will basis. At-will employers may terminate employees at any time for 
any reason except for legally impermissible reasons. At-will employees are free to resign at any 
time for any reason. Please understand that you may not be eligible for unemployment 
compensation benefits drawn on school district wages during any scheduled school breaks 
including, but not limited to, the Summer, Winter and Spring Breaks. 

7. Dress Code:  Business Casual dress code is recommended. (Varies depending on the assignment) 
8. Payroll:  Payroll information, including rate of pay and information about the 457 Deferred 

Compensation Plan (Mid America Premier Plan), has been provided in the Substitute Handbook.  
For further questions on this plan contact Mid America at 1(800) 430-7999.  
 

 

 

 



LA VERNIA INDEPENDENT SCHOOL DISTRICT 
SUBSTITUTE PROCEDURES 

 
Discipline:  When students cause behavior problems that are disruptive to the learning environment, 
the substitute teacher should attempt to maintain discipline in the classroom using acceptable behavior 
management strategies. Substitutes must never administer corporal punishment or physical discipline a 
student in any way. This includes verbal abuse. Shouting at students or calling them derogatory names 
may constitute verbal abuse and is forbidden. Substitute teachers should exercise extreme caution and 
good judgment in verbal and physical relationships with the students. Substitutes should establish a 
position of authority with the students. Be friendly without befriending students. Under no 
circumstances may a substitute teacher engage in a romantic relationship with a student, regardless of 
who initiates the relationship. 
Classroom Management:  Substitute teachers are expected to model and reinforce the expectations of 
the permanent teacher. Classroom rules are posted in most classrooms. All students should know what 
the rules of behavior are and what the consequences are for not following them. Effective classroom 
management will lead to effective teaching. 
Professional Performance:  The substitute should never leave the classroom unattended. If the 
substitute needs to leave the room for emergency reasons, a nearby teacher should be notified so that 
the classroom will be supervised. At all times and in all matters related to substitute teaching, the 
substitutes should never hesitate to Seek Help when needed. Everyone in the school system wants the 
substitute to be successful. Help is only a few steps or a call to the office away at any time. In every 
classroom there is a communication device that can be used if you feel the need to contact the office for 
immediate assistance.  
 
Substitute teachers are expected to be on duty the same length of time as the regular classroom 
teacher. This includes reporting to duty at least 30 minutes before the start of school in order to allow 
time to prepare for the day. The exact beginning and ending times for substitutes may vary from job to 
job depending on the duties for that particular employee. When in doubt, call the school contact person 
to verify start time and to get directions if needed. The care and supervision of the students assigned to 
the substitute should be of paramount importance. At no time during the day should the substitute 
leave the campus unless authorized to do so. Occasionally, a substitute teacher may be asked to 
perform duties in addition to those of a substitute teacher. Also, a substitute may be asked to teach in a 
classroom other than the one he had agreed to teach or to teach during a conference period. The 
substitute is expected to demonstrate flexibility and cooperation with the school administration and 
staff in its attempts to meet the instructional needs of the students.  

When the children have been dismissed for the day, the substitute still may have duties to perform. The 
room should be checked to ensure that it is restored to the way the substitute found it. Successful 
substitutes will take a few minutes to leave a detailed note to the teacher. Finally, the substitute should 
always check out through the office when leaving for the day. Professional performance of all 
substitutes will be reviewed by school administrators and staff. Reports of any performance problems 
will be reported to the campus administration and/or the Personnel Dept. In the event that you are 
recommended by the Principal to not return as a substitute to his/her respective campus, LVISD 
reserves the right to exclude you from working at that campus. The substitute may be removed 
immediately from service to the District if it is felt to be in the best interest of the school or the District. 

• Employees, visitors, substitutes and students are prohibited from bringing firearms, illegal 
knives or other weapons onto school property or any grounds or building where a school-
sponsored activity takes place. 



• Personal use of cell phones during the school day should be limited to emergencies, with the 
exception of scheduled lunch break. 

• District policy prohibits the use of tobacco products anywhere on school property as well as 
school sponsored events. 

• LVISD is a Drug-Free Workplace. Employees of the District shall be prohibited from using, 
possessing, manufacturing, dispensing, distributing or being under the influence of alcohol or 
alcoholic beverages, prohibited drugs or narcotics. 

Renewal of Service:  Substitute teachers work as “at-will” employees from school year to school year. If 
you want to continue to sub, you must renew your status as a substitute every year.  It is also the 
substitute’s responsibility to work at least 2 days a month in the district to continue active in Aesop.  If 
the substitute does not accept any jobs for a period of 6 months, the substitute will be inactivated and it 
will be necessary to re-apply for the position.  Substitutes, who are not performing satisfactorily by the 
end of the school year, will not be asked to renew for the following year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CLASSROOM MANAGEMENT 

The following guidelines provide some examples of effective classroom strategies that should be used by 
the substitute teacher.  

• It is important for substitute teachers to establish their classroom expectations and 
consequences at the beginning of the day. It is essential for teachers to be perceived by 
students as confident, as being in charge and as being fair. 

• A substitute teacher should never lose his/her temper or lose control. Teachers should model 
appropriate behavior even under highly stressful situations. When teachers lose self-control, it 
becomes more difficult to make proper decisions and to retain the respect of students. When 
teachers lose self-control, their behavior often becomes the focus of attention rather than the 
student’s behavior. 

• Direct eye contact and nonverbal communication are effective classroom management tools, 
provided that the nonverbal communication doesn’t become threatening or intimidating to 
students. 

• Using different voice inflections in the classroom is appropriate if it has a legitimate educational 
purpose, doesn’t result in yelling (which is ineffective and abusive) and doesn’t demean 
students. 

• Letting the entire class know what our expectations are, is key to having a successful, 
educational day. “Establishing standard” should be done as early in the day as possible. 
Teachers need to be firm, fair and consistent. Setting reasonable standards and consequences 
and consistent enforcement of these standards is essential in maintaining a safe and orderly 
learning environment. 

• Students need to understand that if they choose to follow or violate classroom expectations, a 
correlation exists between their choice and the consequence. Negative student consequences 
should be logical and in proportion to the seriousness of the violation. Rewards should have a 
legitimate educational purpose and the reward offered should be sufficient to motivate 
students to want to continue making correct choices. 

• Students, like adults, respond to positive reinforcement better than to sarcasm or use of the 
negative. Praising desired behavior is much more effective than punishing undesired behavior.  
Preventive discipline is more effective than reactive discipline. 

• It is more powerful and appropriate to correct students on one-on-one at every grade level. 
Students who are corrected in front of their peers often respond by acting out even more. Often 
the student who is publicly disciplined will have their peer group rush to their support at the 
expense of the teacher.  A general guideline at the elementary level is “to correct privately and 
to praise publicly.” At the elementary level, it is generally acceptable to praise a particular 
student in front of other students. At the middle school and high school levels, individual praise 
normally needs to be done privately, while group praise is done publicly. Praise should always 
be genuine and never contrived. 

• Students need to expect clear direction from the teacher. Predictability provides a safer and 
more secure learning environment for students.  A disciplinary surprise is usually not only 
effective; it often results in the students perceiving the teacher as being unfair and 
unreasonable.  



• There is a high correlation between the difficulty of assigned work and student behavior. If the 
assigned work is too difficult, students may become frustrated and begin to act out. The teacher 
needs to constantly monitor student learning by walking around the classroom and checking for 
student understanding.  Assisting students who are having difficulty and adjusting the level of 
difficulty of the work will go a long way to ensure proper classroom management. Increasing the 
difficulty of the work will help to prevent boredom and classroom disruptions. 

• Unoccupied and non-directed student time often results in classroom management difficulties. 
Teachers should provide learning activities for students to begin working on immediately upon 
entering the classroom and upon concluding their regular classroom assignments. 

• Minor unacceptable student behaviors are often best dealt with by using a technique known as 
extinction (ignoring minor negative behavior so it is not reinforced by providing desired 
attention). This technique usually results minor unacceptable student behavior disappearing. If 
the undesired behavior persists, the teacher will need to use more direct disciplinary 
intervention strategies. 

• It is more important to listen carefully to students and to consider their point of view before 
disciplinary action is taken. Listening to students is particularly important when there is a 
situation where the teacher may not have all the information. The process of listening will not 
only assist the teacher in making proper decisions, but will often result in a teachable moment 
for that student. 

 

Adapted from:  Developing an Effective Substitute Teacher Program 
Educational Research Service 
 

 

 

  



 
 
 
 
 
 
 

La Verna Independent School District 

We have the pleasure of notifying you that La Vernia Independent School District is using an automated 
service that greatly simplifies and streamlines the process of finding and managing substitute jobs in the 
district.  This service, called Aesop, utilizes both the telephone and the Internet to assist you in locating 
jobs in this school district.  The Aesop system is available 24 hours a day, 7 days a week. Aesop uses 
three methods to make jobs available to substitutes: 

1. You can search for and accept available jobs, change personal settings, update your calendar, 
and personalize your available call times by visiting Aesop on the internet at 
http://www.frontlinek12.com/aesop. Or lvisd.org/staff resources/aesop-veritime 

2. You may interact with the Aesop system by way of a toll-free, automated voice instruction menu 
at 1-800-942-3767. Here, you can proactively search for jobs and manage existing jobs. 

3. Aesop will also make phone calls to substitutes to offer jobs.  The administrative office has 
selected the following hours as standard call times when the Aesop service may call for 
substitutes: 6:00:00 am – 11:59:00 am in the morning and 5:00:00 pm- 9:30:00 pm in the 
evening. 

  

Important Notes: 

• In order to access the Aesop system, you will need to enter your ID and PIN numbers as follows: 
 
ID Number will be your phone number including the area code with no dashes  
PIN Number – we will email you a letter with your pin 
 

• Under the HELP tab, you will find valuable training materials. We recommend that you view the 
Sub Basic Web Training video and A Phone call from Aesop video to understand your interaction 
with Aesop. 

• If you accept a job, Aesop will issue a confirmation number. Please remember that your 
transaction is not complete until Aesop supplies you with a confirmation number. Once you 
have confirmed a job you need to remember to clock in and out in VeriTime when reporting to 
work. 

• Should you experience difficulty using the Aesop system in any way, please contact Rebecca 
Eaken (830) 779-6600. 

• Absence management (Formally Aesop) 

 

 

http://www.frontlinek12.com/aesop


 

2019-2020 Substitute Payroll Information 

1. Lvisd.org  home page/staff resources/Aesop-VeriTime Access: 
Aesop is our leave of absence tracking system for full time employees.  
VeriTime is our time tracking system for hourly employees and Substitutes. 
 Substitutes must clock in/out when reporting to work. 
Substitute work consists of a full day= 6.5 hrs minimum up to 8hrs, and 
 half day = 3.0 hrs minimum up to 4.5 
All substitutes must have a confirmation number generated by Aesop and must clock in/out 
manually   in order to receive the correct pay. 
Substitutes must report to campus Principal’s Secretaries any missed punches for adjustments 
before your next job. It is the substitutes responsibility to daily check VeriTime hours worked. 
With the new laws for TRS (Texas Retirement System) the district is required to report all 
substitutes and all retired substitutes days and hours worked. 
NOTE: if you are a TRS retiree please contact payroll department. 

2. Employee Access after your activation will have ALL of your payroll files.  
Please log in to: 
Lvisd.org /staff resources/ employee access  
Employees/Substitutes must create a new user account (if you have not already). 
 (To create a new user account the system will ask you for your SS#, birth date and zip code (that 
information has to match our records.)  Any changes from your job application have to be made 
through Human Resources Department.  
The first screen under inquiry tab will have: 
Personal Information verification 
Pay Rates 
W4 information (any changes have to be done by payroll) 
W2 information and print (just click the little red square called pdf) 
1095 information and print (just click the little red square called pdf) 
Deductions (Insurance, dues, child support, etc) 
Direct Deposit Information (any changes have to be done by payroll a week before payday) 
Print your check stubs from employee access click inquiry then earnings and select what pay day 
you need then (just click the little red square called pdf) and print. 
 
Your  employee access to our archives will continue even after you stop working for our 
District.  



 
 
 
 
 
 
 

SUBSTITUTE RATES  
2019 - 2020 SCHOOL YEAR 

 
SUBSTITUTE: 

  Non-Exempt Positions:       

  Custodial   $8.00 per hour 
  Food Service   $8.00 per hour 
  Grounds   $8.00 per hour 
 
  Paraprofessional (aides, clerk)    $65.00/Day 
  Paraprofessional Aides (PPCD, ALE, AU, Behavior Unit)  $75.00/Day 
  RN Nurse/Medical Asst/LVN (Specialized training) $75.00/Day 
   
  Exempt Positions: 

  TEACHER   $65.00/Day (Non-Degreed) 

      $75.00/Day (Degreed*)     
      $100.00/Day/Texas Certified  

*Degreed= Bachelor’s degree. 

     

       

  Long-Term Substitutes  $150.00/Day /Texas Certified/Long Term 
      Defined as a substitute who works for 20 or more 
      consecutive days for an employee who is out on  
      Approved leave of absence or who has terminated 
      employment. Retroactive to the 6th day of the more 
      than 20 consecutive days.  
  

 

Revised 7/18/2019 



Approved Pay Schedule 
2019 - 2020 

    
 

Month 

Time Period                  
Pay Date                         

VeriTime      
Timesheets 

 

PAY DATE 

August July 1-31 Aug 9th Friday, August 23, 2019 

September August 1-30 Sept 10th Wednesday, September 25, 2019 

October September 1-30 Oct 10th Friday, October 25, 2019 

November October 1-31 Nov 5th Friday, November 22, 2019 

December November 1-30 Dec 10th Friday, December 20, 2019 

January December 1-31 Jan 14th Friday, January 24, 2020 

February January 1-31 Feb 10th Tuesday, February 25, 2020 

March February 1-29 March 10th Wednesday, March 25, 2020 

April March 1-31 April 8th Friday, April 24, 2020 

May April 1-30 May 13th Friday, May 22, 2020 

June May 1-31 June 10th Thursday, June 25, 2020 

July June 1-30 July 15th Friday, July 24, 2020 

 



 

La Vernia ISD provides health insurance coverage to employees through TRS-ActiveCare.  A district 
substitute is eligible to enroll in TRS-ActiveCare if the district reasonably expects the substitute to work 
at least 10 hours per week.  Hours worked for other school districts are not considered in determining 
whether a substitute is eligible for benefits through La Vernia ISD. 

Although the district reasonably expects substitutes to work at least 10 hours per week, the district does 
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 due to illness or other personal 
reasons. 

If you are a new substitute, you must enroll in or decline medical coverage within 31 days from date of 
hire.  If you are a returning substitute, you must enroll in or decline coverage during the annual open 
enrollment.  If you decline coverage, you cannot enroll again until next plan year unless you experience 
a special enrollment event. 

If you elect to enroll, you will be responsible for the full premium.  You must submit 1st month’s 
premium payment in advance with your enrollment form. The premiums for the subsequent months will 
be due on the 1st of the month, substitute will be responsible for bringing payment to the Human 
Resources department.  If you fail to timely pay the monthly premiums, the district will proceed with the 
coverage cancellations process.  Your coverage may also be cancelled if you lose eligibility for TRS-
ActiveCare. 

You may be removed from the district’s substitute roster for poor performance or misconduct.  In 
addition, you may be removed from the substitute roster if: 

• You repeatedly turn down assignments, are repeatedly unavailable for calls, or frequently cancel 
assigned positions 

• You do not accept at least 20 assignments per year o 2 assignments per month. 
• You do not timely return a letter of reasonable assurance 

 

A Substitute who is enrolled in TRS-ActiveCare 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. 

 



 

Campus 
Contact 

Person and 
number 

Check in with? 
Time? 

Parking 
Information 

School 
Start Time 
/End tIme  

Teacher 
Lounge 
(Rm #)  

Other Info. 

Primary Beth Denison         
830-779-6660 

Paras- see 
schedule                
Teachers- 
7:30am/Check in 
with Mrs. 
Schneider 

Faculty 
parking on  
side 

7:45 - 3:15  across 
from office 

We have 
lockers in the 
lounge for your 
personal items. 
Pleases bring 
your own lock. 

Intermediate Sue Flippen    
830-779-6640 

Paras- see 
schedule                
Teachers- 
7:30am, Half day 
subs for PM 
11:45am Check 
in at front office 

Park in back 
parking lot in 
last two rows 

7:45 - 3:15  in front 
office area 

We have 
lockers in the 
lounge for your 
personal items. 
Pleases bring 
your own lock. 

Jr High 

Tammy 
Markgraf/ 
Estrella 
Holcomb           
830-779-6650 

Paras- see 
schedule                
Teachers- 8 am 
for full day, 12 
pm for half day, 
check in at front 
office 

Park near 
visitor side 
of stadium 
fence 

8:00 - 4:00 300 
Building 

  

High School Brenda Miller      
830-779-6630 

Paras- see 
schedule                
Teachers- 8:15 
am for full day & 
1/2 day am, 12 
pm for half day 
pm 

Park in lot by 
Bandhall 8:00 - 4:00 

200 and 
400 
building 

  

 

 



 
 
 

 

Questions about:  Contact Extension E-mail 

Applications/ recommendations/hiring process Elena McFadin 2222 elena.mcfadin@lvisd.org 

Workers Comp/Employee Injuries Elena McFadin 2222 elena.mcfadin@lvisd.org 

Employee Insurance/benefits enrollment Elena McFadin 2222 elena.mcfadin@lvisd.org 

FMLA & Sick Pool Applications Elena McFadin 2222 elena.mcfadin@lvisd.org 

Substitute training/hiring process Elena McFadin 2222 elena.mcfadin@lvisd.org 

EduHero System Elena McFadin 2222 elena.mcfadin@lvisd.org 

Eduphoria/Evaluations Elena McFadin 2222 elena.mcfadin@lvisd.org 

Paycheck information Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

Substitute Pay Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

Leaves/Absences Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

AESOP/VERITME Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

Supplemental/OT pay/$$ deductions Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

Payroll Deductions Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

Employee Access Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

Employment Verification  Rebecca Eaken 2251 rebecca.eaken@lvisd.org 

Criminal History Checks-Visitors/Volunteers  2231  

Student Teachers/Field Observations  2231  

Curriculum/Academic Services 
Rebeca De la 
Fuente 2229 rebeca.delafuente@lvisd.org 

Purchasing Cheryl Witherell 2237 cheryl.witherell@lvisd.org 

Accounts Payable Cecily Talley 2225 cecily.talley@lvisd.org 

Contract Vendors pay Cecily Talley 2225 cecily.talley@lvisd.org 

Purchase Orders Cecily Talley 2225 cecily.talley@lvisd.org 

Travel reimbursement outside district Cecily Talley 2225 cecily.talley@lvisd.org 



Mileage Reimbursement Cecily Talley 2225 cecily.talley@lvisd.org 

Superintendent office questions Theresa Watson 2220 theresa.watson@lvisd.org 

Special Education Clerk  Tiffany Ducharme 2228 tiffany.ducharme@lvisd.org 

Special Education Clerk Joyce Emily 3239 joyce.emily@lvisd.org 

Warehouse Nancy Harrison 2234 nancy.harrison@lvisd.org 

Maintenance/Grounds David Cecil 2235 david.cecil@lvisd.org 

Facilities Request Isala Salas 2243 Isela.salas@lvisd.org 

ID Badges Isela Salas 2243 isela.salas@lvisd.org 

Transportation Field Trips/Routing Christine Newsome 2249 christine.newsome@lvisd.org 

Transportation Field Trips/Routing Jason Scheel 2203 jason.scheel@lvisd.org 

Student Issues, Truancy & Complaints Bonnie Herron 2250 bonnie.herron@lvisd.org 

District Safety & Security Michael Duffek 2259 Michael.duffek@lvisd.org 

Coordinator of Accountability & Policy Kim Martin 2238 kimberley.martin@lvisd.org 

District Sped Coordinator/Dual Language 
Roseanne 
Armendariz 6230 Roseanne.Armendariz@lvisd.org 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



CONTACT INFORMATION: 
 

La Vernia ISD Central Office 
13600 US Hwy 87 West 

 La Vernia, Tx. 78121  
830-779-6600 

 

Superintendent 
Dr. Trent Lovette 
(830) 779-6600 

 

Assoc. Superintendent of Academic Services 
Dr. Antoinette Riester-Wood 

830-779-6600 
toni.wood@lvisd.org 

 

Chief Financial Officer 
Amy Cowley 

830-779-6600 
amy.cowley@lvisd.org 

 

Executive Dir. of HR & Administrative Services 
Max Flores 

(830) 779-6600 
max.flores@lvisd.org 

 

La Vernia Primary 
(830) 779-6660 

Principal – Shelly Keck 
Assistant Principal - Wendy Pruitt 
Substitute Contact – Beth Denison 

bethany.denison@lvisd.org 
 

La Vernia Intermediate 
(830) 779-6640 

Principal – Helen Hubert 
Assistant Principal -  Brandi Hanselka 

Substitute Contact – Sue Flippen 
barbara.flippen@lvisd.org 

 

La Vernia Junior High 
(830) 779-6650 

Principal – Andrea Carter 
Assistant Principal – David Haass 
Assistant Principal – Dana Dever 

Substitute Contact – Tammy Markgraf 
tammy.markgraf@lvisd.org 

 

La Vernia High School 
(830) 779-6630 

Principal – Anthony Kosub 
Assistant Principal – John Zamora 
Assistant Principal – Amy Guidry 
Academic Dean – Steven Verm 

Substitute Contact - Brenda Miller 
brenda.miller@lvisd.org 

mailto:toni.wood@lvisd.org
mailto:amy.cowley@lvisd.org
mailto:max.flores@lvisd.org
mailto:bethany.denison@lvisd.org
mailto:barbara.flippen@lvisd.org
mailto:tammy.markgraf@lvisd.org
mailto:brenda.miller@lvisd.org


 
 
 

LA VERNIA INDEPENDENT SCHOOL DISTRICT 
ACCESS TO CONFIDENTIAL INFORMATION 

 
Confidentiality:  Substitute teachers have a grave responsibility to treat with confidentiality 
most matters pertaining to students. Student personal information, student behavior, 
performance and achievement levels, are not subjects of general conversation and should not 
be discussed outside of the school setting. When working with special needs students, 
substitutes must exercise an even greater degree of caution when discussing the children 
assigned to them. 
 
As a requirement of my job duties, I request access to student and/or District information. I 
understand that information concerning any individual District employee or an individual student 
is to be held in strictest confidence. (See GEA Legal) 
 
I understand that any unauthorized disclosure of confidential student information is illegal as 
provided in the Family Education Rights and Privacy Act of 1974 (FERPA) and in the 
implementing federal regulations found in 34 Code of Federal Regulations (CFR) Part 99. FERPA 
is specifically incorporated into the Texas Open Records Act as an exception to records, which are 
subject to disclosures to the public (ART 6242-17A, Sec 14(E) Vernon’s Code Ann). 
 
In addition, I understand that any data files or output reports I may generate with individual 
employee or student data are confidential. I will not disclose to any unauthorized person any 
data files or reports which I am given or devise. I understand that I am responsible for any 
computer transactions performed as a result of access authorized by use of password(s) or by 
school officials. 
 
I also understand that failure to observe these restrictions constitutes a “breach of computer 
security” as defined in the Texas Penal Code, Chapter 33 Sec. 33 02, B, and that such an offense 
constitutes a Class A misdemeanor and may result in immediate termination of employment. 
(See DH Local) 

 
            I, ___________________________________, attended substitute training and I understand the 
above         
                                   (Print Name Above) 
           Information has been reviewed with me. I have received a copy of the Substitute Handbook.  
 
 
 
 
 Signature:___________________________________           Date:__________________________ 

 
 



 
 

 

 

Substitute Special Assignment Form 

 

Substitute Name: _________________________________________ 

If you are interested and qualified to hold any of the special assignment positions, please complete the sections 
below that are applicable to you. 

Degreed                                 
(Bachelor's degree or higher) 

Bachelor's Degree                                     
(attach copy of degree) 

Verification of Completion       
(by HR office) 

      

Certified                                 Certification Area(s)                                 
(attach copy of certification) 

Verification of Completion       
(by HR office) 

      

Bilingual                     Level of Spanish Proficiency                           
(speak some Spanish, Spanish dominant, etc) 

Verification of Completion       
(by HR office) 

      

Specialized Para 
Assignments 

Date of Specialized Training Verification of Completion       
(by HR office) 

      

Long Term (only for 
Texas certified  
teacher)                              
(20 or more consecutive days) 

If you are only willing to commit to 
long term sub assignments for 
specific campus/grade level, please 
specify below. 

Verification of Completion       
(by HR office) 

      

 

Signature:__________________________________________               Date:______________________ 

 

HR Approval:_______________________________________              Date :______________________ 
 
 
 



 
 
 

How to Become a Substitute Teacher 
 

 
1.-  Completed online Substitute Teacher application. 
 
2.- Once you have submitted the substitute application we do a background check on it. 
 
3.- After the background check is clear, attend to training. 
 
4.- After training, if you have not been fingerprinted through the State Board of Educator 
 Certification (SBEC), your profile will be uploaded to their secure site and fingerprinting 
 information will be emailed to you that contain this credentials: 
  your name, UE ID number and ORI number. Those credentials will allow you to schedule a 
 fingerprint appointment at several locations. Your cost is $48.25 not a reimbursable.   
 
5.- Once you have been cleared through SBEC fingerprinting LVISD HR will received a notification. 
 
6.- LVISD HR will contact you and schedule the final hiring process interview. 
 
7.- After all the hiring paperwork is done you will received credentials to log in to AESOP/VeriTime 
 So you can start accepting jobs. 
8.- You are expected to work a minimum of 2 days per month in order to remain active as a 
 substitute. 
 
  
 Required Documents for the Hiring Interview: 
 
  *Two form of identification to complete the I-9. Such, SS card and state Id. 
  * Official transcripts or certification (for payroll purposes) 
  * Voided check  or information from your bank for direct deposit 

 


