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To Hereford ISD Substitute Teachers: 

 
 

On behalf of the Board of Trustees and the Administration, welcome to the Hereford Independent 

School District. The role of the substitute teacher is a challenging one which brings with it many 

rewards and the opportunity to assist in the development of Herefordôs greatest assetðits students. 
 

The purpose of this handbook is to provide substitutes with information needed in order to provide 

continuity to the instructional program when teachers must be absent from their classrooms. In 

addition to providing assistance to the instructional program, another primary responsibility of 

substitute teachers is to maintain a safe, attractive, and supportive educational environment for the 

students entrusted in their care. 
 

We are pleased that you have chosen to join the rest of the staff in their efforts to fulfill the mission 

of the Hereford Independent School District. Have a great year! 

 

Sincerely, 

 

 

 

 

Michael P. Stevens, Ed. D. 

Superintendent 

   

 

 

 

 

 
601 N 25 Mile Ave 

Hereford, Texas 79045 

TEL:  806.363.7600 

FAX:  806.363.7699 

www.herefordisd.net 

 

 

Hereford Independent School District 

Board of Trustees 

Carolyn Waters, President    Jeff OôRand, Vice President 

Shannon Wallace, Secretary    Lloyd Ames, Board Member 

Jerry OôRear, Board Member    Amy Schueler, Board Member 

Luis Zamora, Board Member 
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Hereford Independent School District 

Administrative Staff  

Dr. Michael Stevens, Superintendent 

Carolyn Hiltbrunner, Secretary to the Superintendent 

Alison Mercado, Receptionist 
 

Kelli Moulton, Assistant Superintendent for Curriculum and Instruction 

Cheryl Davison, Administrative Assistant 
 

Terry Russell, Assistant Superintendent for Support Services 

Martha Gonzales, Administrative Assistant 

Theresa Brown, Docu-Tech 
 

Sheri Blankenship, Executive Director of Personnel and Federal Programs 

Hilda Valdez, Administrative Secretary 
 

Yolanda Gavina, Director of Special Education 

Carolyn Fry, Administrative Secretary 

Mary Ann Ramirez, Administrative Secretary 
 

Linda Lowe, Director of Academic Support Services 

 Sharon Pennington, Administrative Secretary 
 

Michelle DeLozier, Director of CTE & HHS Curriculum 

 Deby Reinart, Administrative Secretary 
 

Joe Mendez, Director of Technology 

Irene Morales, Network Specialist 

Sam Curtsinger, Hardware/Software Technician 

Eve Delgado, Technology Help Desk Clerk 

Christina Ramirez, Instructional Technology Facilitator 

 

Trish Brown, Business Manager 

Louan San Miguel, Administrative Assistant 

Danielle Bartels, Accountant 

Pam Fogo, District Attendance/PEIMS Coordinator 

Nancy Gonzales, Accounts Payable 

Maureen Self, Federal Programs Secretary 

Sandra Short, Payroll Clerk 

 

Don Delozier, Athletic Director ï Boysô Sports 

 Lupe Orta, Secretary 

 

Brenda Kitten, Athletic Director ï Girlsô Sports 

 

A role of the Central Office is to assist each and every person working within the school district.  
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We welcome the opportunity to assist you whenever possible and are looking forward to working 

with you. 

 

Campus Administration 

 

Aikman Primary (K5 ï 3
rd

)    Bluebonnet Intermediate (K5; 4
th

 ï 5
th

) 

900 Avenue K      221 16
th
 Street 

363-7640      363-7650 

Sandra Maldonado, Principal    Linda Gonzalez, Principal 

Brenda Bice, Assistant Principal   Trisha Giacomazzi, Assistant Principal 

Melissa Carrizales, Secretary    Aida Lemus, Secretary 

 

Northwest Primary (K5 ï 3
rd

)   Tierra Blanca Primary (K5 ï 3
rd

) 

400 Moreman      615 Columbia Drive 

363-7660      363-7680 

David Fanning, Principal    Sharon Hodges, Principal 

Ortencia Mendez, Assistant Principal   Johnette Stribling, Assistant Principal 

Olga Trevizo, Secretary    Imelda Gonzales, Secretary 

 

West Central Intermediate(4
th

 ï 5
th

)  Stanton Special Programs Center 

120 Campbell (renovating for 07-08 school year) 711 E. Park Avenue 

363-7690      363-7610 

Cuca Salinas, Principal    Susan Robbins, Principal 

Suzanne Gaitan, Assistant Principal   Violeta Valdez, Assistant Principal 

Sabrina Garza, Secretary    Minerva Rodriguez, Secretary 

 

Hereford Jr. High School (6
th

 ï 8
th

)                   Hereford High School (9
th

 ï 12
th

) 

704 La Plata Drive             200 Avenue F 

363-7630          363-7620 

Susan Perrin, Principal            Richard Sauceda, Principal 

Kristi Jones, Associate Principal           Pete Rodriguez, Assistant Principal 

Joel Ritchey, Assistant Principal           Rene Cano, Assistant Principal 

Melissa De La Cruz, Assistant Principal          Ruth Ann Vessels, Assistant Principal 

Mandy Everett, Secretary            Perla Grubb, Assistant Principal 

                      Patricia Meyer, Secretary 

                                                                         

 

 

HEREFORD INDEPENDENT 
SCHOOL DISTRICT  
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COMMITTED TO CHILDREN - 
DEDICATED TO EXCELLENCE!  

 
 
The Vision  of HISD is to see that All students will:  
 
  C  Communicate effectively  
  H  Have positive relationships  
  I  Incorporat e critical thinking skills  
  L  Learn to respect differences  
  D  Develop into responsible, productive citizens  
 

ALL Means ALL  
 

The Road to Improvement  

If not now ð when? 

If not me ð who? 

 

 

PROCEDURES AND REQUIREMENTS FOR  

HEREFORD I.S.D. SUBSTITUTE TEACHERS 

 

Persons interested in substituting for the Hereford I.S.D. should follow the procedures listed below: 

 

1. Pick up a Substitute Teacher Application from the Hereford I.S.D. Administration Office 
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located at 601 N. 25 Mile Avenue (in Sheri Blankenshipôs office) or you may download an 

application off of the HISD web site at www.herefordisd.net 

 

2. Bring the application to the Administration Office (deliver in person to Alison Mercado). 

 

3. Complete all information and requirements required by the Administration Office (applicant 

must have a high school diploma or a G.E.D. certificate).  Also, please bring your driverôs 

license (or identification card) and social security card with you.  If you have college hours, 

you must bring an original transcript with you (to document college hours). 

 

4. Any changes in data, i.e., telephone number, mailing address, etc. should be called in to the 

Administration Office (speak directly with Hilda Valdez). 

 

Please note that payroll checks to substitute teachers will not  be issued to the substitute until all 

information in the Substitute Teacher Packet is complete and on file in the Administration Office. 

 

The Substitute Teacher application contains the following: 

 

1. Hereford I.S.D. Application Form. 

 

2. Verification of current  level of education (high school diploma or G.E.D. certificate).  If  

you have any college hours, please bring an original college transcript with you. 

 

3. Criminal History Form 

 

All other paperwork will be completed on the day of training. 

  

Any questions about substituting should be directed to the Administration Office (ask for either  

Sheri Blankenship or her secretary, Hilda Valdez at 363-7600), located at 601 N. 25 Mile Avenue. 

 

 

 

 

 

 

 

 

HEREFORD I.S.D. SUBSTITUTE PAY SCHEDULE 

 

The Board shall set the daily rate for substitute pay.  The daily rate of pay shall be $50.00 per day to 

an uncertified substitute with no 4-year college degree.  The daily rate of pay shall be $55.00 per day 

to a bachelor/master degreed substitute.  The daily rate of pay shall be $60.00 per day to a 

bachelor/master degreed substitute who also holds a valid Texas teaching certificate.  
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Non-certified substitutes who are assigned to the same position for 20 consecutive days or longer 

on the same assignment and have been fulfilling the major responsibilities of the teacherôs 

position, such as planning, preparation, grading, and contacting parents, as confirmed by the 

principal , shall be paid $60.00 per day beginning on the 21
st
 day* .  If the substitute has full 

certification in the field in which they are substituting and fill the above assignment, then their pay 

shall be $125.00 beginning on the 21
st
 day. 

 

*Please note: substitutes for all teacherôs aides positions will not be considered responsible for 

fulfilling the major responsibilities of the teacherôs position. 

 

Please note: substitute teacherôs paychecks are issued once a month (on the 20
th
).  If the 20

th
 happens 

to fall on a Saturday or a Sunday, paychecks are issued on the Friday before the 20
th
.  You must pick 

up your paycheck at the front reception desk of the Hereford I.S.D. Administration Building (on the 

day that they are issued).  Please bring identification with you (social security card or driverôs 

license card). Be sure that your mailing address is current.  Please give any change of address to 

either Hilda Valdez or Sandy Short (Payroll Clerk). 

 

 

RATE OF PAY 

 

Non-Degreed   $50/day 

 

Degreed   $55/day 

 

Degreed & Certified  $60/day 

 

 

 

 

 

 

 

 

 

 

 

HEREFORD I.S.D. SUBSTITUTE TEACHER ASSIGNMENT INFORMATION  

 

Automated Educational Substitute OPerator ï(AESOP) 

 

Hereford ISD has implemented a new automated substitute operator system, which allows all 

employees who require a substitute to post their absences ahead of time online. Substitutes will have 
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access to a website where they can go online and accept those jobs.  

 

Occasionally, teachers may request a particular substitute who has done an outstanding job on a 

previous assignment.  It will be the teachersô responsibility to contact that substitute and make prior  

arrangements with that substitute to cover his/her class. Then the teacher will put that absence in 

on the AESOP system and will assign the substitute to that absence.   

 

Once you receive training on AESOP (Automated Educational Substitute OPerator) you will be able 

to do the following: 

 

 Log on to the AESOP System 

 Find and accept available jobs 

 View your schedule 

 Manage your call times 

 Manage you availability  

 Manage your personal information 

 Understand AESOP Notifications 

 

*Please see Appendix labeled- AESOP 

 

Duty Hours 

 

The typical working day is from 8:00 a.m. to 4:00 p.m.  Special time arrangements or duties will be 

outlined by the campuses. 

 

The substitute teacher should report directly  to the campus principalôs office upon arrival to the 

school, giving their name and assignment for that day.  He/she will need to follow the specific 

campus procedure(s) for signing in and out. 

 

Releasing the Substitute Teacher 

Before leaving an assignment, the substitute teacher should check with the principal, assistant 

principal, or secretary to see if he/she will be needed for the following day. 

 

 

 

 

 

HEREFORD I.S.D. - FIRST AID HINTS FOR SUBSTITUTE TEACHERS  

 

General Considerations: 

 

1. Move victim only if necessary. 

2. Keep disturbances by others (bystanders) to a minimum. 
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3. Protect the victim from chilling. 

4. Note injuries/causes for illness (information from the victim is usually helpful). 

5. ñWhere do you hurt?  What happened?  Do you take any kind of medication?ò are questions 

that should be asked. 

6. Loosen constricting clothing. 

7. Check pulse (wrist-carotid artery). 

8. Check for size and equality of pupils. 

9. Provide indicated first aid (application of bandage, dressing, splints, etc.). 

10. Stay with the victim until a more qualified person is available (emergency medical 

technician, physician, nurse, etc.). 

11. Do not discuss or diagnose victimôs condition with bystanders or with the victim. 

12. Do not move victim if the following has occurred: head injury, fractures of the leg or hip, 

seizures, or severe eye injury. 

 

Because of confidentiality, we need to treat each student or peer as if they are potentially HIV 

positive.  The following are some of the recommendations by the U.S. Center for Disease Control 

referred to as Universal Precautions: 

 

1. Wear latex or vinyl gloves when handling blood or other body fluids.  Gloves are in every 

classroom and at the elementary level, gloves should be taken out to the playground during 

recess. 

2. Immediately and thoroughly wash your hands or other skin surfaces after contact with blood 

or other bloody fluids. 

3. Wash your hands with soap after taking the gloves off.  Do not reuse the gloves. 

 

A student can apply pressure to his/her own laceration if needed and pinch nostrils if having a 

nosebleed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

HEREFORD I.S.D. - COMMON ILLNESSES/PROBLEMS AND TREATMENTS  

 
 
Illness/Problem 

 
Symptom 

 
Treatment 

 
Allergic reactions 

 
Difficulty breathing; swelling around neck, 

eyes, face. 

 
Place head and neck back.  Put ice around neck. 
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Amputated fingers 

 
Bleeding; pain; loss of finger. 

 
Control bleeding with pressure bandage if 

severe.  Save the amputated part, place in 

plastic bag and pack in ice. 

 
Breaks and fractures 

 
Severe pain; possible protruding bone; 

swelling and dislocation. 

 
Immobilize area with splint made from boards, 

magazines.  Remove any clothing that is 

becoming restrictive. 

 
Burns 

 
1st degree - red or discolored; 2nd degree - 

blisters or mottled skin. 

 
Immerse in cold water and apply a clean, wet 

dressing.  Seek medical attention. 

 
Choking 

 
Difficulty breathing; unable to talk. 

 
Use the Heimlich Maneuver. 

 
Seizures 

 
Falling, frothing at the mouth; the body 

stiffens; jerky, uncontrollable movements; 

unconsciousness. 

 
Clear area of sharp objects.  Loosen tight 

clothing.  Do not restrain child.  When 

convulsions subside, turn on left side.  Watch 

breathing. 

 
Dog bites 

 
Jagged wound; sometimes bleeding; pain. 

 
Control bleeding with pressure.  Wash around 

wound with soap and water only.  Identify 

animal.  Seek medical aid immediately. 

 
Eye injury 

 
Eye can be extremely sore and painful; lids 

will probably be closed tightly. 

 
Seek medical aid immediately, preferably an 

eye specialist.  Cover eyes loosely with gauze 

or clean cloth.  Avoid direct sunlight. 

 
Eye injury - foreign object in eye 

 
Eyes tearing and watering; pain or 

discomfort. 

 
Do not remove object.  Seek medical aid 

immediately. 

 
Fever 

 
Temperature is well over 99.8 degrees. 

 
Immediately take to nurseôs office. 

 
Head injury 

 
Labored breathing; vomiting; some 

convulsions; clear fluid or blood running 

from ears, nose, or mouth; 

unconsciousness. 

 
Watch breathing closely.  Keep the child lying 

down.  If no neck injury, place pillow under 

both head and shoulders while holding head 

still.  If no neck injury - turn head to one side so 

fluids or vomit can drain from mouth. 

 
Nosebleed 

 
Blood running from nostrils. 

 
Be sure to wear latex gloves and gently pinch 

the lower half of the nose for 5 minutes.  If 

bleeding is excessive, apply cold compress to 

neck. 

 
Open head injury 

 
Laceration and bleeding. 

 
Immediately seek medical aid.  Do not clean 

wound, just cover with gauze or clean cloth.  Be 

sure to wear latex gloves. 

 

 

 

 

 

 

 

HEREFORD I.S.D. - PROFESSIONAL ETHICS AND CODE  

 

 

Policy Reference: DH 
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STANDARDS OF CONDUCT 

 

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, to one another, and to the public.  Employees are expected 

to observe the following standards of conduct: 

 

 Recognize and respect the rights and property of students and co-workers  

  Maintain confidentiality in all matters relating to students and co-workers; 

 Report to work according to the assigned schedule; 

 Notify their immediate supervisor as early as possible (preferably in advance) in the event 

that they must be absent or late; unauthorized absences, chronic absenteeism, and tardiness 

may be cause for disciplinary action; 

 Know and comply with department and district procedures and policies; 

 Express concerns, complaints, or criticism through appropriate channels. 

 Observe all safety rules and regulations and report injuries or unsafe conditions to a 

supervisor immediately; and 

 Use district time, funds, and property for authorized district business and activities only. 

 

All district employees should perform their duties in accordance with state and federal law, district 

policies and procedures, and ethical standards. Violation of policies, regulations, or guidelines may 

result in disciplinary action, including termination. Alleged incidents of certain misconduct by 

educators, including having a criminal record, must be reported to SBEC not later than the seventh 

day the superintendent first learns of the incident. See Reports to the State Board for Educator 

Certification , page 63 for additional information. 

  

CODE OF ETHICS AND STANDARD PRACTICES FOR TEXAS EDUCATORS 

 

(a) 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.  The Texas educator, in exemplifying ethical relations with colleagues, shall extend just 

and equitable treatment to all members of the profession.  The Texas educator, in accepting a 

position of public trust, shall measure success by the progress of each student toward realization of 

his or her potential as an effective citizen.  The Texas educator, in fulfilling responsibilities in the 

community, shall cooperate with parents and others to improve the public schools of the community. 

 

 

 

 

 

(b) Enforceable Standards 

 

1: Professional Ethical Conduct, Practices and Performance.   

  Standard 1.1.The educator shall not knowingly engage in deceptive practices 
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regarding official policies of the school district or educational institution. 

Standard 1.2.The educator shall not knowingly misappropriate, divert, or use 

monies, personnel, property, or equipment committed to his/her charge for personal 

gain or advantage. 

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

expenses, or pay. 

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

personal or partisan advantage. 

  Standard 1.5.The educator shall neither accept nor offer gratuities, gifts, or favors 

that impair professional judgment or to obtain special advantage.  This standard shall 

not restrict the acceptance of gifts or tokens offered and accepted openly from 

students, parents, 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 

 

2: Ethical Conduct Toward Professional Colleagues.   

  Standard 2.1.The educator shall not reveal confidential health or personnel 

information concerning colleagues unless disclosure serves lawful professional 

purposes or is required by law. 

  Standard 2.2.The educator shall not harm others by knowingly making false 

statements about a colleague or the school system. 

  Standard 2.3.The educator shall adhere to written local school board policies and 

state and federal laws regarding the hiring, evaluation, and dismissal of personnel. 

  Standard 2.4.The educator shall not interfere with a colleagueôs exercise of political,  

  professional, or citizenship rights and responsibilities. 

Standard 2.5.The educator shall not discriminate against or coerce a colleague on 

the basis of race, color, religion, national origin, age, sex, disability, or family status. 

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 under this chapter. 

 

 

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.

  Standard 3.2.The educator shall not knowingly treat a student in a manner that 

adversely affects the studentôs learning, physical health, mental health, or safety. 

Standard 3.3.The educator shall not deliberately or knowingly misrepresent facts 

regarding a student. 

Standard 3.4.The educator shall not exclude a student from participation in a 
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program, deny benefits to a student, or grant an advantage student on the basis of 

race, color, sex, disability, national origin, religion, or family status. 

  Standard 3.5.The educator shall not engage in physical mistreatment of a student. 

  Standard 3.6.The educator shall not solicit or engage in sexual conduct or a 

romantic relationship with a student. 

  Standard 3.7.The educator shall not furnish alcohol or illegal/unauthorized drugs to 

any student or knowingly allow any student to consume alcohol or illegal/unauthorized drugs in the 

presence of the educator. 

 

SEXUAL HARASSMENT  

Policy Reference: DH, DIA 

 

Employees shall not engage in prohibited harassment, including sexual harassment, of other 

employees or students. While acting in the course of their employment, employees shall not engage 

in prohibited harassment of other persons, including board members, vendors, contractors, 

volunteers, or parents. A substantiated charge of harassment will result in disciplinary action. 

 

Employees who believe they have been harassed are encouraged to promptly report such incidents to 

the campus principal or supervisor or an appropriate district official.  If the campus principal or 

supervisor is the subject of a complaint, the employee should report the complaint directly to the 

superintendent.   

 

The districtôs policy that includes definitions and procedures for reporting and investigating 

harassment is reprinted below: 

 

SEXUAL HARASSMENT 

Policy: DIA (Local) 

 

Note: This policy addresses harassment of District employees. For harassment of students, see FFH. 

For reporting requirements related to child abuse and neglect, see FFG. 

 

The District prohibits sexual harassment and harassment based on a person's race, color, gender, 

national origin, disability, religion, or age. 

 

Employees shall not tolerate harassment of others and shall make reports as required at reporting 

procedures, below. 

 

 

 

 

 

 

Sexual Harassment 

 

Sexual harassment of an employee is defined as unwelcome sexual advances; requests for sexual 
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favors; sexually motivated physical, verbal, or nonverbal conduct; or other conduct or 

communication of a sexual nature when: 

 

1. Submission to the conduct is either explicitly or implicitly a condition of an employee's 

employment, or when submission to or rejection of the conduct is the basis for an 

employment action affecting the employee; or  

2. The conduct is so severe, persistent, or pervasive that it has the purpose or effect of 

unreasonably interfering with the employee's work performance or creates an 

intimidating, threatening, hostile, or offensive work environment.  

Examples 

Examples of sexual harassment may include, but are not limited to, sexual advances; touching 

intimate body parts; coercing or forcing a sexual act on another; jokes or conversations of a 

sexual nature; and other sexually motivated conduct, communication, or contact. 

Other Prohibited Harassment 

Harassment of a District employee on the basis of the employee's race, color, gender, national 

origin, disability, religion, or age includes physical, verbal, or nonverbal conduct related to these 

characteristics when the conduct is so severe, persistent, or pervasive that the conduct: 

1. Has the purpose or effect of unreasonably interfering with the employee's work 

performance;  

2. Creates an intimidating, threatening, hostile, or offensive work environment; or  

3. Otherwise adversely affects the employee's employment opportunities. 

Examples 

Examples of prohibited harassment may include, but are not limited to, offensive or derogatory 

language directed at another person's religious beliefs or practices, accent, skin color, or need for 

workplace accommodation; threatening or intimidating conduct; offensive jokes, name calling, 

slurs, or rumors; physical aggression or assault; display of graffiti or printed material promoting 

racial, ethnic, or other negative stereotypes; or other types of aggressive conduct such as theft or 

damage to property. 

 

 

 

 

Reporting Procedures 
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An employee who believes that he or she has experienced prohibited harassment should 

immediately report the alleged acts to an appropriate person designated below. 

Any other person who knows or believes that a District employee has experienced harassment 

should immediately report the alleged acts to the appropriate person designated by this policy. 

Timely Report 

Reports of harassment shall be made as soon as possible after the alleged acts. A failure to 

promptly report alleged harassment may impair the District's ability to investigate and address 

the harassment. 

A District employee may report harassment to his or her supervisor or campus principal. A 

person shall not be required to report harassment to the alleged harasser; nothing in this policy 

prevents a person from reporting harassment directly to one of the District officials below:  

1. For sexual harassment, the Title IX coordinator. [See DAA(LOCAL)]  

2. For all other prohibited harassment, the Superintendent.  

A report against the Title IX coordinator may be made directly to the Superintendent; a report 

against the Superintendent may be made directly to the Board. 

Notification of Report 

Upon receipt of a report of harassment, a supervisor or principal shall immediately notify the 

appropriate District official listed above. 

Confidentiality  

To the greatest extent possible, the District shall respect the privacy of the complainant, persons 

against whom a report is filed, and witnesses. Limited disclosures may be necessary in order to 

conduct a thorough investigation and comply with applicable law. 

Investigation of the Report 

The District may request, but shall not insist upon, a written report. If a report is made orally, the 

District official shall reduce the report to written form. 

Upon receipt or notification of a report, the District official shall determine whether the 

allegations, if proven, would constitute sexual harassment or other prohibited harassment as 

defined by District policy. If so, the District official shall immediately authorize or undertake an 

investigation. 

If  appropriate, the District shall promptly take interim action to prevent harassment during the 

course of an investigation. 

The investigation may be conducted by the District official or a designee, such as the campus 

principal, or by a third party designated by the District, such as an attorney. When appropriate, 

the campus principal or supervisor shall be involved in or informed of the investigation. 
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The District's obligation to conduct an investigation is not satisfied by the fact that a criminal or 

regulatory investigation regarding the same or similar allegations is pending. 

 

Concluding the Investigation 

Absent extenuating circumstances, the investigation should be completed within ten business 

days from the date of the report; however, the investigator shall take additional time if necessary 

to complete a thorough investigation. 

The investigator shall prepare a written report of the investigation. The report shall be filed with 

the District official overseeing the investigation.  

District Action  

If the results of an investigation indicate that prohibited harassment occurred, the District shall 

promptly respond by taking appropriate disciplinary or corrective action reasonably calculated to 

address the harassment. 

The District may take disciplinary action based on the results of an investigation, even if the 

District concludes that the conduct did not rise to the level of harassment prohibited by law or 

District policy. 

Appeal 

A complainant who is dissatisfied with the outcome of the investigation may appeal through 

DGBA(LOCAL), beginning at the appropriate level. 

The complainant shall be informed of his or her right to file a complaint with the Texas 

Workforce Commission Civil Rights Division, the Equal Employment Opportunity Commission, 

or the United States Department of Education Office for Civil Rights.  

Retaliation Prohibited  

Retaliation against an employee alleged to have experienced harassment, a witness, or another 

person who makes a report or participates in an investigation is strictly prohibited. A person who 

makes a good faith report of prohibited harassment shall not suffer retaliation for making the 

report. A person who intentionally makes a false claim, offers false statements, or refuses to 

cooperate with a District investigation regarding prohibited harassment is subject to appropriate 

discipline. 

Records Retention 

Retention of records shall be in accordance with DAA(LOCAL). 

Access to Policy 

This policy shall be distributed annually to District employees. Copies of the policy shall be 

readily available at each campus and the District administrative offices. 
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HARASSMENT OF STUDENTS 

Policies DH, FFG, FFH 

 

Sexual and other harassment of students by employees are forms of discrimination and are 

prohibited by law. Employees who suspect a student may have experienced prohibited 

harassment are obligated to report their concerns to the campus principal or other appropriate 

district official. All allegations of prohibited harassment or abuse of a student will be reported to 

the studentôs parents and promptly investigated. An employee who knows of or suspects child 

abuse must also report his or her knowledge or suspension to the appropriate authorities, as 

required by law. See Reporting suspected child abuse, for additional information. 

This districtôs policy that includes definitions and procedures for reporting and investigating 

harassment of students is printed below: 

STUDENT WELFARE: FREEDOM FROM HARASSMENT  

Policy: FFH (Local) 

Note: This policy addresses harassment of District students. For provisions regarding harassment 

of District employees, see DIA. For reporting requirements related to child abuse and neglect, 

see FFG. 

The District prohibits sexual harassment and harassment based on a person's race, color, gender, 

national origin, disability, or religion. 

Employees shall not tolerate harassment of students and shall make reports as required at 

REPORTING PROCEDURES, below. 

Sexual Harassment  

By an Employee 

Sexual harassment of a student by a District employee includes both welcome and unwelcome 

sexual advances; requests for sexual favors; sexually motivated physical, verbal, or nonverbal 

conduct; or other conduct or communication of a sexual nature when: 

1. A District employee causes the student to believe that the student must submit to the 

conduct in order to participate in a school program or activity, or that the employee will 

make an educational decision based on whether or not the student submits to the conduct; 

or  

 

 

2. The conduct is so severe, persistent, or pervasive that it:  
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a. Affects the student's ability to participate in or benefit from an educational 

program or activity, or otherwise adversely affects the student's educational 

opportunities; or  

b. Creates an intimidating, threatening, hostile, or abusive educational environment. 

Romantic or inappropriate social relationships between students and District employees are 

prohibited. Any sexual relationship between a student and a District employee is always 

prohibited, even if consensual. 

By Others 

Sexual harassment of a student, including harassment committed by another student, includes 

unwelcome sexual advances; requests for sexual favors; or sexually motivated physical, verbal, 

or nonverbal conduct when the conduct is so severe, persistent, or pervasive that it: 

1. Affects a student's ability to participate in or benefit from an educational program or 

activity, or creates an intimidating, threatening, hostile, or offensive educational 

environment;  

2. Has the purpose or effect of substantially or unreasonably interfering with the student's 

academic performance; or  

3. Otherwise adversely affects the student's educational opportunities.  

Examples 

Examples of sexual harassment of a student may include, but are not limited to, sexual advances; 

touching intimate body parts or coercing physical contact that is sexual in nature; jokes or 

conversations of a sexual nature; and other sexually motivated conduct, communications, or 

contact. 

Necessary or permissible physical contact such as assisting a child by taking the child's hand, 

comforting a child with a hug, or other physical contact not reasonably construed as sexual in 

nature is not sexual harassment. 

Other Prohibited Harassment 

Prohibited harassment of a student is defined as physical, verbal, or nonverbal conduct based on 

the student's race, color, gender, national origin, disability, or religion that is so severe, 

persistent, or pervasive that the conduct: 

1. Affects a student's ability to participate in or benefit from an educational program or 

activity, or creates an intimidating, threatening, hostile, or offensive educational 

environment;  

2. Has the purpose or effect of substantially or unreasonably interfering with the student's 

academic performance; or  

3. Otherwise adversely affects the student's educational opportunities.  
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Examples 

Examples of prohibited harassment may include, but are not limited to, offensive or derogatory 

language directed at another person's religious beliefs or practices, accent, skin color, or need for 

accommodation; threatening or intimidating conduct; offensive jokes, name calling, slurs, or 

rumors; physical aggression or assault; display of graffiti or printed material promoting racial, 

ethnic, or other negative stereotypes; or other kinds of aggressive conduct such as theft or 

damage to property. 

 

Reporting Procedures 

Any student who believes that he or she has experienced prohibited harassment should 

immediately report the alleged acts to a teacher, counselor, principal, or other District employee. 

Any District employee who receives notice that a student has or may have experienced 

prohibited harassment is required to immediately report the alleged acts to an appropriate person 

designated below. 

Any other person who knows or believes that a student has experienced prohibited harassment 

should immediately report the alleged acts to the appropriate person designated below. 

Reports of known or suspected child abuse or neglect shall be made as required by law. [See 

FFG]  

Timely Reports 

Reports of harassment shall be made as soon as possible after the alleged acts. A failure to 

promptly report alleged harassment may impair the District's ability to investigate and address 

the harassment. 

Oral or written reports of prohibited harassment shall normally be made to the campus principal. 

A person shall not be required to report harassment to the alleged harasser; nothing in this policy 

prevents a person from reporting harassment directly to one of the District officials below:  

1. For sexual harassment, the Title IX coordinator. [See FB(LOCAL)]  

2. For all other prohibited harassment, the Superintendent. 

A report against the Title IX coordinator may be made directly to the Superintendent; a report 

against the Superintendent may be made directly to the Board. 

Notification of Report 

Upon receipt of a report of harassment, a principal shall immediately notify the appropriate 

District official listed above. 

Notice to Parents 
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The principal or District official shall promptly notify the parents of any student alleged to have 

experienced prohibited harassment by a District employee or another adult associated with the 

District. In cases of student-to-student harassment, the District shall promptly notify the parents 

of any student alleged to have experienced harassment when the allegations presented, if proven, 

would constitute sexual harassment or other prohibited harassment as defined by District policy. 

Confidentiality  

To the greatest extent possible, the District shall respect the privacy of the complainant, persons 

against whom a report is filed, and witnesses. Limited disclosures may be necessary in order to 

conduct a thorough investigation and comply with applicable law. 

 

Investigation of the Report 

The District may request, but shall not insist upon, a written report. If a report is made orally, the 

District official shall reduce the report to written form. 

Upon receipt or notification of a report, the District official shall determine whether the 

allegations, if proven, would constitute sexual harassment or other prohibited harassment as 

defined by District policy. If so, the District official shall immediately authorize or undertake an 

investigation. 

If appropriate, the District shall promptly take interim action to prevent harassment during the 

course of an investigation. 

The investigation may be conducted by the District official or a designee, such as the campus 

principal, or by a third party designated by the District, such as an attorney. When appropriate, 

the campus principal shall be involved in or informed of the investigation. 

The investigation may consist of personal interviews with the person making the report, the 

person against whom the report is filed, and others with knowledge of the circumstances 

surrounding the allegations. The investigation may also include analysis of other information or 

documents related to the allegations. 

The District's obligation to conduct an investigation is not satisfied by the fact that a criminal or 

regulatory investigation regarding the same or similar allegations is pending. 

Concluding the Investigation 

Absent extenuating circumstances, the investigation should be completed within ten business 

days from the date of the report; however, the investigator shall take additional time if necessary 

to complete a thorough investigation. 

The investigator shall prepare a written report of the investigation. The report shall be filed with 

the District official overseeing the investigation.  

District Action  
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If the results of an investigation indicate that prohibited harassment occurred, the District shall 

promptly respond by taking appropriate disciplinary or corrective action reasonably calculated to 

address the harassment. 

The District may take disciplinary action based on the results of an investigation, even if the 

District concludes that the conduct did not rise to the level of harassment prohibited by law or 

District policy. 

Appeal 

A student, including a complainant, may appeal through FNG(LOCAL), beginning at the 

appropriate level. A complainant shall be informed of his or her right to file a complaint with the 

United States Department of Education Office for Civil Rights. 

Retaliation Prohibited 

Retaliation against a student alleged to have experienced harassment, a witness, or another 

person who makes a report or participates in an investigation is strictly prohibited. A person who 

makes a good faith report of prohibited harassment shall not suffer retaliation for making the 

report. A person who intentionally makes a false claim, offers false statements, or refuses to 

cooperate with a District investigation regarding prohibited harassment is subject to appropriate 

discipline. 

Records Retention 

Retention of records shall be in accordance with FB(LOCAL). 

Access to Policy 

Information regarding this policy shall be distributed annually to District employees and 

included in the student handbook. Copies of the policy shall be readily available at each campus 

and the District's administrative offices.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROFESSIONAL DRESS CODE GUIDELINES  
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Hereford Independent School District 

 

 The personal appearance of Hereford ISD employees affects the respect that others have 

for the organization, the staff, and the respect that employees have for themselves and for each 

other. As a representative of the Hereford Independent School District, employees are expected 

to dress with dignity and professionalism and in a manner that is tasteful and not offensive, 

suggestive, revealing, distracting or insulting to others. 

 

 A tailored appearance would necessitate that clothing be clean, wrinkle-free, and not in 

need of repair at the beginning of each workday. Appropriate attire for women: dresses, 

skirts or slacks with blouses, and suits. Appropriate attire for men: slacks with a dress 

shirt and/or similar collared shirt, and suits. 

 

 Clothing unacceptable for HISD employees include: jeans, overalls, shorts (except in 

PE/Athletic classes/situations), mini-skirts, T-shirts with logos or sayings unrelated to 

district events/campuses/groups, bare midriffs, or halter tops or revealing necklines, 

sweats suits, leggings, Spandex/Lycra or ñwork-outò attire, and shear shirts. (Modesty 

and measurement guidelines established for HISD students will apply as a minimum 

standard for HISD staff as well.) 

 

 Acceptable footwear does not include: house shoes, rubber flip-flops, or pool shoes. 

 

 Staff development days and days spent in teacher/parent conferencing, regional or area 

meetings and training workshops will warrant that HISD participants follow regular 

professional dress code guidelines. 

 

 On teacher workdays, HISD employees are allowed to wear jeans, overalls, shorts, and 

T-shirts due to the large amount of time spent moving furniture, books, display materials, 

etc. 

 

 Attire may be sensibly modified according to a staff personôs medical need, the job they 

perform, inclement weather, for special field trips or field days, and for the designated 

school spirit or theme days on individual campuses. 

 

 

 

 

 

 

 

 

 

 
DRESS AND GROOMING 

 

The District's dress code is established to teach grooming and hygiene, prevent disruption, and minimize safety 
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hazards.  Students and parents may determine a student's personal dress and grooming standards, provided that 

they comply with the following: 

 

For Secondary Students (grades 6
th

 through 12
th

) 

 

1. Hair must be styled out of eyes and must be clean.  It must also comply with school health standards 

so as not to be detrimental to the health and safety of the individual or to others. 

2. Hair must be within the range of natural hair colors.  For example: no green, pink, purple, bright red, 

or bright orange colored hair is allowed. 

3. Notched eyebrows will not be allowed. 

4. No hats, headscarves, bandanas, or caps may be worn in the school building during the instructional 

day. 

5. Clothing with inappropriate or suggestive symbols, patches, or lettering cannot be worn.  [Policy 

FNCA (LOCAL)] 

6. Shirts and blouses must be buttoned appropriately. 

7. Tank tops and muscle shirts are not allowed.  Both shoulder straps on a top or dress must have a 

shoulder measurement of 1 ½ inches or greater. 

8. The entire midriff and cleavage areas must be covered at all times. 

9. Straps on garments must be worn appropriately (for example: bib overalls). 

10. Pants must be worn at waist level as designed.  Baggy/sagging pants will not be allowed.  Pants must 

be fitted at the waist, no more than 1ò bigger than waist size.  Pants must also be no more than 6 

inches of extra material (when width of material is pinched at the kneecap).   

11. Skirts must be no shorter than a maximum of 6 inches above the knee in a kneeling position. 

12. Bicycle shorts and inappropriately tight clothing will not be allowed.  Shorts will be allowed but must 

be no shorter than 7 inches above the knee in a kneeling position.* 

13. Undergarments must not be exposed at any time. 

14. All standard footwear is acceptable and must be worn during school hours. 

15. Pajamas and house shoes are not appropriate. 

16. Sunglasses may not be worn indoors during school hours unless prescribed by a doctor. 

17. Jewelry worn due to body piercing, other than ears, will not be allowed. 

18. Jewelry with spikes of any length may not be worn. 

19. No offensive or gang related tattoos shall be visible. 

 

 

 

HEREFORD I.S.D. - MISCELLANEOUS SUBSTIT UTE TEACHER RESPONSIBILITIES  

 

 Substitute teachers should endeavor to preserve the regular routine of the classroom 
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and to follow the teacherôs assignments and procedures.  In case this is not possible, 

the substitute teacher should have an emergency plan prepared for quick reference. 

 

 An unusual request from parents and students should be referred immediately to the 

principal.  Examples include requests to be dismissed early and to be absent from the 

classroom for some activity.  Students should never be released from the building 

during the school day without office permission.  Parent conferences should not be 

held unless the principal is present. 

 

 The class roll should be checked at the time(s) and in the manner outlined by the 

specific school policy.  Names and dates of absentees and tardies should be listed.  

Students who are tardy should have a tardy slip from the office before entering the 

classroom. 

 

 Substitute teachers should not assign written work and leave it to be graded, except 

at the request of the regular teacher.  Assignments included in the lesson plans which 

have a grading key, should be graded.  Those which must be graded subjectively 

should be neatly stacked and left for the teacher to grade.  Homework should be 

assigned only if the regular teacher requests it in the lesson plans. 

 

 Medicine of any kind is never given in the classroom.  All medication is kept in the 

nurseôs office or principalôs office and dispensed there. 

 

 Any money collected or found should be deposited in the office with adequate 

records before leaving the building for the day. 

 

 Textbooks, workbooks, or library books should be issued by the regular teacher 

unless the substitute teacher is asked to do so.  Workbooks never go home with 

students unless the regular teacher requests it in the lesson plans. 

 

 A short summary of the activities completed during the regular teacherôs absence 

should be prepared for the regular teacher and placed in the lesson plan book. 

 

 A report to the regular teacher should be prepared and placed in the lesson plan 

book.  It should include: student conduct, problems, success, etc.  A sample form is 

included in this manual. 

 

 If the assignment is for more than one day, the substitute teacher should check with 

the principal regarding the advisability of contacting the regular teacher for lesson 

plan, etc. 

 

 

HEREFORD I.S.D. - OTHER ROUTINE DUTIES OF THE SUBSTITUTE TEACHER  

 

 Report directly to the principalôs office and sign in (name, arrival time, and name of 
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regular teacher). 

 

 Check with the office for lesson plans or substitute teacher folders, instructions, etc. 

 

 Check to see if a key is needed to unlock the classroom or closet. 

 

 Check the regular teacherôs mailbox.  Material, such as lunch count envelopes and 

notes for students, will need to be received before school starts.  The teacherôs 

mailbox will also need to be checked at each break for messages for students or 

notes to be sent home. 

 

 Go to the classroom and review the regular teacherôs lesson plans, teaching 

materials, general building routines and procedures, and disaster and fire drill 

regulations. Disaster and fire drill procedures are usually posted in each classroom 

near the doorway. 

 

 Consult the principal, assistant principal, secretary, or teacher regarding any 

questions about the dayôs activities. 

 

 Fulfill the regular teacherôs entire program, such as, hall duty, bus duty, playground 

duty, lunch duty, etc. 

 

 Check the classroom condition, noting lighting, temperature, and seating 

arrangements.  Nametags may be used in elementary grades (kindergarten through 5
th
 

grade) to identify students if necessary. 

 

 Observe the students closely and be certain that students who become ill receive the 

proper attention.  Students who are sent to the nurse must have a permission slip with 

them.  Check with the principal, assistant principal, or secretary to locate the various 

types of permission slips. 

 

 

 

 

 

 

 

 

 

 

 

 

HEREFORD I.S.D. - HELPFUL HINTS FOR SUBSTITUTE TEACHERS  

 

1. Plan to arrive early.  Be sure to check in with the campus secretary  



 

 
25 

 

 

2. Speak, look, and act like a professional and you will feel like a professional and be perceived 

by others, including the students, as a professional person. 

 

3. Be an informed substitute teacher; know the rules at the different schools that you will be 

substituting at. 

 

4. Work promptly in getting the class started. 

 

5. Learn to identify each student by name as quickly as possible by using nametags or some 

other method.  Students respond more readily when they are identified by name. 

 

6. Write directions on the chalkboard (for grades 2 and up); this will be a great help in the 

orderly beginning of the dayôs work. 

 

7. Take firm  control of the class from the beginning.  Physical punishment, sarcasm, ridicule, 

or hasty decisions are not acceptable as a means of classroom control. 
 

8. Circulate among the students, assisting those who need help. 
 

9. Use positive rather than negative requests and suggestions. 
 

10. Expect respect and cooperation from the students; also, be respectful of student opinions. 
 

11. Have a positive, enthusiastic attitude toward each substituting assignment. 
 

12. Fairness and careful follow through are invaluable in maintaining good classroom order. 
 

13. Physical conditions in a classroom may affect the behavior of students.  Watch ventilation, 

temperature, and lighting.  Keep the classroom neat and orderly.  Supervise students as they 

enter and leave the classroom.  Stand at the door and meet them in a friendly manner, with a 

smile! 
 

14. Learn to be organized in everything you do! 
 

15. Be innovative and flexible.  Have alternative plans in case the lesson plan for a particular 

subject is shorter than expected and you find more time on your hands.  Be prepared with a 

bag of tricks.  Be more than a babysitter to the students.  Take something with you to share 

with students when you need to fill in small lapses of time in between assignments (a book 

of poetry, a book of short stores, a puzzle, or a brain teaser, etc.). 

 

16. Immediately establish your behavior expectations.  Never allow one student to take names of 

other students if they misbehave. Instead ask each person to be responsible for 

himself/herself. 

 

17. Go to students individually to give instructions or corrections, unless the entire class is 

involved. 
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18. At all times, you must be conscious of the need for ñface savingò.  One aspect of this is the 

ability to distinguish between the individual and the behavior. 

 

19. Whenever possible, avoid an open clash with the student(s).  Kindness and sympathy, lined 

with firmness, is a far better way of maintaining control of the classroom. 

 

20. Ask disruptive students to step outside the classroom so that you may talk to them.  This has 

a quieting effect on the other students. 

 

21. Be calm.  This is particularly true when working with intermediate (4
th
 through 5

th
 grade) 

and secondary (6
th
 through 12

th
 grade) students.  If you do lose your temper, calm down as 

soon as possible. 

 

22. Keep the students busy with worthwhile activities. 

 

23. Remember, the best way to handle problems is to work on the prevention rather than the 

solution. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HEREFORD I.S.D. - SUBSTITUTE TEACHERôS COMMENTS ON THE DAY 

(SAMPLE FORM)  
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(Please turn this in to the campus principal at the end of the work day.) 

 

               
Classroom Teacherôs Name      Grade Level and/or Subject 

 

               
Substitute Teacherôs Name      Date 

 

1. The best part of my day was:         

            

            

             

 

2. I could have used more help with the following:      

            

            

             

 

3. The lesson plan was (please  one) 

      a.  Very helpful; 

      b.  Helpful; 

      c.  Adequate; 

      d.  Not helpful; 

      e.  None was available; 

      f.  Easy to use; 

      g.  Hard to understand, I needed help; 

      h.  Hard to understand and I was not able to use it. 

 

4. Assigned work was readily available 

      a.  Yes; 

      b.  No. 

 

5. Students who were especially helpful are listed here:     

            

              
 

6. Students who were especially difficult are listed here:     

            

              
 

7. Suggestions or comments to the principal:       

             

 

CLASSROOM DISCIPLINE IN HEREFORD I.S.D.  
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Discipline is your responsibility, whether in the classroom, during an assembly, or at any school 

function.  Each teacher is expected to handle his/her own discipline cases as far as possible, but feel 

free to call on your campus principal or assistant principal for assistance. 

 

Many of the different opinions concerning education today hinges on the idea of discipline in our 

schools.  No sound educator has intended to advise parents or teachers to let children grow up 

without discipline and self-control.  The idea of not correcting a child is not biologically sound and 

is fundamentally wrong.  Each child must learn to modify his/her emotions, to curb is/her instincts, 

and to control himself/herself, because no one can go through life just having his/her own way. 

 

Often private conferences with a student (along with the principal) will prove to be very helpful.  

Group punishment should not be used.  Group punishment is usually because of noise or something 

that has happened when the teacher is out of the classroom.  Punish only those students who are 

involved and not the entire group or class.  A teacher will not be permitted to expel or kick a student 

out of the classroom without the permission of the campus principal. 

 

In maintaining good discipline, a teacher must be able to proceed with the assurance that support 

will be forthcoming from the campus principal, the superintendent, and the Board of Trustees.  In 

order to give repeatedly the support which the teacher needs, the administrative officers and the 

Board of Trustees must know that the teacherôs procedure has been in accordance with good 

educational practice.  The following principles are set forth: 

 

1. Good discipline is usually positive rather than negative in nature.  It consists of keeping 

students interested and busy doing things that are constructive and worthwhile rather than 

punishing students for doing things that are destructive and anti-social. 

 

2. Punishment such as slapping, pinching, hair pulling, ridicule, sarcasm, etc. are not to be 

used. 

 

3. Punishment involving doing extra work should be constructive in nature and a reasonable 

length of time should be given to the student in order to complete the work. 

 

4. Not all students respond to positive discipline, and punishment or curbing of some kind is 

required. 

 

5. Good discipline is always fair, dignified, and in good temper. 

 

 

 

 

 

 

 

 

HEREFORD I.S.D. - WHAT DOES A WELL MANAGED CLASSROOM LOOK LIKE?  
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1. High levels of student engagement in instructional activities; 

 

2. Students know what is expected of them and are generally successful; 

 

3. Relatively little or no wasted time, confusion, or disruption in the classroom; and 

 

4. Climate is work oriented but relaxed and pleasant for the students. 

 

 

 

 

 

 

HEREFORD I.S.D. - EFFECTIVE CLASSROOM MANAGERS  

 

1. Plan classroom procedures and rules carefully and in detail; 

 

2. Systematically teach students procedures and expected behaviors; 

 

3. Monitor student work and behavior closely; 

 

4. Deal with inappropriate behavior quickly and consistently; 

 

5. Organize instruction to maximize student task engagement and success; and 

 

6. Communicate directions and expectations clearly to the students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HEREFORD I.S.D. - GUIDELINES FOR MANAGING APPROPRIATE BEHA VIOR  
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There are many ways to handle inappropriate behavior, and most authorities in child development 

agree that children want and need discipline in order to feel secure in their environment. 

 

It is helpful to consider a combination of attitudes and skills to establish a balance between not 

being too hard or too easy on the students in the classroom. 

 

The following principles should be used in dealing with the behaviors of your students in the 

classroom: 

 

1. Be consistent.  When you say ñyesò sometimes and then say ñnoò at other times, the child 

feels insecure.  Children have the chance to learn what to expect when you are consistent. 

 

2. Set limits.  Explain to the students why they cannot do something.  The students need to 

know right away that they cannot do just as they please in the classroom.  Let them know 

right away that there are rules to be followed in the classroom. 

 

3. Give praise.  What a student is told about himself/herself is what he/she comes to believe.  

Give praise when it is deserved.  A compliment or a pat on the back may stifle any bad 

behavior. 

 

4. Be kind, but firm .  A wise teacher will make allowances for mistakes and use these as 

teaching tools to better behavior.  Teach students using kind and polite words. 

 

5. Give respect.  Let the students know that you care about them.  Ask for and return their 

respect for you. 

 

 

You will want to set a positive, warm, learning environment when working with students.  Do 

remember that it will take time and patience for you both to feel comfortable and friendly, but you 

will be taking the first step toward building the desired relationship if you will simply be yourself.   
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JUST FOR TODAY 

 

Just for today, I will try to live through this day only, not to tackle my whole life problems at once. I 

can do things for twelve hours that would appall me if I had to keep them up for a lifetime. 

 

Just for today, I will be happy.  This assumes that what Abraham Lincoln said is true, that most folks 

are about as happy as they make up their minds to be.  Happiness is from within, it is not a matter of 

externals. 

 

Just for today, I will try to adjust myself to what is, and not try to adjust everything to my own 

desires.  I will take my family, my business, and my licks as they come and fit myself to them. 

 

Just for today, I will take care of my body.  I will exercise it, care for it, nourish it, not abuse it, or 

neglect it, so that it will be a perfect machine for my bidding. 

 

Just for today, I will try to strengthen my mind, I will learn something useful.  I will not be a mental 

loafer.  I will read something that requires effort, thought, and concentration. 

 

Just for today, I will exercise my soul in three ways.  I will do somebody a good turn and not get 

found out; I will do at least two things that I donôt want to do, as William James suggests, just for 

exercise. 

 

Just for today, I will be agreeable.  I will look as well as I can, dress as becomingly as possible, talk 

low, act courteously, be liberal with praise, criticize not at all, nor find fault with anything, and not 

try to regulate or improve anyone. 

 

Just for today, I will have a new program.  I will write down what I expect to do every hour.  I may 

not follow it exactly, but I will have it.  It will eliminate two pests---hurry and indecision. 

 

Just for today, I will have a quiet half hour all by myself and relax.  In this half hour, sometimes I 

will thank God, in order to get a little more perspective on my life. 

 

Just for today, I will be unafraid; especially I will not be afraid to be happy, to enjoy what is 

beautiful, to love, and to believe that those I love, love me. 

 

---Ann Landers 
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HEREFORD I.S.D. - TO THE TEACHER (SAMPLE FORM)  

 

I have checked () the appropriate responses below: 

 

The students in your classroom/period were: 

 

      Courteous 

      Able to follow directions 

      Able to work all class time 

      Well-behaved 

      Cooperative 

      Able to complete required assignments 

      Able to turn in assignments 

      Other:                                                                                                           

 

These are the things that I appreciated about this class: 

  
  
  
  
 

I had some difficulty with the following students.  I have included the reason(s) beside the studentôs 

name: 

  
  
  
  
 

Additional Comments:  
  
  
  
             

             

             

              

       
             

Signature of Substitute Teacher     Date 
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ACCEPTABLE USE OF COMPUTERS POLICY ï FOR STAFF 
 
 

Hereford Independent School Districtôs (HISD) computer network provides access to the Internet.  

The availability of computers, access to the Internet and other technologies will increase the learning 

opportunities for all users.  To have access to the HISD, Wide Area Network (WAN) resources and 

the Internet, users (staff, students, and parents) must first read and sign an agreement called the 

ñAcceptable Use of Computers and Networks Agreementò. 

 

Definition of Internet  

 

The Internet is an electronic information and communication ñhighwayò connecting millions of 

computers all over the world and millions of individual people.  All HISD users (students, parents, 

community members, and staff) with HISD accounts have access to some or all of the following: 

 

1. Electronic mail (e-mail) communication with people all over the world (currently only HISD 

staff are permitted e-mail access); 

2. Information and news from a variety of sources and research institutions; 

3. Discussion groups on a variety of topics; and 

4. Access to many university libraries, the Library of Congress, and more! 

 

While access to e-mail and the Internet will enable students to explore a wealth of resources 

throughout the world, warning should be issued that some material accessible on the Internet may 

contain items that are inappropriate or inaccurate.  Our intent is to provide Internet access to help 

further educational goals and objectives.  However, in this process, users may find ways to access 

other materials as well.  Safeguards are in place to help filter out inappropriate materials, but they 

are not foolproof.  We strongly believe that the benefits of access to the Internet, in the form of 

resources and opportunities for collaboration, exceed any disadvantages.  Access to network services 

can only be given to users who agree to act in a considerate and responsible manner.  Parental 

permission is required.  Access is a privilege ï not a right.  Access entails responsibility.  Within 

reason, freedom of speech and access to information will be honored.  During school, teachers of 

younger students will guide them toward appropriate materials.  Because there is not an absolute 

way to prevent access to information that is clearly inappropriate for students, it has been necessary 

to develop policies, which establish the responsibilities that come with this technology. 

 

Worldwide Web Publishing 

 

An integral part of the educational experiences gained from use of the electronic network is the 

creation of a site to which the worldwide Internet community can publish information for access.   

 

 Pictures may be posted on the HISD web site that allows the person to be identified 

individually by name. 

 Prior to publication of any material to the HISD web site, the appropriate administrator 

must review the activity. 
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Netiquette 

 

All users of the Hereford Independent School Districtôs computers and networks are expected to 

abide by the generally accepted rules of network etiquette called ñNetiquetteò.  There are informal 

rules of behavior for the use of and communication on the Internet.  Failure to follow these rules can 

result in criticism by others on the Internet or even restricted access to some resources on the 

Internet.  Some tips for ñNetiquetteò include the following: 

 

 Be polite and courteous.  Messages should be positive in nature.  Make sure that your 

communications are clear and easily understood or hurt feelings or confusion may occur.  

Humor and sarcasm may be misunderstood.  Use ñemoticonsò to help express emotion.  For 

example:  smiley face :-) or sad face :-(  Transmitting obscene messages or pictures is 

prohibited. 

 Use appropriate language.  Do not swear or use vulgar language.  Avoid harsh or insulting 

messages. 

 Maintain your privacy.  Do not reveal your personal address or telephone numbers.  Do not 

share passwords, addresses, or full names.  This is personal information and is not safe to 

share with others over the Internet. 

 Be responsible online.  Avoid using the computer to harm other people (spreading rumors or 

infecting computers with viruses) or for illegal activities. 

 Cite references that you use.  To avoid plagiarism, cite references for any information that 

you directly quote or paraphrase.  Assume that all communications and information that is 

accessible via the network is private property. 

 Make messages clear and concise.  Keep paragraphs and messages short and to the point.  

Make sure that you check your grammar and spelling.  Use a font and text style that is easy 

to read. 

 Sign your messages.  Include your signature at the bottom of e-mail messages.  You should 

include your name, position, and Internet address.  However, be careful sharing this 

information with unknown users.  It is inappropriate to pretend to be someone else when 

sending/receiving messages. 

 

Acceptable Uses of Technology 

 

All of the policies and procedures for acceptable use of computers and networks are intended to 

make the computers and networks more reliable for the users.  The users are responsible for their 

actions and decisions regarding the appropriate use of technology and information gained through 

this technology.  Users are expected to follow the ñNetiquetteò and copyright guidelines that are 

outlined above.  In addition, they will be expected to follow the acceptable use guidelines below: 

 

 Users are responsible for their individual accounts and should take all reasonable 

precautions to prevent others from being able to access or use their account.  This includes 

logging out.  Under no circumstances should you provide your password to another person. 

 Users shall immediately notify the system administrator if they believe they have identified a 

possible security problem.  Do not go looking for security problems because this may be 

construed as an illegal attempt to gain access. 
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 Users shall identify to System Support immediately, if by accident, they have encountered 

materials which violate appropriate use. 

 Users shall not erase, change, rename, or make unusable anyone elseôs computer files, 

programs, or disks. 

 Users shall not let other persons use his/her name, log on, password, or files for any reason. 

 Users shall not use or try to discover another userôs password or in any way access another 

personôs e-mail or other files. 

 Users shall not use Hereford school computers or networks for any non-instructional or non-

administrative purpose (e.g., games) or activities for personal profit. 

 Users shall not use a computer for unlawful purpose, such as the illegal copying or 

installation of software. 

 Users shall not copy, change, or transfer any software or documentation provided by 

Hereford schools, teachers, or another student without written permission from the creator of 

the document. 

 Users shall not write, produce, copy, or attempt to introduce any computer code designed to 

self-replicate, damage, or otherwise hinder the performance of any computerôs memory, file 

system, or software (e.g., bug, virus). 

 Users shall not deliberately use the computer to annoy or harass others with language, 

images, innuendoes, or threats.  The user shall not deliberately access or create any obscene 

or objectionable information, language, or images. 

 Users shall not intentionally damage the system, damage information belonging to others, 

misuse system resources, or allow others to misuse system software. 

 Use of personal computing equipment connecting to the HISD WAN is prohibited. 

 Removal of HISD computing equipment (except designated laptop computers which have 

been assigned to approved users) from HISD premises is prohibited. 

 Vandalism ï users shall not tamper with computers, networks, printers, or other equipment.  

Vandalism will result in cancellation of privileges.  Vandalism is defined as any malicious 

attempt to harm, modify, or destroy computer hardware, data of another user, any computer 

peripheral or device, any computer accessory (such as mouse pads), the Internet, or any of 

the other networks that are connected to the HISD WAN. 

 Illegal copying ï users may not download or install any commercial software, shareware, or 

freeware onto any HISD computer, network drive or disk, nor copy other userôs work or 

intrude into other userôs files.  You may not post music or video files for download that 

result in mass downloads.  You may not download or access music or video files on music 

swap or share sites (example: KaZaA, MX). 

 Privacy ï network storage may be treated like school lockers.  Network administrators may 

review content of personal directories for prohibited files and may review communication to 

maintain system integrity and insure students are using the system responsibly. 

 

 

 

Resource Limits 

 

 Storage capacity ï users are expected to remain within the allocated disk space and delete 

unneeded files and e-mail messages that take up excessive storage space. 
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 E-mail ï users shall not post chain letters or engage in ñspammingô.  Spamming is sending 

annoying or unnecessary messages to large numbers of people or to mailing lists.  Users shall 

not send e-mails that may be considered offensive or personal in nature.  Users shall check 

their e-mail daily and delete unneeded files. 

 Forgery or impersonation ï Adding, removing or modifying identifying network information 

is prohibited.  The use of anonymous remailers or nicknames does not constitute 

impersonation.  Using deliberately misleading headers (ñmungingò headers) in news postings 

in order to avoid spam email address collectors is allowed.  HISD will take reasonable and 

feasible counter measures to filter out spam.  HISD employees may set anti-spam filters with 

your mail program ï if available. 

 File downloads ï users shall only download files that are necessary for the educational 

instruction for HISD (e.g., word documents, pictures, etc.).  No user shall download any 

program or executable file. 

 Printing resources ï HISD laser and color printing resources shall be used for single copy 

printing.  Printing of nonacademic work is prohibited. 

 Bandwidth ï due to the limited amount of bandwidth available to the District, users may not 

access online streaming audio and video websites unless the site is being used in an 

educational setting.  Streaming audio is an Internet resource that is most often associated 

with programs such as Real Player, Windows Media Player or Winamp, which allow 

individuals to play a radio station over the Internet on their computer.  This is a resource in 

which we can see great educational value when used for learning, but can also be an 

enormous burden on network resources if overly used for entertainment purposes. 

 The user of the Internet and technology must be a user in good standing (no outstanding 

detention time, no overdue materials/equipment, or outstanding fines). 

 Be prepared to be held accountable for your actions and for the loss of privileges, if the 

Acceptable Use of Computers Policy is violated 

 

 

 

Consequences 

 

Use of the computers for programs, software, e-mail and to access telecommunications resources is 

a privilege and not a right.  Violation of the HISD Acceptable Use of Computers Policy concerning 

the use of computers and networks will result in the following action: 

 

 File Storage ï If the available storage space becomes limited, System Support may request 

that users purge unneeded files or may ask that all users limit their storage to a certain 

amount.  Users who do not comply with these requests will face the following consequences: 

o 1
st
 Offense ï e-mail warning to user and immediate supervisor; 

o 2
nd

 Offense ï System Support will purge all files with access dates of greater than 90 

days from the userôs home directory; 

o 3
rd
 Offense ï System Support will purge all files with access dates of greater than 60 

days from the userôs home directory;  

o 4
th
 Offense ï System Support will purge all files from the userôs home directory. 




