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Plainview Independent School District 
2417 Yonkers St. 
Plainview, Texas 79072 

Phone: (806) 293-6000 Fax: (806) 296-4014 
 

H. T. Sanchez, Ed. D.  
Superintendent of Schools 
 

         

 

Dear Substitute, 

We welcome you as a substitute teacher for the Plainview Independent School District. As 
with all school districts, we feel that the most important and valuable contribution we can make to 
our society is the education of our youth.  
 

To this end, the PISD is dedicated to the employment of the most competent professional, 
paraprofessional, and support personnel possible. As a substitute teacher, you are acknowledging 
your agreement with our goal and are accepting the responsibility of assisting in the proper 
education of the Plainview students. 
 

Substitutes are an essential part of school operation. This is a unique position, and there are 
certain policies and procedures that apply only to people working in this area. Substitutes affect 
school-community relations; what you say, how you act, and the message the students carry to 
their parents will result in creating an atmosphere for or against the school and the district. 
 

This notebook has been developed in an effort to clarify policies and procedures that apply 
to substitutes and to make your work more effective and more enjoyable. We hope you will 
become familiar with it and find it a useful source of information.  
 

On behalf of the Plainview Independent School District, we extend to you a warm welcome 
for becoming a valuable asset to the district and we wish you success in what we hope will be a 
very rewarding and meaningful endeavor on your part.  
 
 
 
Human Resource Services 
Plainview Independent School District  
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Our Mission 
 

“The mission of the Plainview Independent School District, in partnership with the community, is 
to graduate all students with skills and values to compete successfully as lifelong learners in 

society by addressing the needs and recognizing the worth of each student through a coordinated 
program of instruction in a safe, disciplined environment.” 

 

Plainview ISD provides high-quality instruction in a safe, disciplined environment for all 

students from pre-kindergarten through high school. We take pride in the quality educational 

programs and opportunities we provide for more than 5,500 students in our community. We open 

doors of opportunity for students through the great variety of courses offered on our campuses. 

Special programs are available for advanced students, dyslexic students, special needs 

students, gifted and talented students, migrant, and bilingual and English as a second language 

students. 

Our teachers and administrators work diligently to align our curriculum to the TEKS 

Essential Knowledge and Skills (TEKS) to ensure our students receive the quality of instruction 

that will provide the skills, knowledge and attitude to successfully complete high school prepared 

for higher education or other post-secondary educational opportunities and a productive role in 

society.  
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Our District 
 

Our Students 
 
Plainview ISD has a student population exceeding 4,700 students. Our students come from diverse 
economic backgrounds. More than 78% of our students are classified as economically 
disadvantaged.  
 
Our student population is ethnically rich: 79.82% Hispanic, 3.85% African American, 14.59% 
White, 0.25% American Indian, 0.25% Asian, and 0.06% Pacific Islander, 1.26% two-or-more.  
 
Our Employees 
 
Plainview ISD employs more than 700 people in a variety of roles. Approximately 341 of our 
employees are certified teachers. 
 
Our Governing Body  
 
Seven elected community members, serving three-year terms, comprise the Board of Trustees. 
Trustees serve on a voluntary basis. Public Board Meetings are held on the third Thursday of each 
month at 6:00pm in the Education Complex Board Room, 2411 Yonkers.  
 

 
 

Board of Trustees 
 

President: Sylvia De La Garza Precinct 7 
Vice-President: Adam Soto Precinct 1 
Secretary: Cheryl Dickerson Precinct 6 

Member: Amber Bass Precinct 4 
Member: Tyler James Precinct 3 
Member: JoAnn Rey Precinct 5 

Member: Sofia Rivera Precinct 2 
 
 
 
 
 
Substitutes are required at stay 30 minutes after school is let out and always check with the 

school secretary before leaving the campus 
 
 
 
 
 

Our School Day Hours 
 
Pre-Kindergarten  Morning: 8:20am-11:30am/11:45am 
   Afternoon: 12:00pm/12:15pm-3:30pm 
  Note: Pre-Kindergarten times vary by campus) 
 
Kindergarten-5th    8:20am-3:30pm 
 
Coronado Middle School                8:10am-3:47pm 
 
Estacado Middle School  8:10am-3:47pm 
 
Plainview High School  8:05am-3:55pm 

 
Ash Program    8:00am-2:55pm 
AE/SURGE Program   8:00am-3:40pm 
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Our Campuses  
 

    

  
 

 
 

 

 

  

PLAINVIEW HIGH SCHOOL - Grades 9 – 12  Brandt Reagan, Principal 

 1501 Quincy          Elianna Rodriguez, Administrative Assistant 

 (806) 293-6005     

  

     

ASH Program - Alternative School   Rodney Wallace, Principal 

 908 Ash St.       Estella Salas, Administrative Assistant  

 (806)293-6010     

      

  

ESTACADO MIDDLE SCHOOL - 6th - 8th Grade Richie Thornton, Principal 

 2200 West 20th Street        Angelica Cordero, Administrative Assistant 

 (806) 293-6015     

    

  

CORONADO MIDDLE SCHOOL - 6th - 8th Grade Rachel Long, Principal 

 2501 Joliet           Monica Reyna, Administrative Assistant 

 (806) 293-6020     

  

     

COLLEGE HILL ELEMENTARY - Pre-K- 5th Grade Lori Glenn, Principal 

 707 Canyon       Carmen Salinas, Administrative Assistant 

 (806) 293-6035     

    

  

EDGEMERE ELEMENTARY - Pre-K - 5th Grade  Leslie Richburg, Principal 

 2600 West 20th      Elida Rangel, Administrative Assistant 

 (806) 293-6040     

 

    

HIGHLAND ELEMENTARY - Pre-K- 5th Grade  Deborah Alcozer, Principal 

 1701 West 11th        Molly Summers, Administrative Assistant 

 (806) 293-6045     

 Becky Buxton, Principal   

  

HILLCREST ELEMENTARY– Pre-K - 5th Grade  Yesenia Pardo, Principal 

 315 West Alpine       Lucy Alexander, Administrative Assistant 

 (806) 293-6050 

    

  

LA MESA ELEMENTARY - Pre-K - 5th Grade  Vickie Young, Principal 

 600 South Ennis      Glenna Butler, Administrative Assistant 

 (806) 293-6055 

   

  

THUNDERBIRD ELEMENTARY - Pre-K - 5th Grade  Karl Dunn, Principal 

 1200 West 32nd       Melissa Landeros, Administrative Assistant 

 (806) 293-6060 
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Our Instructional Calendar 
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HR Department Contact Information 
Chief People Officer: Brandy Merrick, M.Ed. 

 

Education Center 2417 Yonkers 
 

Sandra Munoz, Administrative Assistant for Chief People Officer  806 293-6131 
sandra.munoz@plainviewisd.org 
Job Fairs 
Pathway to Teach 
 

Theressa Burns, Benefits & Leave Specialist      806 293-6134 
theressa.burns@plainviewisd.org 
Catastrophic Event Bank 
Family Medical Leave 
Health Insurance/Insurance Benefits 
Supplemental Benefits (Dental, Vision, etc.) 
Temporary Disability 
Worker’s Compensation 
 

Sarah de la Fuente, Compliance Specialist      806 293-6141 
sarah.delafuente@plainviewisd.org 
Certifications 
Incentive & Supplemental Duty 
Loan Forgiveness 
Long-Term Substituting (≥11 days) 
PAKS 
Personnel Action Reports 
Renewal of SBEC/TEA Certifications 
Workplace Posting Requirements 
 

JoAnn Gamez, Personnel Information & Records Specialist   806 293-6140 
joann.gamez@plainviewisd.org 
AESOP 
Address/Phone Number Change 
Change to District Records 
Criminal Background Checks & Fingerprints 
Employee Records 
Employment Verification 
Fingerprint Process & Appointments 
New Hire Packet 
Service Records 
Substitute Applications & Information 

 
Kym Norrell, Payroll Specialist        806 293-6165 
kym.norrell@plainviewisd.org 
Income/Salary Verification 
Payroll/Pay Checks 
Retirement 

mailto:sandra.munoz@plainviewisd.org
mailto:theressa.burns@plainviewisd.org
mailto:sarah.delafuente@plainviewisd.org
mailto:joann.gamez@plainviewisd.org
mailto:kym.norrell@plainviewisd.org
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Application Process & Pay Information 
Application Process 

Persons interested in substituting for the Plainview Independent School District should follow the 

process below:  

1. Attend Substitute Testing 

2. Attend the required substitute training/orientation 

3. Complete fingerprinting $45.70 (not covered by PISD)  

4. Provide copy of High School Diploma or GED  

5. Complete Observations (if applicable) 

6. Provide official college transcripts (if applicable)  

**Please note that applicants are not eligible to substitute until all steps above are 

complete** 

 

***Please note an official transcript showing degree earned/college credit hours completed 

must be on file in order to qualify for “degreed or certified/retired teachers” pay or “non-

degreed but has completed at least 30 college credit hours” pay*** 

 

***A degreed substitute is defined as a substitute who holds an associate’s, bachelors, 

masters or doctorate degree*** 

 

 

 

 
Partial days: Individuals who sub for half a day shall be paid one-half of the daily rate according 
to their qualifications. 
 
Affordable Care Act: Due to the Affordable Care Act substitutes are limited to working 16 days 
per calendar month or 128 hours per calendar month (combination of full days and half days). 
Keep in mind that a typical month is 20 work days. 
 
Direct deposit: Pay is direct deposited on the 25th of each month. Contact Kym Norrell, Payroll 
Specialist, at 806-293-6165 or JoAnn Gamez, 806 293-6140 for questions regarding your pay.  
 
Not interested in subbing any longer? Please call JoAnn Gamez at 806-293-6140 as soon as 
possible so that she can remove your name from the active substitute list and save the school 
district and yourself unnecessary phone calls.  
 
 
 

https://www.google.com/imgres?imgurl=http://www.mrpk.org/portals/7/usersdata/ABrock/colleges-and-universities-clip-artscholarships---college-and-career-center-jx9x3zqn.jpg&imgrefurl=http://www.mrpk.org/cc/CollegePreparatory.aspx&h=661&w=750&tbnid=Uy6RTqN3zVytSM:&docid=sfqf8BCY1MTrVM&ei=W0WmVqKiDsKDjwT-xIfYDg&tbm=isch&ved=0ahUKEwjiu62-qcXKAhXCwYMKHX7iAesQMwh7KFQwVA
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Payroll Information  
2019-2020 

 

 

 

 

 

 

 

 

 

  

 

 

 

     

 

 

 

 

TIME SHEETS MUST BE IN THE PAYROLL OFFICE NO LATER THAN 

11:00 A.M. ON THE DAY THEY ARE DUE. 

 
ADVANCE       REGULAR 

September 10, 2019  September 25, 2019 

October 10, 2019  October 25, 2019 

November 8, 2019  November 22, 2019 

December 10, 2019  December 20, 2019 

January 10, 2020  January 24, 2020 

February 10, 2020  February 25, 2020 

March 10, 2020  March 25, 2020 

April 10, 2020  April 24, 2020 

May 8, 2020  May 22, 2020 

June 10, 2020  June 25, 2020 

July 10, 2020  July 24, 2020 

August 10, 2020  August 25, 2020 

 

# Payroll Month 

 

Time Sheet periods No. Days Dates for Pay Days 

#1 September:  8/5 to 9/18 

Time sheets due 9/18/19 

32  September 25, 2019 

#2 October:   9/19 to 10/18 

Time sheets due 10/18/19 

21 October 25, 2019 

#3 November: 10/21 to 11/15 

Time sheets due 11/15/19 

     20 November 22, 2019 

#4 December: 11/18 to 12/13 

Time sheets due 12/13/19 

15  December 20, 2019 

#5 January:  12/16 to 1/17 

Time sheets due 1/17/20 

15  January 24, 2020 

#6 February:  1/20 to 2/18 

Time sheets due 2/18/20 

21  February 25, 2020 

#7 March:   2/19 to 3/11 

Time sheets due 3/11/20 

16 March 25, 2020 

#8 April:     3/12 to 4/17 

Time sheets due 4/17/20 

21  

 

April 24, 2020 

#9 May:    4/20 to 5/15 

Time sheets due 5/15/20 

20  May 22,2020 

#9A May:     5/18 to 5/23 

Time sheets due 6/18/20 

6  

187 

 

#10 June:    5/18 to 6/18 

Time sheets due 6/18/20 

 23 June 25, 2020 

#11 July:    6/19 to 7/17  

Time sheets due 7/17/20 

 21 July 24, 2020 

#12 August:   7/20 to 8/18  

Time sheets due 8/18/20 

 22 

 

August 25, 20 
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Because your payroll information is readily accessible to you through Skyward, the district will no 

longer be printing payroll checks, advice of deposit or W-2 forms. 
The steps to view/print your pay stub or W2s are: 

1. Go to www.plainviewisd.org >> Select the Staff tab >> Click on the Skyward icon >> Log in 

Your Login ID is your firstname.lastname and your Password is your first name 

(You will change your password when you log on, please do this as soon as possible) 

**If you are a previous employee your Login and Passwork will remain the same as when your were employed.  If 

you do not remember please contact our office so we can reset it. 

**If you have a Parent Skyward Access it will remain the same. 

2. Once you have logged on to Skyward you may select Employee Access, then click Employee 

Information and Check History.  Next, select the Check Date you wish to view, click Show Check and Print.  

**Or if you already have parent access to Skyward your pay information will be attached to your family access.  
 

Official Transcript 
A University Official College Transcript is……… 
 

Definition 
 An official transcript is one that has been received directly from the University. Is must bear the college seal, date and 
the Registrar’s signature. Transcripts received that do not meet these requirements should not be considered official and 
should be routinely rejected for any permanent use. 
 

Requirements for Plainview ISD 
 Plainview ISD considers the following to be significant criteria that authenticates a transcript: 

 It was sent directly from the Office of the Registrar at the University.  
       They can be emailed directly to Joann.gamez@plainviewisd.org  or mailed to  

Plainview ISD 
PO Box 1540 

Attention HR Department 
Plainview, TX 79073  

 

It will not be considered official if it is emailed to the recipient or if it is mailed to the recipient and has been opened by the 
recipient. 

  

 It needs to bear the University seal and the Registrar’s signature. 

 Make sure it is recently dated. 
 

Official Transcript Contents 
 A transcript contains all essential academic data such as dates of attendance, courses taken, grades and credit        
              awarded, degrees received. It may also contain information related to the student’s current status at the   
              institution. 
 

Unofficial Documents are defined as 
 Records that may have been in the hands of the students such as student copy transcripts or letters, grade  
              reports, diplomas, commencement programs, or graduation lists. 
 
If you need a copy of your Plainview High School Transcript please call Rosie Romero at (806) 293-6145.  
  
 

http://www.plainviewisd.org/
mailto:Joann.gamez@plainviewisd.org
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Code of Ethics  
 
The importance of all persons who work within the school adopting a professional and ethical 
approach to their work cannot be overemphasized. This entails keeping all privileged information 
confidential, avoiding making comparisons between schools, teachers, or students, and refraining 
from negative comments about any student.  
 
In general 
 

1. I realize that as a substitute teacher, my relationships with public school administrators, 
teachers, and students should be on a professional basis. 

2. I understand that classroom teacher-pupil relationships are professional relationships, and 
that I must respect their professional confidence. What I observe in the classroom is not 
material for community conversation. 

3. I realize that my classroom visits are for the purpose of furthering my own understanding of 
the educational process. I enter the classroom as a guest and as an apprentice, not as a critic 
teacher. 

4. I understand that I should avoid comparison of teacher and schools in which I have visited or 
taught. I must be concerned with educational issues-personalities are irrelevant to such 
considerations. 

5. I understand that I shall not intentionally misrepresent official policies of the school district. 
6. I understand that I shall not willfully make false statements about teachers or the school 

system. 
 
Toward students  

 
1. The substitute shall deal considerately and justly with each student and shall seek to resolve 

problems including discipline according to school policy. 
2. The substitute shall not intentionally expose the student to disparagement. 
3. The substitute shall not reveal confidential information concerning students. 
4. The substitute shall make reasonable effort to protect the student from conditions detrimental 

to the following: 
a. Learning 
b. Physical health 
c. Mental health 
d. Safety 

5. The substitute shall endeavor to present facts without distortion. 
6. The substitute shall not unfairly exclude a student from participation in a program, deny 

benefits to a student, or grant an advantage to a student on the basis of race, sex or national 
origin. 

7. The substitute shall not restrain the student from independent action in the pursuit of learning. 
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Restrictions 
 
If substitutes are not satisfactorily performing their duties, principals only should notify 
the JoAnn Gamez.  If the nature of the report requires immediate actions, principals will 
reach out to JoAnn Gamez. 
 
 Substitutes that do not work at least 3 times a semester may be subject to 

termination 
 Any substitute who leaves the job without permission or who fails to carry out his or 

her responsibilities is subject to termination. 
 Any substitute with PISD who obtains up to but not limited to… three restrictions, 

may be restricted and/or subject to termination. 
 Any substitute who has been arrested, indicted or convicted of a violation of the law 

may be suspended or terminated. 
 Substitutes who do not timely return the Letter of Reasonable Assurance & 

Substitute Insurance Eligibility Form, it is usually mailed out in May and should be 
returned by June 1st.  

 Substitutes who repeatedly turn down assignments, are repeatedly unavailable for 
call, frequently cancel assigned positions, or accept assignments and are a “no show” 
for that assignment. 

 

Cancellations 
 
If you are within 2 weeks of reporting to an assignment and you feel the need to cancel, you 
MUST contact the campus personally and make them aware of your situation.  Substitutes 
who drop assignments on the same day without notification to the campus or JoAnn and 
take other positions within the district are tracked.  Failure to follow the cancellation 
process may result in restrictions from campuses. 
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Substitute Placement/School Responsibilities 

 All requests for substitutes must come through AESOP.  When principals are 

informed that a substitute is or will be needed, they should have their employee 

create an absence in AESOP. 

 Only principals or staff members, as arranged, have authority to request a substitute. 

 If a principal asks a substitute to return to a specific assignment, it is the campus’ 

responsibility to modify the ending date to that assignment.  If AESOP tell you that 

the sub is not available, then the sub is already assigned somewhere else or has made 

their calendar unavailable.  Please have the substitute check both of those options.  If 

they have another assignment, lease it alone unless your assignment is going to be a 

long-term assignment.   

 Substitutes should be prepared to respond to job assignments and keep all 

commitments.  

 If a substitute decides to accept an assignment the DAY OF, please call the campus to 

confirm that a substitute is still needed. Sometimes the campus will cover if it 

becomes too late. If coverage has already been assigned, you may call the JoAnn 

Gamez and ask to be released from the assignment you picked up.  

 Substitutes who are not available for service for a period of time must show the time 

they will be unavailable in their availability calendar in AESOP. Do not call JoAnn 

Gamez unless it is going to be longer than two weeks. NOTE: Any time you make 

yourself unavailable in AESOP and someone tries to request you, the teacher/campus 

will be told that you are unavailable.  

 School Arrival Times: 15 minutes before your assigned time. (differs from campus 

level)  

 Upon arrival at an assignment the substitute should report directly to the front office, 

give his/her name, state the job number, and sign-in. 

  Upon leaving the campus, the substitute should return all items to the front office 

and sign-out  

 If a substitute is going to be late, it is the substitute’s responsibility to inform the 

school’s secretary/campus staff of the circumstances. 

 A substitute should perform all duties assigned and instructed.  

 A substitute should not leave the campus during duty hours without the principal’s 

permission.  

 As stated in policy DL (LOCAL) of the School District Policy, a substitute should be on 

duty the same length of time the regular staff member would have been.  
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 Friday and days preceding holidays - teachers may leave as soon as their students 

are dismissed. Always check with the campus office.  

 Campus schedules that differ from the “norm” will be addressed in the assignment in 

AESOP.  

 The substitute should monitor Channel 11, regular TV newscasts, email or the radio 

for instructions on days when the weather may affect reporting times or the school 

schedule. The substitute should follow the same instructions that apply to all 

teachers.  

 All substitutes should be aware that the principal may change the assignment once 

you report to the campus.  

 

Resources & Duties 

 Jury Duty assignments can turn into 1/2 day assignments or if there is another class 

that needs more attention. 
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Dress Code 

 
The dress and grooming of the district employees shall be clean, neat, in a manner appropriate for 
their assignments, and in accordance with any additional standards established by their 
supervisors and approved by the Superintendent. Employee dress and appearance play a vital 
role in the projection of a positive, professional image.  
 
Employees represent Plainview ISD and are expected to exemplify grooming standards that 
project an appropriate image for the employee, the campus and the district.  
 
Appropriate clothing 
 
Women: skirts and dresses (the length, including slits in skirts, should allow the employee to sit 
comfortably and modestly in public), pants, dressy capris, dress suites, blouses, sweaters, golf-
type shirts, jackets, knit/cotton tops, turtlenecks, dress shoes (heel height should ensure stability 
and safety), jewelry and accessories.  
 
Men: slacks, pants, suites, collared shirts, sweaters, golf-type shirts, jackets, dress or business 
casual shoes.  
 
Inappropriate clothing  
 
Women: jeans, sweatpants, exercise pants, shorts, bib overalls, leggings without an approved 
length dress or tunic, any spandex or other form-fitting pants, mini-skirts, skorts, dresses and tops 
where the entire shoulder is not covered, tank tops, midriff tops, shirts with potentially offensive 
words or pictures, halter tops, work-out type t-shirts, and visible undergarments. Necklines must 
be modest and provide complete coverage even when bending. House shoes or flip-flops (rubber, 
beach-type).  
 
Men: jeans, sweatpants, exercise pants, shorts, shirts with potentially offensive words or pictures, 
t-shirts, work-out type t-shirts, house shoes or flip-flops (rubber, beach-type). Tennis shoes.  
 
***”Spirit” attire, as approved by the principal or supervisor*** 
***T-shirts and jeans should be worn only on designated “spirit” days*** 
***Body piercing or body piercing jewelry must be conservative and is limited to the ears. Tattoos 
that are lewd, vulgar, or depict profanity or prohibited items (i.e. alcohol, drugs or tobacco products) 
must be covered at all times*** 
***With the approval of the supervisor, attire may be sensibly modified according to an employee’s 
medical needs, job requirements, for special field trips, and for the designated school spirit or theme 
days on individual campuses*** 
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Reporting Child Abuse and Neglect 

 
What are my legal responsibilities for reporting if I suspect that a child has been or may be 
abused or neglect?  
Anyone who suspects that a child has been or may be abused or neglected has a legal 

responsibility, under state law, for reporting the suspected abuse or neglect to law enforcement or 

to Child Protective Services (CPS). 

Any District employee, agent, or contractor has an additional legal obligation to submit the oral or 

written report within 48 hours of learning of the facts giving rise to the suspicion. 

An employee will make a report if the employee has cause to believe that an adult was a victim of 

abuse or neglect as a child and the employee determines in good faith that dis-closure of the 

information is necessary to protect the health and safety of another child or an elderly or disabled 

person. 

Are there any restrictions on reporting? 
Under state law, an employee is prohibited from using or threatening to use a parent’s refusal to 
consent to administration of a psychotropic drug or to any other psychiatric or psychological 
testing or treatment of a child as the sole basis for making a report of neglect, unless the employee 
has cause to believe that the refusal: 
 

 Presents a substantial risk of death, disfigurement, or bodily injury to the child; or 
 Has resulted in an observable and material impairment to the growth, development, or 

functioning of the child. 
 
To who do I make a report?  
Reports may be made to any of the following: 
 

 A law enforcement agency:  The Plainview Police Department, at (806) 296-1182; 
 The CPS division of the Texas Department of Family and Protective Services, at 
 (800) 252-5400 or on the web at www.txabusehotline.org; or 
 If applicable, the state agency operating, licensing, certifying, or registering the facility in 

which the suspected abuse or neglect occurred. 
 

However, if the suspected abuse or neglect involves a person responsible for the care, custody, or 
welfare of the child, the report must be made to CPS, unless the report is to the state agency that 
operates, licenses, certifies, or registers the facility where the suspected abuse or neglect took 
place; or the report is to the Texas Juvenile Justice Department as a report of suspected abuse or 
neglect in a juvenile justice program or facility. 
 
Reporting your suspicion to a school counselor, a principal, or another school staff member does 
NOT fulfill your responsibilities under the law.  Furthermore, the District cannot require you to 
report your suspicion first to a school administrator. 
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Will my report be kept confidential? 
State law requires that the identity of a person making a report of suspected child abuse or 

neglect be kept confidential. 

Will I be liable in any way for making a report?  
A person who in good faith reports or assists in the investigation of a report of child abuse or 
neglect is immune from civil or criminal liability. 
 
What will happen if I don’t report suspected child abuse or neglect? 
By failing to report a suspicion of child abuse or neglect: 
 

 You may be placing a child at risk of continued abuse or neglect; 
 You are violating the law and may be subject to legal penalties, including criminal 

sanctions; 
 You are violating Board policy and may be subject to disciplinary action, including possible 

termination of your employment; and 
 Your certification from the State Board for Educator Certification may be suspended, 

revoked, or canceled. 
 
What are my responsibilities regarding investigations of abuse or neglect? 
State law specifically prohibits school officials from: 
 

 Denying an investigator’s request to interview a child at school in connection with an 
investigation of child abuse or neglect; or 

 Requiring that a parent or school employee be present during the interview. 
School personnel must cooperate fully and may not interfere with an investigation of re-
ported child abuse or neglect. 

 
What type of information can I legally disclose in my report? 
You can legally disclose in your report the following information: 

 Name and address of the child 

 Name and address of the person responsible for the care, custody or welfare of the child 

 Brief description of the situation and the child 

 Explanation of how you know about the situation  

What if additional information is requested? 
Give only the information noted above. FERPA sets strict federal guidelines on disclosure of 
personal information. DFPS and law enforcement can obtain additional information through 
alternate sources or can subpoena additional information if needed.  
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Substitute Teacher Handbook Receipt/Orientation  
Sign-off Sheet 

 
I hereby acknowledge receipt and orientation of my personal copy of the Plainview Independent ISD Substitute 
Teacher Handbook. I agree to read the handbook and abide by the standards, policies and procedures defined or 
referenced in this document. As an employee of Plainview ISD I understand that the receipt and orientation of this 
handbook covers, but is not limited to, the following conditions of employment: 
 

1. Employees shall be courteous to one another and the public, working together in a cooperative spirit to 
serve the best interests of the district. 

2. All district employees shall be expected to adhere to the standards of conduct set out in the “Code of Ethics” 
and “Ethical Conduct toward Students” paragraphs. 

3. Employees shall not use tobacco products on district premises, in district vehicles nor in the presence of 
students at school or school-related activities. 

4. The district prohibits the unlawful distribution, possession, or use of illegal drugs, inhalants, and alcohol on 
school premises or as part of any of the district’s activities. 
Employees who violate this prohibition shall be subject to disciplinary sanctions. Such sanctions may 
include referral to drug and alcohol counseling or rehabilitation programs, termination from employment 
with the district, and referral to appropriate law enforcement officials for prosecution. 

5. The information in this handbook is subject to change. I understand that changes in district policies may 
supersede, modify, or eliminate the information summarized in this booklet. As the district provided 
updated policy information, I accept responsibility for reading and abiding by the changes. 

6. I understand that no modifications to contractual relationships or alterations of at-will relationships are 
intended by this handbook. 
I understand that I have access to the district’s electronic communications system. Through this system, I 
will be able to communicate with other schools, colleges, organizations, and people around the world 
through the internet and other electronic information systems/networks. I will have access to hundreds of 
databases, libraries, and computer services all over the world. I understand that with this opportunity 
comes responsibility. I am aware that my computer is not private and that the district will monitor my 
activity on the computer system. 
I have read the district’s electronic communications system policy and administrative regulations and agree 
to abide by their provisions. In considerations for the privilege of using the district’s electronic 
communications system and in consideration for having access to the public networks, I hereby release the 
district, its operations, and any institutions with which they are affiliated form any and all claims and 
damages of any nature arising from my use of, or inability to use, the system, including, without limitation, 
the type of damages identified in the district’s policy and administrative regulations. 

7. I understand that I have an obligation to inform my campus principal or supervisor of any changes in 
personal information, such as phone number, address, etc. I also accept responsibility for contacting my 
campus principal or the Human Resource Services if I have any questions, concerns, or need further 
explanation.  

 
 
 
__________________________________________________ 
Name (print) 
 
 
__________________________________________________    ___________________________ 
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Signature          Date  
 

 
Confidentiality Form 

 
Thank you for your willingness to work with our students. You are providing a very valuable 
service to our school district. 
 
It is important to understand the following policies/regulations when working with students or 
school information: 
 

1. Confidentiality:  A feeling of mutual understanding and trust between the school staff and 
a substitute is essential. The classroom teacher will select appropriate educational 
materials for each substitute to use when working with students. As a substitute, you will 
encounter situations where you have access to student, teacher and adult confidences, as 
well as personal information regarding individuals’ abilities, struggles, and successes. 
Please remember that such information must be left in the classroom and with the people 
ultimately responsible for conducting classes or for supervising the activities you are 
involved in. As a substitute, your responsibility is to maintain confidentiality and you must 
not share information that can be detrimental to any individual or group or information 
that compromises the person’s right to confidentiality of information, such as special 
education status.  

2. Commitment: Please make a professional commitment. Be consistent and dependable in 
coming to school. Please notify the school office if you are unable to come at our committed 
time. 

3. Sign in and out: Remember to sign in and out at the front office and wear your 
identification badge at all times when serving as a substitute. These badges are available in 
each campus office. 

 
If you have any questions as to policies/procedures involving your substitute work,  
please ask the principal, an assistant principal or the Human Resource Services  
at (806) 293-6000.  
 

 
I have read the above policies/regulations and understand their importance. All information 
about a student is considered confidential and I will treat the information in that manner. 
 
 
__________________________________________________ 
Name (print) 
 
 
 
__________________________________________________    ___________________________ 
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Signature          Date  
 
 
 
 

Personal Use of Electronic Media and  
Use of Electronic Media with Students 

Receipt/Acceptance Form 
 

I hereby acknowledge that I have access to and that I accept responsibility for reading Plainview 
Independent School District CQ (Policy): Personal Use of Electronic Media and Use of Electronic 
Media with Students which is located on the district’s website http://www.plainviewisd.org 
under Staff. I agree to read CQ (Policy) and to abide by the standards, policies, and procedures 
defined or referenced in the policy. 
 
I acknowledge that, if I would like a hard copy of CQ (Policy), I may print a copy on a district 
printer or make a copy on a district copier of the hard copy maintained in the office of my campus 
or department.  
 
I understand that the information in CQ (Policy) is subject to change. As the district provides 
updates provisions in the policy, I accept responsibility for reading and abiding by the changes. 
 
 In consideration for the privilege of using the district’s electronic resources and communication 
systems, and in consideration for having access to the public networks, I hereby release the 
district, its employees, and agents, form any and all claims and damages of any nature arising from 
my use of, or inability to use, the district’s systems. 
 
I understand that if I violate CQ (Policy) or any other district policy, guideline or procedure 
related to the use of electronic resources and/or communication systems my access to the district 
systems may be limited or denied, and/or I may be subject to other disciplinary measures, up to 
and including termination. 
 
 
 
 

 
__________________________________________________ 
Name (print) 
 
 
 
__________________________________________________    ___________________________ 
Signature          Date  
 

http://www.plainviewisd.org/
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Observations Tracking Sheet 

Name (print):       Date returned: 

 
 
 

Grade level           Campus     Teacher’s signature     Date         Time 
 
 

PK 
 
 KG    
 

1st       
 

2nd      
 

3rd      
 

4th     
 

5th     
 

6th      
 

7th     
 

8th     
  

9th     
  

10th     
  

11th      
 

12th      
 

Special Education   
 (Self-contained)  
 
 

This form is to be used for training documentation purposes for those substitutes who have less 
than 30 college/university credit hours. 
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Substitute Job History 

                                                      Pay period: 

 
 

           Date           School                           Teacher              Number          Full/Half AM or PM 
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AESOP FAQs 

 
1. What is the 1-800 number and website? 
1-800-942-3767 / www.frontlinek12.com/AESOP 
 
2. What if I am having problems logging in to AESOP? 
Make sure you are using the correct ID and PIN number. Please contact JoAnn Gamez at 
joann.gamez@plainviewisd.org or 806-293-6140. 
 
3. When do we start using the system? 
As soon as you complete all the requirements and JoAnn has given you the “go ahead”.  
 
4. Can I use both the computer and the phone? 
YES! You ID and PIN number will be the same on each system. 
 
5. I do not have a computer, will this put me at a disadvantage? 
No. You will simply use the phone system to interact with AESOP. You can accept jobs and review 
your assignments just like you can by computer. 
 
6. What if AESOP calls and I miss the phone call? 
You can simply call AESOP back on the 1-800 number or log onto the system to access available 
jobs. 
 
7. What will show up on my caller ID when AESOP calls? 
It shows up “Unavailable” or “Out of Area”, but it does list the AESOP phone number (1-800-942-
3767). 
 
8. Does AESOP call in random order or alphabetically? 
AESOP calls in random order. 
 
9. What if there are schools that I do not want to go to? 
Please contact JoAnn Gamez at the phone number or email address above. She can make those 
changes so you will not appear on that campus list of available substitutes. 
 
10. What if there are subjects that I do not want to teach? 
When AESOP calls, it will give the name of the campus, the teacher’s name, and the assignment. 
You may reject an assignment when AESOP calls. 
 
11. What would I do if I cannot make it or need to cancel an assignment prior to the date I 
am assigned? 
Use the cancellation option (trash can) on the system.  
 
12. What if it’s after 7:00am on the morning of the assignment? 

http://www.frontlinek12.com/AESOP
mailto:joann.gamez@plainviewisd.org
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Contact the corresponding campus secretary.  (See under “Our Campuses” or “Our Instructional 
Calendar”) 
 
13. What if I forget the details of an absence? 
You may access this information from the AESOP website under “View my Schedule” or by calling 
the 1-800 number. The phone system will give you a series of menus where you can select details 
about upcoming jobs.  
 
14. Can a teacher request me to sub for her/him? 
Yes! Make sure they request you through AESOP.  
 
15. I am interested in working for Plainview ISD in a permanent position. What do I do? 
We post our vacant positions on our website www.plainviewisd.org.  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.plainviewisd.org/
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Glossary 

 
Affordable Care Act- is the landmark health reform legislation passed by the 111th Congress and 
signed into law by President Barack Obama in March 2010. The legislation includes a long list of 
health-related provisions that began taking effect in 2010. Key provisions are intended to extend 
coverage to millions of uninsured Americans, to implement measures that will lower health care 
costs and improve system efficiency, and to eliminate industry practices that include rescission 
and denial of coverage due to pre-existing conditions. 
 
FERPA- the Family Educational Rights and Privacy Act is a federal law that protects the privacy of 
student education records. The law applies to all schools that receive funds under an applicable 
program of the U.S. Department of Education. 
 
Functional Academics Assistant- is a person who assists the special education teacher of the 
medically fragile kids. 
 
Functional Academics Teacher- is a special education teacher who provides instructional 

services only to special education students categorized with similar disabilities. 

Inclusion Assistant- a person who travels to different classrooms to provide extra support in the 
general classroom. 
 
Inclusion Teacher- is a special education teacher who provides support to special education 

students in a general education classroom.  

One-on-one Assistant- a person who assists one student with special needs all day.  
 
Preschool Program for Children with Disabilities (PPCD) - is for pre-kindergarten level 

students, ages 3 through 5, who have been identified as having a disabling condition. This is a half 

day program that a child attend either in the morning or afternoon. 

Resource Teacher- is a special education teacher who provides instructional services only to 

special education students in a special education classroom for usually a specific subject(s). 
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Daily Routine 

 
Prior to entering the classroom… 
 

 Report directly to the campus front office and sign-in. Make sure you have been given a 
substitute ID badge to wear for the day. It is very important that students and staff can 
identify you as a substitute. 

 Check with the office for lesson plans or substitute teacher folders, instructions, etc. Do not 
hesitate to ask questions at check in time such as: 

o Will I be responsible for playground duties, lunch or other duties? 
o Do any of my students have medical problems I should be aware of? 
o If the need arises, how do I refer a student to the office? 
o How do I report students who are tardy or absent? 

 Check to see if a key is needed to unlock the room and/or hallway. 
 Find the locations of restrooms, teachers’ lounge, cafeteria, auditorium, library, and the 

nearest drinking fountain. Locate and review the school evaluation map.  
 Enter your classroom with confidence! Introduce yourself to the students. Locate and 

review the classroom rules and evacuation map. Disaster and fire drill procedures should 
be posted in each classroom. It is vital to connect with your group of students as quickly as 
possible. Smile sincerely and express your excitement and eagerness for the day. 
Enthusiasm is contagious!  

 Read through the lesson plans left by the permanent teacher and identify books, and 
handouts that will be needed throughout the day. Study the classroom seating chart if 
available.  

 When bell rings, stand in the doorway and greet students as they enter the classroom. Be 
professional, friendly, and enthusiastic about the day. This first impression will take you a 
long way.  

 
Throughout the day… 
 

 Do your very best to follow the lesson plans and carry out the assigned duties left by the 
permanent teacher. Over 75 percent of permanent teachers report that they spend at least 
45 minutes preparing lesson plans and materials for substitute teachers. Having invested 
both time and energy into these plans, permanent teachers feel very strongly about 
having them carried out. 

 On the other hand, you may enter a classroom where you are unable to locate the lesson 
plans or necessary materials. In such a case, act quickly, calmly, and confidently by utilizing 
your “bag of tricks” until you can contact a neighbor teacher or the front office for help. 

 Permanent teachers urge subs to be aware of how small things, like using a normal voice, 
giving praise, and having a positive attitude, can affect students. Student resent teachers 
who talk down to them, make promises or threats they don’t intend to keep, and are not fair 
in administering rewards and consequences. Treating students as individuals is important; 
don’t blame the whole class or punish the group for the misdeeds of a few. 
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 When a sub uses good judgment, avoids criticism, and adapts to circumstances in a positive 
way, he/she becomes a professional role model for both the students in the class and other 
teachers. 

 
At the end of the day… 
 
Being a professional is just as important at the end of the day as it is at the beginning. What you do 
just before the school day ends will be the impression students take home with them. How you 
leave the classroom will be the first impression the permanent teacher has of you when he/she 
returns. 
 

 If the teacher has iPads, calculators, scissors, books, etc. make sure they are all accounted 
for.  

 Challenge students to recall what topics they have studied for the day.  
 Remind students of homework. Reviewing assignments on the board throughout the day 

will help both you and the students remember.  
 Have students straighten and clean up the area around their desks. 

 
After the students have left… 
 

 Take a few minutes to complete your professional duties. Fill out a report for the teacher 
with details about what was accomplished throughout the day, along with any problems 
that arose. Also, list students that were helpful. 

 If, for any reason, you were unable to carry out the plans left by the permanent teacher, 
make sure you explain why you were unable to carry them out and what you did instead. 

 Leave the teacher’s desk and assignments completed by students neatly organized. Close 
windows, turn off lights, return any equipment used. Make sure the room is left in good 
order and then head for the office. At the office, express appreciation for the assistance 
provided. 
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Substitute:         Date:  

Phone number:        Grade: 

Substituted for:         School: 

 
1. Overall class behavior was: 
 

______ Excellent ______ good ______ fair ______ poor  

 

2. I followed your lesson plan:  

______ Exactly ______ modified ______ changed ______ omitted  

I was unable to carry out the lesson plan left by you because… 

 

 

 

3. Chattering level: 

______ At a minimum ______ somewhat noisy ______ constant noise 

4. Students who were especially helpful:  

 

5. Students who were especially difficult: 

 

6. Additional comments:  

 

 

A Note from the 

Substitute 
 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjR26P07sfKAhUT3WMKHVxDAfMQjRwIBw&url=http://www.clipartsheep.com/glue--clipart/dT1hSFIwY0RvdkwybHRZV2RsY3k1amJHbHdZWEowY0dGdVpHRXVZMjl0TDJkc2RXVXRZMnhwY0MxaGNuUXRaMngxWlY5bmRXNWZNUzVuYVdZfHc9NDgzfGg9NTg4fHQ9Z2lmfA/&psig=AFQjCNGPQrwtZM7l7DC0ueYV4NQCYu9wxw&ust=1453910916679607
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjR26P07sfKAhUT3WMKHVxDAfMQjRwIBw&url=http://organizations.bloomu.edu/scec/&psig=AFQjCNGPQrwtZM7l7DC0ueYV4NQCYu9wxw&ust=1453910916679607
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Hints and Suggestions… 
 

 Homework should be assigned only if the regular teacher requests it. 
 Any money collected or found should be deposited in the office with adequate records 

before leaving the building.  
 Textbooks, workbooks, or library books should be issued only by the regular teacher unless 

the substitute is asked to do so. 
 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. 
 Under no circumstances should you ask a teacher or student for his/her PIN and password 

information. 
 The use of cell phones, while on duty, is not allowed unless it is an emergency situation. 
 Do not post to Facebook while on duty. 
 Please be sensitive to the children’s beliefs in Santa Clause, the Easter Bunny and the Tooth 

Fairy. Please refer the questions that might arise to their parents. 
 As much as you think you may be doing a student a favor please do not give a ride home to 

any PISD students beyond your own children. You could be held liable for any situations 
that may arise. This is for your protection. 

 Please never give our students candy, nuts, or any food item. We have many students with 
allergies.  

 Follow exact directions left by the teacher regarding elementary children who are bus 
riders, car riders, or attend the after-school program.  

 When students need to go to the restroom or the library, send one student at a time. Keep 
up with your students at all times. 

 Be assertive so students don’t feel they can manipulate your decisions and authority.  
 
First Aid and Safety 
 
Most classroom and playground accidents should be handled with common sense.  
 
Students who are injured should be sent to the office where a school nurse will administer aid. In 
the event of a severe injury, do no move the student. Remain with the student, send a reliable 
student or teacher for help, and try to keep the other students calm. Don’t discuss or diagnose the 
victim’s injuries with by-standers.  
 
Never give prescriptions, non-prescriptions, herbal or dietary supplements to students at any 
time. If a student requires medication, it should be administered through the school nurse or 
other designated personnel.  
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OSHA Universal Precautions for Handling Exposure to Blood/Bodily Fluids 
 

1. All blood/bodily fluid should be considered infectious regardless of the perceived status of 
the individual.  

2. Avoid contact with the blood/bodily fluids if possible. Immediately notify the school nurse 
or administrator.  

3. Allow the injured individual to clean the injury if possible. 
4. If it is not possible for the individual to clean the injury, disposable gloves should be worn. 

Gloves are to be discarded in a designated lined bag or container. 
5. Clothing that has been exposed should be placed in a plastic bag and sent home with the 

individual. 
6. Upon removal of the gloves, hands should be washed thoroughly with warm water and 

soap. 
7. Surfaces contaminated with blood/bodily fluids should be cleaned thoroughly with 

disinfectant. The cleaning should be completed by the custodian.  
 

Drills of Emergency Procedures  
 
From time to time, students, teachers and other district employees will participate in drills of 
emergency procedures. The drills will be in accordance with campus Crisis Management Plans 
and will be both announced and unannounced. All students and staff are expected to follow all 
instructions as directed by those authorities conducing the drill.  
 
Visitors  
 
All visitors to the school or classroom are to be directed to the Principal’s Office  
 
Discipline  
 
Corporal punishment is strictly prohibited by School Board policy. Routine problems can be 
handled according to good common sense. Serious problems should be referred to the Principal’s 
Office.   
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Special Education  
 
Special Education is an integrated set of individualized services, not necessarily a location.  
 
There are numerous rewards for substitute teaching in special education classes. Perhaps, the 
strongest is the feeling that you have helped to improve the lives of children with disabilities. No 
matter what your specific special education classroom may look like, there are several skills that 
will make your day go smoothly if put into practice. 
 

 Having an attitude of respect- the way you talk to them can reveal your attitude toward 
them. Talk directly to the student. Be welcoming and caring, but don’t baby them or feel 
sorry for them. As with all students, be firm and fair. Confidentiality is particularly 
important in a special education setting. Any private details about a student’s disability 
should remain private. 

 Working with paraprofessionals- all special education classrooms have aides that work 
daily with our students. Be sure to ask questions about routines, responsibilities, 
emergency information. Use their individual expertise! 

 Instructional consistency- this group of students need lots of structure and consistency. 
Follow the schedule as outlined by the teacher. 

 Adapting lessons and activities- by knowing a little bit about the students and their diverse 
needs, you will be able to make appropriate adaptations throughout the day. Be sensitive to 
their individual needs. There are times the student will need to fed and possibly changed 
depending on their medical condition.  

 Knowing students and meeting all their needs-be sure to communicate with each student. 
Some students have specific needs involving medical issues, transportation, materials, and 
strategies for instructions and behavior. Be as attentive as possible.   
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Here are some possibilities for Special Education Services if you ever have to substitute in this 

capacity: 

Resource Teacher is a special education teacher who provides instructional services only to 

special education students in a special education classroom for usually a specific subject(s). 

Inclusion Teacher is a special education teacher who provides support to special education 

students in a general education classroom.  

Functional Academics Teacher is a special education teacher who provides instructional 

services only to special education students categorized with similar disabilities. 

Preschool Program for Children with Disabilities (PPCD) is for pre-kindergarten level 

students, ages 3 through 5, who have been identified as having a disabling condition. This is a half 

day program that a child attend either in the morning or afternoon. 
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Classroom Management 

Five Skills for Effective Classroom Management 

Skill #1- The ability to get and keep students on-task. 

Students cannot learn if they are not actively engaged in learning activities. To be actively 

engaged in an assigned activity is commonly referred to as being “on-task”. When students are on-

task, they will learn more and create fewer class management problems. Getting and keeping 

students on-task can usually be accomplished using two simple strategies.  

 Begin instruction/activities immediately 

 Manage by walking around 

Skill #2- The ability to maintain a high rate of positive teacher-to-student interactions and risk-

free student response opportunities. 

Student behaviors are reinforced as they are recognized through teacher-to-student 

interactions. On average, teachers allow 98 percent of all appropriate behavior to go unrecognized 

and are two or three times likely to recognized inappropriate behavior. It has been shown that 

strengthening desirable behavior through positive reinforcement, rather than trying to weaken 

undesirable behavior using averse or negative processes, does more to make a classroom 

conductive to learning than any other single skill. 

In general, positive verbal praise, a smile, a nod, and other appropriate gestures, are among 

the very best ways to interact in a positive manner with students. A ratio of one negative to eight 

positive interactions is recommended.  

Skill #3- The ability to respond in control. 

 Any time a student behaves inappropriately you will probably find it annoying. However, 

the type of behavior, rather than the annoyance level, should be your guide for implementing an 

appropriate teacher response strategy. Inappropriate student behaviors can be classified as either 

consequential or inconsequential.  

 Most inappropriate student behavior, regardless of how annoying it is, is inconsequential. 

This means that it is not life threatening and it isn’t going to destroy the building or its contents. A 

substitute teacher responding to inconsequential student behavior is providing reinforcement, 

and the frequency of these behaviors will likely increase. A better approach is to ignore 

inconsequential behavior and respond positively to appropriate behavior with a smile, verbal 

praise, or other appropriate gestures. 

Examples of ignoring inconsequential behavior… 
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 When asking a question to the class, a student responds without raising his/her hand for 

permission to speak or speaks out-of-turn when a student response is not called for.  

Step 1- Do not respond to the disruptive student. Look positively at those who are raising 

their hand and call on one of them saying, “Thank you for raising your hand,” then allow 

him/her to answer the question. 

Step 2-If the student continues to speak without raising his/her hand when you ask the 

next question, continue to reinforce the student who are behaving appropriately and move 

closer to the student who is not cooperating.  

 While most student behavior is inconsequential, there are inappropriate student behaviors 

that are of consequence and need to be addressed. Such behaviors include those in which a 

student persists in disruptive behavior and is increasingly destroying the learning environment, 

or when students are physically or verbally abusive to one another. A better way to handle such 

situations is to stop, then redirect student behavior. This should be done as privately and quietly 

as possible. The following are six steps for stopping and redirecting inappropriate student 

behavior. 

 Step 1- Say something positive 
 Step 2- Briefly describe the problem behavior 
 Step 3- Describe the desired alternative behavior 
 Step 4- Give a reason why the new behavior is more desirable 
 Step 5- Practice the desired behavior 
 Step 6- Provide positive feedback  
 
Skill #4- The ability to avoid being trapped. 
 
 There are seven traps in which educators, including substitutes, often get themselves 
caught. Once “trapped” teachers lose some of their power to be effective educators. Recognizing 
and avoiding these traps helps you provide students with a better learning environment and 
avoid a lot of classroom management stress. 
 
 Trap #1-The Criticism Trap- Students require attention. Whether they get attention for 
being “good” or “bad” they will get attention. The criticism trap refers to a situation where the 
more students are criticized for their inappropriate behavior, the more likely they are to behave 
inappropriately, in order to continue getting attention from the teacher. 
 How to avoid- By recognizing and proving reinforcement for appropriate behavior, the need 
for students to act out in order to get attention is virtually eliminated. As a general rule, teachers 
should never have more than one negative interaction with a student for every eight positive 
interactions.  
 

Trap #2- The Common Sense Trap- This is where a situation where common sense, 
reasoning, and logic are used to try and persuade a student to change his/her behavior. The 



43 | P a g e  
 

reason this strategy is ineffective is that the student neither learns anything new, nor are they 
offered a single reasonable incentive to change the behavior. 

How to avoid- Create a positive environment where there are incentives to change and 
where positive consequences reinforce that change. 

 
Trap #3- The Questioning Trap- For the most part, questioning student about inappropriate 

behavior is useless and unproductive. There are three reasons for not questioning a student about 
their behavior. First, you really don’t want an answer—you want to change the behavior. A 
student can answer your question and still not comply with the way you want him/her to behave. 
Second, one question usually leads to more pointless questions that accomplish nothing and waste 
educational time. Third, as you question a student about an inappropriate behavior, you are 
actually calling attention to and reinforcing the behavior your want to eliminate. This attention 
may strengthen the behavior and increase the probability that it will occur again. 

How do avoid- As tempting as it may be, don’t ask student questions about their 
inappropriate behavior unless you really need the information to redirect the behavior. A better 
approach is to restate the unexpected behavior, have the student demonstrate an understanding 
of the expectation, then positively reinforce the expected behavior.  

 
Trap #4-The Sarcasm Trap- Probably nothing lowers a student’s respect for a teacher more 

than does the use of sarcasm. Belittling students with ridicule destroys a positive classroom 
environment and may prompt them to lash out with inappropriate remarks of their own. The use 
of sarcasm suggest that you, as the teacher, do not know any better way of interacting and sets the 
stage for similar negative interactions between students themselves.  

How to avoid- It’s easy; DO NOT USE SARCASM! 
 
Trap #5-The Despair and Pleading Trap- The despair and pleading trap involves making 

desperate pleas to students and asking them to “have a hear” and behave appropriately. Teachers 
often become their own worst enemies when they communicate to students that they feel 
inadequate and incapable of managing the classroom and need help. There will be days when 
nothing you do seems to work. As tempting as it may be to confide your feelings of inadequacy 
and frustration to the students and plead for their help in solving the problem, it rarely 
accomplishes the desired outcome. More often than not students will interpret your pleas as an 
indication that you have no idea what you are doing and the inappropriate behavior will 
accelerate rather than diminish.  

How do avoid- Come to the classroom prepared with classroom management strategies. For 
some classes, positive verbal reinforcement will be enough to gain compliance. In others, you may 
need to introduce tangible reinforcement such as point system, end of the day drawings, or special 
awards. When you find that one strategy is not working with an individual or class, don’t be afraid 
to try something else. 

 
Trap #6- The Threat Trap- Threats are just one step beyond despair and pleading on the 

scale of helplessness. They are typically hollow expressions of frustrations that tell students that 
the teacher is at his/her wit’s end, out of control, and in over his/her head. If students choose to 
call you bluff you will lose control of the situation because you can’t carry out the consequence 
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you have established. You should never threaten consequences that are unenforceable or 
unreasonable. 

How to avoid- Formulate and state both expectations and appropriate consequences in 
advance.  

 
Trap #7-The Physical and Verbal Force Trap- The use of physical force, except in instances 

where life or property is at risk, is absolutely inappropriate. In many states, it is illegal.  
How to avoid- Concentrate on restating the expectation in a proactive way, then have the 

student restate and demonstrate the expectation. Keep your cool, count to ten, walk to the other 
side of the room, do whatever it takes to keep from resorting to force.  
 

Skill #5- The ability to teach expectations.  

 Teaching expectations involves communicating to the students the behaviors that are 

expected in the classroom. Types of expectations include:  

 Classroom expectations 

 Instructional expectations 

 Procedural expectations 

You might also try the “I understand” technique. There are two words that can stop most 

protests from any student and let you take control of the situation. These words are, “I 

understand.” For example: 

1. If a student says, “But that’s not fair!” you can say, “I understand, however, that’s the way it 

is.”  

2. If a student says, “I hate you!” you can say, “I understand, however, I am the teacher today 

and you are expected to follow my directions.”  

3. If a student says, “This assignment is stupid,” you can say, “I understand, nevertheless you 

will need to have it completed for class tomorrow.” 

4. I understand: Two simple words that no one can argue with. 

Also, when talking to a student individually about their inappropriate behavior, what 

should you say? 

1. Say something positive. 

2. Briefly describe the problem behavior. 

3. Describe the desired alternative behavior.  

4. Give a reason why the new behavior is more desirable. 

5. Check for clarity/practice the desired behavior. 

6. Provide positive feedback.  
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Important Information to Know from Plainview ISD 

Keep in mind…educators, including substitutes, are confronted daily with students who 

need nurturing. A natural response from caring adults is to give students a hug, a pat on the back, 

or a soft squeeze on the shoulder. Unfortunately, we live in a litigious society and it is not 

uncommon for the media to report accusations of abuse against adults who work with children. 

As a result, substitutes in Plainview ISD are strongly cautioned against touching students. Finally, 

under no circumstances should a substitute use physical restraint or contact of any kind to control 

a student’s behavior.  

 Because we care about kids, not touching them can be difficult to do. However, it is 

important to exercise good judgment in the way we show our caring and concern and to do so 

only in the proper context. The age of the child is also a big factor. Substitutes must find a balance 

between appropriately showing care and concern and not appearing to be cold and indifferent. 

Substitutes are encouraged to talk with campus administrators with questions or concerns about 

the appropriateness of physical contact with students.   

 

 

 

 

 

 

     

 

 

 

 

 

 

 

Did you know…? 

 The number one skill requested by substitute teachers is classroom management.  

 The number one skill requested by permanent teachers and school personnel is that a 

substitute be professional. 

 The number one skill requested by students is lessons presented in a stimulating manner and 

with several activities.  

 Over one full year of every student’s education is taught by substitute teachers.  

 

https://www.google.com/imgres?imgurl=http://www.teachingcollegeenglish.com/wp-content/uploads/2014/08/question_marks_913.jpg&imgrefurl=http://www.teachingcollegeenglish.com/2015/06/&h=650&w=598&tbnid=229HicwebMA9OM:&docid=ulro2XgK7n7F9M&ei=9MqnVtnwAoeQjwO925CgDQ&tbm=isch&ved=0ahUKEwjZusmEncjKAhUHyGMKHb0tBNQ4rAIQMwgEKAEwAQ
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1. Trust us. 
2. Be fair to everyone. 

3. Punish only the troublemakers. 
4. Make learning fun. 

5. Give us our assignment and let us work. 
6. Allow study time in class. 

7. Show concern and be willing to help with assignments. 
8. If I raise my hand, do not ignore me. 

9. You can be both strict and nice. 
10. Do not shout. 

11. Be straightforward. 
12. Be organized. 

13. Speak quietly and be patient. 
14. Give us something to work toward. 
15. Leave your personal life at home. 
16. Think positively of every student. 

17. Speak clearly. 
18. Be reasonable in your expectations. 

Advice 

From 

Students 

http://www.freeimages.com/premium/multi-ethnic-happy-children-holding-hands-with-banner-cartoon-il-1612118
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19. Have a sense of humor. 
20. Follow through with promises and consequences. 

100 ways to say good job! 

You’ve got it make~Super~That’s right~That’s good~You are very 

good at that~That’s it~Exactly right~You have just about got it~You 

are doing a good job~That’s it~Now you have it figured out~Great~I 

knew you could do it~Congratulations~Not bad~Keep working on it; 

you are improving~Now you have it~You are learning fast~Good for 

you~Couldn’t have done it better myself~Beautiful~One more time and 

you’ll have it~That’s the way to do it~You did it that time~You are 

getting better and better~You are on the right track now~Nice 

doing~You haven’t missed a thing~Wow~That’s the way~Keep up the 

good work~Terrific~Nothing can stop you now~That’s the way to do 

it~Sensational~You have got your brain in gear today~That’s 

better~Excellent~That was first class work~That’s the best ever~You 

have just about mastered that~Perfect~That’s better than before~Much 

better~Wonderful~You must have been practicing~You did that very 

well~Fine~Nice going~Outstanding~Fantastic~Tremendous~Now 

that’s what I call fine job~That’s great~You are really improving~Good 

remembering~You have got that one down pat~You certainly did well 

today~Keep it up~Congratulations, you go it right~You did a lot of 

work today~That’s it~Marvelous~I like that~Cool~Way to go~You’ve 

got the hang of it~You’re doing fine~Good thinking~You are learning 

a lot~I’ve never seen anyone do better~That’s a real work of art~Keep on 

trying~Good for you~You remembered~That’s really 

nice~Thanks~What neat work~That’s “A” job~That’s clever~Very 

interesting~You make it look easy~Excellent effort~Awesome~That’s 

a good point~Superior work~Nice going~I knew you could do it~That 

looks like it is going to be a great paper~That’s coming along 

nicely~That’s an interesting way of looking at it~Out of sight~It looks 
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like you’ve put a lot of work into this~Right 

on~Congratulations~Super-duper~It’s a classic~I’m impressed. 

Bag of Tricks 

 
Five-Minute Fillers 

 
This type of filler activity is designed to use critical thinking in order to keep an entire class 
attentive and involved during those last five minutes before lunch, to get everyone refocused after 
break time, or at any other odd moments that occur throughout the day. Students can complete 
Five-Minute Filler activities independently, in groups, or as a whole class. These fillers can also be 
developed to introduce, enhance, or compliment the lesson for the day.  
 

Quick Fillers-Grades 2-12 
 

You may have the students brainstorm as a class, or have them create individual lists. 
 
1. How many different languages can you name? 

2. Scramble five vocabulary words from today’s lesson, swap with another student, and 

unscramble them. 

3. Make a list of the 10 largest animals you can think of. 

4. List as many breakfast cereals as you can. 

5. Write down all of the different places you find sand. 

6. List as many U.S. presidents as you can. 

7. List as many states and their capitals as you can. 

8. Name as many holidays as you can think of. 

9. Write down all of the different flavors of ice-cream you can. 

10. Name as many countries of the world as you can. 

11. List all of the forms of transportation you can think of. 

12. Name as many teachers at the school as you can. 

13. Name the different sections of a newspaper. 

14. Name all of the states that have the letter “e” in them. 

15. Name all of the different types of musical instruments you can. 
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All about me- Grades K-3 
 

1. Draw a picture of your family. 

2. Write the names of four friends in your class. 

3. Draw three clocks. Show: 

 A. when you got up. 

 B. when you eat lunch. 

 C. when you go to bed. 

4. Draw a car using only circles. 

5. Write the numbers counting by 5’s to 50. 

6. Write a sentence using six words that start with the letter B. 

7. Make a list of everything you ate yesterday. 

8. Close your eyes. Listen! Write down six things you hear. 

9. What is your favorite color? List five things of that color.  

10. Write down 10 things you would like to get for your birthday. 

11. If you were the teacher what would you do? 

12. Write the numbers backwards from 25 to 0. 

13. Write down seven things that start with the same letter as your first name. 

14. Draw an animal using only triangles. 

15. Write down five things you will use today that start with the letter T. 

16. How old are you? 

17. If you smiled at everyone you saw for one whole day, what do you think would happen? 

18. Write the days of the week. 

19. What is your favorite animal? 

20. If you could do anything you wanted, what would you do today? 
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Spot 22-Grades 6-12 

Lulu is away at camp. She wrote the following letter to her best friend, after curfew, by the light of 

a flashlight, under the covers last night. Usually a very good writer, she made a few errors (20 to 

be exact) in her letter. Can you spot and circle all twenty errors? 

 

July 12, 2004 

Dear Emily;  
 
Greatings from camp! You would not believe the awful time I am having! The first day, my bags 
were run over by the bus as it pulled out of the parking lot. All of the chips I had packed for late 
night snacks were crushed to dust and deposited throughout my clothes. It was an omen of bad 
things to come.  
 
That night it rained, and wouldn’t you know it, my cot was positioned directly below a leak in the 
cabin roof? Needless to say I woke up soggy and I’ve been sneezing ever since. By the time I 
hanged up my wet blankets and made it to breakfast, the only foold left was cold pancakes and 
orange juice with unidentified floating objects in it. Ugh!  
 
The first morning we spent most of the time at the lake. Other than the fact that the water was 
icey cold, our canoe capsized, and my glases are now quietly resting somewhere at the bottum of 
Lake Wet. It was tons of fun! That afternoon I went on a nature hike. I can now identify two kinds 
of pinetrees, a three varieties of wild flowers, an edible berry, and poison oak. The poison oak I 
studied up close and personal, which left me trying not to scratch for the rest of of the evening.  
 
The secon night passed without incident, unless you want to count the family of mice that spent 
the dark hours traversing the cabin floor to raid the cookies someone had left out. They were 
actully kinfof cute.  
 
Today it rained so we had to spend the entire day in the lodge. In the morning I tried to make a 
bird house out of craft sticks. It turned out looking more like a condemmed building than anything 
a bird would ever want to live in. I spent the afternoon learning how to weave a basket. It was 
looking great until the person next to me accidentally sat on it. After dinner we learned camp 
songs. you know, the kind that once you get in your head you can’t get rid of. So now I’m breaking 
curfew to write to you from under my covers to the tune of “Row Row Row You Boat. 
 
Just two more weeks and this joyous adventure will be over! I’ll give you a call when I get home, if 
I survive that long 
 
See you soon, 
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Lulu 
 

Spot 22 
ANSWER KEY 

Corrections are in BOLD 
 

July 12, 2004 

Dear Emily,  

 
Greetings from camp! You would not believe the awful time I am having! The first day, my bags 
were run over by the bus as it pulled out of the parking lot. All of the chips I had packed for late 
night snacks were crushed to dust and deposited throughout my clothes. It was an omen of bad 
things to come.  
 
That night it rained, and wouldn’t you know it, my cot was positioned directly below a leak in the 

cabin roof. Needless to say I woke up soggy and I’ve been sneezing ever since. By the time I hung 

up my wet blankets and made it to breakfast, the only food left was cold pancakes and orange 
juice with unidentified floating objects in it. Ugh!  
 
The first morning we spent most of the time at the lake. Other than the fact that the water was icy 
cold, our canoe capsized, and my glasses are now quietly resting somewhere at the bottom of 
Lake Wet. It was tons of fun! That afternoon I went on a nature hike. I can now identify two kinds 
of pine trees, a three varieties of wild flowers, an edible berry, and poison oak. The poison oak I 
studied up close and personal, which left me trying not to scratch for the rest of of the evening.  
 
The second night passed without incident, unless you want to count the family of mice that spent 
the dark hours traversing the cabin floor to raid the cookies someone had left out. They were 
actually kind of cute.  
 
Today it rained so we had to spend the entire day in the lodge. In the morning I tried to make a 
bird house out of craft sticks. It turned out looking more like a condemned building than anything 
a bird would ever want to live in. I spent the afternoon learning how to weave a basket. It was 
looking great until the person next to me accidentally sat on it. After dinner we learned camp 
songs. You know, the kind that once you get in your head you can’t get rid of. So now I’m breaking 

curfew to write to you from under my covers to the tune of “Row Row Row Your Boat.” 

 
Just two more weeks and this joyous adventure will be over! I’ll give you a call when I get home, if 

I survive that long. 

 
See you soon, 
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Lulu 
 

State Nicknames-Grades 5-12 
Every state in the United States has a nickname. How many states can you correctly match with 
their nicknames? 
 

Answer State  Nickname 
 1. Alabama A. The Heart of Dixie 
 2. Alaska B. Palmetto State 
 3. Arizona C. The First State or Diamond State 
 4. Arkansas D. Empire State of the South or Peach State 
 5. California E. Show Me State 
 6. Colorado F. Peace Garden State 
 7. Connecticut G. Badger State 
 8. Delaware H. The Last Frontier 
 9. Florida I. The Sunflower State 
 10. Georgia J. Green Mountain State 
 11. Hawaii K. Garden State 
 12. Idaho L. Sooner State 
 13. Illinois M. Volunteer State 
 14. Indiana N. Old Line State or Free State 
 15. Iowa O. The Prairie State 
 16. Kansas P. The Pelican State 
 17. Kentucky Q. The Golden State 
 18. Louisiana R. Sage Brush State or Silver State 
 19. Maine S. Old Dominion 
 20. Maryland T. The Hoosier State 
 21. Massachusetts U. Keystone State 
 22. Michigan V. Tar Heel State or Old North State 
 23. Minnesota W. The Grand Canyon State 
 24. Mississippi X. The Centennial State 
 25. Missouri Y. The Gem State 
 26. Montana Z. North Star State or Gopher State 
 27. Nebraska AA. Cornhusker State 
 28. Nevada BB. Granite State 
 29. New Hampshire CC. Equality State 
 30. New Jersey DD. The Evergreen State 
 31. New Mexico EE. Beaver State 
 32. New York FF. The Bay State or Old Colony 
 33. North Carolina GG. The Hawkeye State 
 34. North Dakota HH. The Sunshine State 
 35. Ohio II. The Constitution State or Nutmeg State 
 36. Oklahoma JJ. Lone Star State 
 37. Oregon KK. The Blue Grass State 
 38. Pennsylvania LL. Mountain State 
 39. Rhode Island MM. Beehive State 
 40. South Carolina NN. The Empire State 
 41. South Dakota OO. Treasure State 
 42. Tennessee PP. Little Rhody or Ocean State 
 43. Texas QQ. The Aloha State 
 44. Utah RR. The Land of Opportunity  
 45. Vermont SS. The Pine Tree State 
 46. Virginia TT. Mount Rushmore State or Coyote State 
 47. Washington UU. Buckeye State 
 48. West Virginia VV. The Land of Enchantment  
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 49. Wisconsin  WW. Magnolia State 
 50. Wyoming  XX. The Great Lakes State or Wolverine State 

State Nicknames 
ANSWER KEY 

 
Answer State  Nickname 

A 1. Alabama A. The Heart of Dixie 
H 2. Alaska B. Palmetto State 
W 3. Arizona C. The First State or Diamond State 
RR 4. Arkansas D. Empire State of the South or Peach State 
Q 5. California E. Show Me State 
X 6. Colorado F. Peace Garden State 
II 7. Connecticut G. Badger State 
C 8. Delaware H. The Last Frontier 

HH 9. Florida I. The Sunflower State 
D 10. Georgia J. Green Mountain State 

QQ 11. Hawaii K. Garden State 
Y 12. Idaho L. Sooner State 
O 13. Illinois M. Volunteer State 
T 14. Indiana N. Old Line State or Free State 

GG 15. Iowa O. The Prairie State 
I 16. Kansas P. The Pelican State 

KK 17. Kentucky Q. The Golden State 
P 18. Louisiana R. Sage Brush State or Silver State 
SS 19. Maine S. Old Dominion 
N 20. Maryland T. The Hoosier State 
FF 21. Massachusetts U. Keystone State 
XX 22. Michigan V. Tar Heel State or Old North State 
Z 23. Minnesota W. The Grand Canyon State 

WW 24. Mississippi X. The Centennial State 
E 25. Missouri Y. The Gem State 

OO 26. Montana Z. North Star State or Gopher State 
AA 27. Nebraska AA. Cornhusker State 
R 28. Nevada BB. Granite State 

BB 29. New Hampshire CC. Equality State 
K 30. New Jersey DD. The Evergreen State 

VV 31. New Mexico EE. Beaver State 
NN 32. New York FF. The Bay State or Old Colony 
V 33. North Carolina GG. The Hawkeye State 
F 34. North Dakota HH. The Sunshine State 

UU 35. Ohio II. The Constitution State or Nutmeg State 
L 36. Oklahoma JJ. Lone Star State 

EE 37. Oregon KK. The Blue Grass State 
U 38. Pennsylvania LL. Mountain State 

PP 39. Rhode Island MM. Beehive State 
B 40. South Carolina NN. The Empire State 

TT 41. South Dakota OO. Treasure State 
M 42. Tennessee PP. Little Rhody or Ocean State 
JJ 43. Texas QQ. The Aloha State 

MM 44. Utah RR. The Land of Opportunity  
J 45. Vermont SS. The Pine Tree State 
S 46. Virginia TT. Mount Rushmore State or Coyote State 

DD 47. Washington UU. Buckeye State 
LL 48. West Virginia VV. The Land of Enchantment  
G 49. Wisconsin  WW. Magnolia State 

CC 50. Wyoming  XX. The Great Lakes State or Wolverine State 
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How well can you follow directions? - Grades 6-8 

 
Start in the United States and follow the directions to see where you end up.  
 
1. Write down: THE UNITED STATES OF AMERICA 
2. Take out all of the E’s. 
3. Take out every fifth letter. 
4. Change the F to an A. 
5. Move the S’s to the front of the word. 
6. Take out all of the T’s. 
7. Take out the first vowel and the last consonant. 
8. Move the fourth and fifth letter to the end of the word. 
9. Replace the S’s with L’s. 
10. Remove the sixth, seventh, and eighth letters. 
11. Move the double L’s to be the third and fourth letters. 
12. Where did you end up? ________________________ 
 
 
 

 

 

 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiEj7uRxMjKAhVIzmMKHeliCGgQjRwIBw&url=http://cliparts.co/globe-line-art&psig=AFQjCNGoFAyCCccwJYtR_HOnuueM1_N0Lw&ust=1453933931189766
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Answer: HOLLAND  

Where in the world? - Grades 6-12 

Listed below are ten famous events and ten well known places. Fill in the blanks as accurately and 

completely as you can. 

Where did it happen? 

1. Writing of the Declaration of Independence? _________________________________________________________ 

2. First Olympics held ______________________________________________________________________________________ 

3. Abraham Lincoln died ___________________________________________________________________________________ 

4. Columbus first landed ___________________________________________________________________________________ 

5. Treaty of Versailles signed ______________________________________________________________________________ 

6. Custer’s Last Stand ______________________________________________________________________________________ 

7. President John F. Kennedy assassinated _______________________________________________________________ 

8. Surrender papers of the Civil War signed ______________________________________________________________ 

9. Wright brothers’ first airplane flight ___________________________________________________________________ 

10. Martin Luther King shot and killed ___________________________________________________________________ 

Where is it located? 

1. Westminster Abbey ______________________________________________________________________________________ 

2. Grand Canyon ____________________________________________________________________________________________ 

3. Louvre ____________________________________________________________________________________________________ 

4. Taj Mahal _________________________________________________________________________________________________ 

5. Pyramids _________________________________________________________________________________________________ 

6. Rodeo Drive ______________________________________________________________________________________________ 

7. Leaning Tower of Pisa ___________________________________________________________________________________ 

8. Mount Rushmore ________________________________________________________________________________________ 

9. Eiffel Tower ______________________________________________________________________________________________ 

10. Statue of Liberty ________________________________________________________________________________________ 
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Where in the World? 

ANSWER KEY 
 

Where did it happen? 

1. Writing of the Declaration of Independence?   Philadelphia, PA 

2. First Olympics held      Olympia in Southern Greece (776 BC) 

3. Abraham Lincoln died  Peterson Boarding House across the street 

from Ford’s Theatre in Washington, D.C. 

4. Columbus first landed      A small island in the Bahamas. 

5. Treaty of Versailles signed     Versailles, France (a suburb of Paris) 

6. Custer’s Last Stand  Indian encampment along the Little Big Horn 

River in Montana 

7. President John F. Kennedy assassinated   Dallas, TX 

8. Surrender papers of the Civil War signed  Mclean House near the Appomattox 

Courthouse in Appomattox, VA 

9. Wright brothers’ first airplane flight    Kitty Hawk, NC 

10. Martin Luther King shot and killed   balcony of the Lorraine Motel in Memphis, TN 

Where is it located? 

1. Westminster Abbey      London, England 

2. Grand Canyon      Arizona 

3. Louvre        Paris, France 

4. Taj Mahal        Agra, India 

5. Pyramids       four miles south of Cairo, Egypt 

6. Rodeo Drive       Beverly Hills, CA 

7. Leaning Tower of Pisa      Pisa, Italy 

8. Mount Rushmore      South Dakota 

9. Eiffel Tower       Paris, France 
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10. Statue of Liberty Liberty Island, geographically a part of New 

Jersey but thought of as belonging to New 

York 

A Citizenship Test- Grades 5-12 

What does it take for a person from a foreign land to become an American citizen? In addition to 
Being a person of good moral character, they must be at least 18 years old, have a grasp of the 
English language, and pass a citizenship test. Each year about one million immigrants take this 
test. They know their American history. Do you? 
 
Below are 30 questions taken from the Immigration and Naturalization Service (INS) citizenship 
question pool. Write down the answer, or your best guess, then check your answers. You need to 
answer at least 18 of the 30 questions correctly to pass. 
 
1. How many starts are there on our flag? 
2. What do the starts on the flag mean? 
3. What color are the stripes? 
4. What do the stripes on the flag mean? 
5. What is the date of Independence Day? 
6. Independence from whom? 
7. What do we call a change to the Constitution? 
8. How many branches are there in our government? 
9. How many full terms can a president serve? 
10. Who nominates judges of the Supreme Court? 
11. How many Supreme Court justices are there? 
12. Who was the main writer of the Declaration of Independence? 
13. What holiday was celebrated for the first time by American colonists? 
14. Who wrote the Star-Spangled Banner? 
15. What is the minimum voting age in the United States? 
16. Who was president during the Civil War? 
17. Which president is called the “Father of our Country?” 
18. What is the 50th state of the Union? 
19. What is the name of the ship that brought the Pilgrims to America? 
20. Who has the power to declare war? 
21. What were the 13 original states of the United States called? 
22. In what year was the Constitution written? 
23. What is the introduction to the Constitution called? 
24. Which president was the first Commander in Chief of the United States Army and Navy? 
25. In what month do we vote for the president? 
26. How many times may a senator be re-elected? 
27. Who signs bills into law? 
28. Who elects the president of the United States? 
29. How many states are there in the United States? 
30. Who becomes president if both the president and vice president die? 
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A Citizenship Test 
ANSWER KEY 

 
1. 50  
2. One for each state in the Union 
3. Red and white 
4. They represent the 13 original states 
5. July 4th 
6. England 
7. Amendments 
8. Three 
9. Two 
10. The president 
11. Nine 
12. Thomas Jefferson 
13. Thanksgiving 
14. Fransis Scott Key 
15. 18 
16. Abraham Lincoln 
17. George Washington 
18. Hawaii  
19. The Mayflower 
20. The Congress 
21. Colonies 
22. 1787 
23. The Preamble  
24. George Washington 
25. November 
26. There is no limit at the present time 
27. The president 
28. The Electoral College 
29. 50 
30. Speaker of the House of Representatives  
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Are they for real? – Grades 6-12 
 

Some literary characterizations have been so vivid that they have almost taken a place in history. 
On the other hand, some real people have lived such legendary lives that they seem almost 
fictional. Can you identify the following men and explain if they are fact or fiction? 
 
1. Alexander the Great 
2. King Arthur 
3. Paul Bunyan 
4. Lloyd George 
5. Johnny Appleseed 
6. Robin Hood 
7. Sherlock Holmes 
8. Paul Revere 
9. Mark Twain 
10. Mike Fink 
11. Marco Polo 
12. Ivan the Terrible 
 

Who invented that? 
 

Some of the men who invented things you use every day are familiar to you, but some of them may 
not be at all. Below is a list of familiar items used every day, as well as a list of inventors. Can you 
match the inventors with their invention? 
 
 
1. The sewing machine 
2. The phonograph 
3. The television 
4. The material called plastic 
5. The sandwich 
6. The pin 
 

 

 

 

 

 

Elias Howe 
Isaac M. Singer 
Thomas Edison 
Emile Berliner 
John Wesley Hyatt 
Alexander Parks 
John Montagu 
Lemuel W. Wright  
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Are they for real? 
ANSWER KEY 

 
1. Alexander the Great is fact, he was the King of Macedonia, lived 356-323 B.C., and was 
considered a military genius for his conquests of Greece, Egypt, and the Middle East. 
 
2. King Arthur is fiction, the legendary King of Britain who presided over the Roundtable. 
 
3. Paul Bunyan is fiction, a tall-tale hero of early-American fiction. 
 
4. Lloyd George is fact, he was the Prime Minister of Great Britain during WWI. 
 
5. Johnny Appleseed’s real name was John Chapman. One of the original ecologists, who walked 
over the American countryside planting apple seeds. 
 
6. Robin Hood is fiction, though some authorities say the legendary charitable bandit of Sherwood 
Forest was based on a historical person, little evidence has been found.  
 
7. Sherlock Holmes is the fictional detective to whom the solutions to tangled problems were 
“Elementary, my dear Watson.” He was created by Sir Arthur Conan Doyle.  
 
8. Paul Revere is fact, a silversmith and patriot of the American Revolution. 
 
9. Mark Twain is fact, though his real name was Samuel Clemens, he was an American humorist 
and the author of Tom Sawyer and The Adventures of Huckleberry Finn. 
 
10. Mike Fink, though based on a real person, had so many tall-tales build around his career as a 
keel boat man that he must be considered fiction.  
 
11. Marco Polo is fact, he was a Venetian who traveled through most of Asia on his trips in the 
thirteenth and fourteenth centuries. 
 
12. Ivan the Terrible is fact, he was a Russian Czar who became noted for brutality and tyranny.  
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Who invented that? 
ANSWER KEY 

 
1. Elias Howe received credit for this invention after a lengthy patent dispute with Isaac M. Singer. 
 
2. Thomas Edison is credited with the invention of the phonograph, but Emile Berliner developed 
the flat disc record, the lateral-cut groove, and a method of duplicating records. 
 
3. There is no single inventor of television. It is the result of many discoveries in electricity, 
electromagnetism, and electrochemistry.  
 
4. Celluloid was the first of the synthetic plastics and was invented by John Wesley Hyatt following 
experiments done by Alexander Parkes. Hyatt was seeking material with which to make a better 
billiard ball. 
 
5. The sandwich was invented by John Montagu, the Earl of Sandwich, because he was too busy 
gambling to take time out to eat a regular meal. 
 
6. The ordinary pin with a solid head was first made on a machine invented by Lemuel W. Wright 
in 1824 in New Hampshire. Until then, the head of a pin was made by twisting fine wire into a ball 
and soldering it to one end of a sharpened wire.  
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Cold Words – Grades 3-8 

 
Brr…Can you selbrmacnu unscramble these cold words? 
 
1. anmnsow   ________________________ 
 
2. eci beuc   ________________________ 
 
3. inretw    ________________________ 
 
4. kewosflna   ________________________ 
 
5. gidnslge   ________________________ 
 
6. odlc   ________________________ 
 
7. bcierge   ________________________ 
 
8. ngiisk   ________________________ 
 
9. leccii   ________________________ 
 
10. cie    ________________________ 
 
11. lcreiag   ________________________ 
 
12. oloig   ________________________ 
 
13. eci rcaem  ________________________ 
 
14. radzizlb   ________________________ 
 
15. strof   ________________________ 
 
16. zenorf   ________________________ 
 
17. ushls   ________________________ 
 
18. cie kasting  ________________________ 
 
19. wnos   ________________________ 
 
20. lalownsb   ________________________ 
 



63 | P a g e  
 

 
 
 
 
How many words can you think that end in “ice”? There are at least 75! 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cold Scrambled Words:  
1. Snow man 2. Ice cube 3. Winter 4. Snowflake 5. Sledging 
6. Cold  7. Iceberg 8. Skiing 9. Icicle  10. Ice 
11. Glacier 12. Igloo 13. Ice cream 14. Blizzard 15. Frost  
16. Frozen 17. Slush 18. Ice skating 19. Snow 20. Snowball  
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Silly Story- Trip to Outer Space- Grades 4-8 

Directions: 
Ask a student for the part of speech or type of word as indicated. Write the word on the space 
provided. Repeat the process until all the spaces are filled. Read the completed Silly Story aloud to 
the class. 
 
 Last night I had a dream about you. At the age of (1) _______________ you were good looking 

and the captain of the spaceship (2) ___________________. In the dream you and a crea of (3) 

________________ traveled to the planet (4) ______________________. The flight began at (5) 

___________________ a.m. “10…9…8…7…6…5…4…3…2…1… (6) ____________________,” the controller called 

as the space ship blasted off from (7) ____________________. During takeoff the ship started to (8) 

______________________ but quick action from the crew kept it on course and prevented you from 

crashing into (9) ____________________. Outer space was (10) __________________ as you (11) 

__________________ past the moon everyone (12) _________________________ to the windows to take a look. 

Finally the planet (13) _____________________ was in sight. After orbiting the planet (14) 

____________________ times, while you were looking for your (15) ___________________, the space ship 

finally landed. Everyone got off and began collecting (16) ___________________ (17) ____________________ 

that were all over the surface of the planet, until you started hearing (18) ___________________ noises. 

You were afraid the planet was going to explode so you hurried back on board the ship and took 

off (19) _______________________. The last thing I remember is your spaceship heading straight for the 

(20) ____________________ in my house. Oh my, was I ever (21) __________________ to wake up! 

 
1. Number    10. Adjective    19. Adverb ending in “ly” 
2. Proper name   11. Verb (past tense)  20. Room in a house 
3. Animal (plural)   12. Verb (past tense)  21. Feeling  
4. Planet     13. Same planet as #4 
5. Time of day   14. Number 
6. Exclamation   15. Personal belonging  
7. Geographical location  16. Adjective 
8. Verb    17. Noun (plural) 
9. Geographical location  18. Verb ending in “ing” 
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Silly Story – Getting to School – Grades 4-8 
 

Directions: 
Ask a student for the part of speech or type of word as indicated. Write the word on the space 
provided. Repeat the process until all the spaces are filled. Read the completed Silly Story aloud to 
the class. 
 
 You would not believe the (1) _________________ time I had getting to school today. First of all my 

alarm went off at (2) __________________________ a.m. instead of (3) ______________________ a.m., which is the time I 

usually get up. When I (4) _________________________ my closet to decide what to wear the only clothes I could 

find were (5) __________________________ (6) ________________________ and (7) ______________________ (8) 

_____________________. Luckily the outfit I’d been wearing for the past (9) _______________________ days was still in 

the washing basket so I put it on. Then I went to the (10) _______________________ to eat breakfast but, the only 

food I could find was (11) ________________________ and week old (12) ____________________ so I (13) 

________________________ them together and ate it (14) _________________________. As if that wasn’t bad enough, 

when I went to brush my teeth (15) _____________________ came out of the tap instead of water. I was not 

having a (16) _____________________ day. Then my (17) __________________________ couldn’t find the (18) 

________________________ to the car, so I had to walk all the way to school carrying the (19) ___________________ 

(20) ____________________ I had made for my (21) _______________________ class project. Halfway to school a (22) 

____________________ started chasing me so I (23) _____________________ ran the rest of the way. I rushed inside 

the front (24) ________________________ just as the late bell rang. I hope the rest of my day goes (25) 

_________________________.  

1. Adjective    11. Food    21. School subject 
2. Time    12. Food     22. Animal 
3. Time     13. Past tense verb   23. Adverb ending in “ly” 
4. Past tense verb   14. Adverb ending in “ly”  24. Part of a building  
5. Color    15. Liquid    25. Adverb  
6. Piece of clothing    16. Adjective 
7. Adjective     17. Member of family 
8. Piece of clothing    18. Part of a car 
9. Number     19. Adjective  
10. Room in a house  20. Noun 
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Let’s Play Baseball- Grades 4-8 
 

Use the following clues to help you identify 20 words associated with the game of baseball. 
 
1. A summer pest. ______________________ 
 
2. Something you get in a nylon stocking. ____________________ 
 
3. Used to stay cool in hot weather. ______________________ 
 
4. A mistake. ___________________ 
 
5. Type of bird served at a holiday dinner. ______________________ 
 
6. A successful song or CD. _______________________ 
 
7. Container for storing orange juice. ______________________ 
 
8. A good foundation. ________________________ 
 
9. A famous Greek poet, also Bart Simpson’s dad. __________________ 
 
10. Not married. _____________________ 
 
11. To take something that isn’t yours. ____________________ 
 
12. A quick visit. _______________________ 
 
13. The man at the dog pound. ___________________ 
 
14. You should slow down for these on a highway. ____________________ 
 
15. Giving up something you really like. ______________________ 
 
16. To multiply by two. __________________________ 
 
17. It flies only at night. _________________________ 
 
18. Used to make pancakes. ______________________ 
 
19. A disguise. ________________________ 
 
20. To boycott going to work. _______________________ 

ANSWER KEY 
1. Fly   11. Steal 
2. Run   12. Short stop 
3. Fan   13. Catcher  
4. Error  14. Curve  
5. Foul   15. Sacrifice  
6. Hit   16. Double 
7. Pitcher  17. Bat  
8. Base  18. Batter 
9. Homer  19. Mask  
10. Single  20. Strike  
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How many are there? – Grade K-5 
 

Procedures: 
 
1. Discuss ways that class members are alike and different ( eye color, hair color, number of 
siblings, number of places lived, month they were born, number of letters in their name, favorite 
food, color, candy, book, etc.) 
 
2. Make a grid on the board similar to the one below using one of the categories mentioned above.  
 
3. Complete the grid as a class. 
 

When We Were Born 
 

January February March April May June 
      

 
July August September October November December 

      
 

 
 
4. Have students determine which column has the most and which has the least.  
 
5. Summarize by explaining that all things can be categorized in different ways.  
 
6. Get the students to decide another way to categorize the class and complete a second grid. 
 
7. Discuss situations where the information from the grids may be useful. 
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Calendar Math – Grades 4-9  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. How many days are there between March 5th and October 30th? ____________________________ 
 
2. How many months have names with four or less letters in their name? ____________________ 
 
3. How many days are in these “short name” months combined? ______________________________ 
 
4. How many days are there in the month you were born? _____________________________________ 
 
5. Laws require that there are 180 days in a school year. If school started on August 15 and you 
went seven days a week without any days off for holidays or weekends, when would summer 
vacation begin? _________________________ 
 
6. Suppose there was a law that allowed you to attend school only on odd numbered dates, 
Monday to Friday. How many days would you attend school in the month of October? ______________ 
 
7. There are 24 hours in one day. How many hours are there in the month of June? ___________ 
 
8. There are 365 days in a year (excluding leap year). Work out, as of today, how many days old 
you are. ____________________ 
 
9. Which months have 30 days?  
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    Which have 31 days?  

  

  

  

10. Which month did you not list in the previous questions? _________________________________________ 

11. If you left on April 26th for a 14 day vacation to Hawaii, on what day would you return home?  

_______________________________________________________________________________________________________________ 

12. How many school days are there between February 26 and April 19? ____________________________ 

13. What is something you remember from last year? _________________________________________________ 

14. If school finishes for summer vacation on June 1 and begins again on August 28, how many 

days of summer vacation do you get? ____________________________________________________________________ 

15. How many Mondays are there in the month of October? __________________________________________ 

16. How many days are there between Christmas Day and New Year’s Day? ________________________ 

17. Do any months in the calendar have a Friday the 13th? ____________________________________________ 

Which one(s)? _____________________________________________________________________________________________ 

______________________________________________________________________________________________________________ 

18. How many days are there between Valentine’s Day and Independence Day? ___________________ 

19. Suppose you only went to school on Monday, Wednesday, and Friday. How many days would 

you go to school in the month of March? ________________________________________________________________ 

20. Think up your own Calendar Math Question and get someone else to answer it. 

Question: ___________________________________________________________________________________________________ 

_______________________________________________________________________________________________________________ 

Answer: _____________________________________________________________________________________________________ 
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Calendar Math 
ANSWER KEY 

 
1. 238 days 
 
2. 3 months  
 
3. 92 days  
 
4. Answers will vary 
 
5. February 10  
 
6. 11 days 
 
7. 720 hours 
 
8. Answers will vary 
 
9. 30 days: April, June, September, November 
    31 days: January, March, May, July, August, October, December 
 
10. February 
 
11. May 9  
 
12. 36 days   
 
13. Answer will vary 
 
14. 87 days  
 
15. 4 Mondays  
 
16. 6 days 
 
17. Yes, February, March & November 
 
18. 139 days  
 
19. 13 days  
 
20. Answer will vary 
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Number Patterns – Grades 5-12 
 

Find the next three numbers in the sequence below.  
 
1. 150, 200, 250, 300,   __________, __________, __________ 
 
2. 1, 7, 49, 343,   __________, __________, __________ 
 
3. 654, 641, 628, 615,   __________, __________, __________ 
 
4. 13312, 3328, 832, 208,  __________, __________, __________ 
 
5. 72, 78, 84, 90,    __________, __________, __________ 
 
6. 23, 27.5, 32, 36.5,   __________, __________, __________ 
 
7. 123, 234, 345, 456,  __________, __________, __________ 
 
8. 115, 105, 96, 88,    __________, __________, __________ 
 
9. 86, 84, 80, 74,    __________, __________, __________ 
 
10. 2, 3, 4.5, 6.75,    __________, __________, __________ 
 
11. 99, 98, 96, 93,    __________, __________, __________ 
 
12. 11, 43, 75, 107,    __________, __________, __________ 
 
13. 2, 5, 11, 20,    __________, __________, __________ 
 
14. 842, 759, 676, 593,   __________, __________, __________ 
 
15. 1, 2, 4, 7,     __________, __________, __________ 
 
16. 5, 16, 38, 82,    __________, __________, __________ 
 
17. 12, 18, 27, 40.5,   __________, __________, __________ 
 
18. 2, 3, 5, 8, 13,    __________, __________, __________ 
 
19. 4, 13, 40, 121,    __________, __________, __________ 
 
20. 888, 448, 228, 118,  __________, __________, __________ 
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Number Patterns 
ANSWER KEY 

 
1. 150, 200, 250, 300, 350, 400, 450   (+50) 
 
2. 1, 7, 49, 343, 2401, 16807, 117649   (x 7) 
 
3. 654, 641, 628, 615, 602, 589, 576   (- 13) 
 
4. 13312, 3328, 832, 208, 52, 13, 3.25   (÷ 4) 
 
5. 72, 78, 84, 90, 96, 102, 108    (+ 6) 
 
6. 23, 27.5, 32, 36.5, 41, 45.5, 50   (+ 4.5)  
 
7. 123, 234, 345, 456, 567, 678, 789 drop the first number, add the next 

consecutive counting number on the end 
 
8. 115, 105, 96, 88, 81, 75, 70  (-10, -9, -8, -7…) 
 
9. 86, 84, 80, 74, 66, 56, 44  (-2, -4, -6, -8, -10…) 
 
10. 2, 3, 4.5, 6.75, 10.125, 15.1875, 22.78125 (x 1.5) 
 
11. 99, 98, 96, 93, 89, 84, 78  (-1, -2, -3, -4, -5…) 
 
12. 11, 43, 75, 107, 139, 171, 203  (+ 32) 
 
13. 2, 5, 11, 20, 32, 47, 65   (+ 3, + 6, + 9, + 12)   
 
14. 842, 759, 676, 593, 510, 427, 344  (- 83)  
 
15. 1, 2, 4, 7, 11, 16, 22  (+ 1, + 2, + 3, + 4, + 5) 
 
16. 5, 16, 38, 82, 170, 346, 698  (+ 3 then x 2)  
 
17. 12, 18, 27, 40.5, 60.75, 91.125, 136.6875 (÷ 2 then + the original number) 
 
18. 2, 3, 5, 8, 13, 21, 34, 55  (add the two previous numbers together) 
 
19. 4, 13, 40, 121, 364, 1093, 3280  (x 3 then + 1) 
 
20. 888, 448, 228, 118, 63, 35.5, 21.75  (÷ 2 then + 4) 
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Lost on the Moon – Grades 6-12 
Background Information: 
 You are in a space crew originally scheduled to rendezvous with a mother ship on the 
lighted surface of the moon. Mechanical difficulties, however, have forced your ship to crash-land 
at a spot some 200 miles from the rendezvous point. The rough landing damaged much of the 
equipment aboard. Since survival depends on reaching the mother ship, the most critical items 
available must be chosen for the 200 mile trip. Below are listed 15 items left intact after landing. 
Your task is to rank them in terms of their importance to your crew in its attempt to reach the 
rendezvous point. Place number 1 by the most important item; number 2 by the second most 
important, and so on through number 15, the least important. 
 
Materials:          Answer differences:  
 
____________ Box of matches       ____________ 
 
____________ Food concentrate       ____________ 
 
____________ 152.4 meters of nylon rope      ____________ 
 
____________ Parachute silk        ____________ 
 
____________ Portable heating unit       ____________ 
 
____________ Two .45 caliber pistols      ____________ 
 
____________ One case dehydrated milk      ____________ 
 
____________ Two 220 kilogram tanks of oxygen     ____________ 
 
____________ Stellar map (of the moon’s constellation)    ____________ 
 
____________ Life raft         ____________ 
 
____________ Magnetic compass        ____________ 
 
____________ 14.33 liters of water       ____________ 
 
____________ Signal flares         ____________ 
 
____________ First-aid kit containing injection needles    ____________ 
 
____________ Solar-powered FM receiver-transmitter     ____________ 
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          Total _____________ 

Lost on the Moon Scoring  
 

Answers:       Rank Order of Items:  
 
15 box of matches     1  two 220 kilograms tanks oxygen 
4 food concentrate     2  14.33 liters of water 
6  152.4 meters nylon rope    3 stellar map (moon version) 
8  parachute silk     4 food concentrate 
13 portable heater unit    5 solar power FM receiver-transmitter 
11 two .45 caliber pistols    6 152.4 meters nylon rope 
12 one case dehydrated milk    7  first-aid kit with needles 
1 two 220 kilograms tanks oxygen  8 parachute silk 
3 stellar map (moon version)   9 life raft 
9  life raft      10 signal flares 
14 magnetic compass     11 two .45 caliber pistols 
2 14.33 liters of water    12 one case dehydrated milk 
10  signal flares      13 portable heater unit 
7 first-aid kit with needles    14 magnetic compass 
5 solar power FM receiver-transmitter  15 box of matches  
 
Scoring: 
 Subtract your ranking number for each item form NASA’s ranking number. Add these 
differences. Also do this for the ranking list and compare individual prediction with the group 
prediction.  
 
Example:  
 
   Your Ranking NASA’s Difference 
 
Box of matches  8      15           7 
Signal flares             14                          10                         4 
 
Explanation: 
 These are the answers supplied by the NASA scientists. The answers are split into groups—
physical survival and traveling to the rendezvous. 
 The first two items are air and water, without which you cannot survive. After that comes 
the map for locating position and figuring out how far to the rendezvous. Food comes next for 
strength on the trip. It is not as necessary for survival as air and water.  
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Interesting Water Facts – Grades 6-12 
 

Did you know that growing food for one person for one day requires about 1,700 gallons of water? 
Just think how many gallons are needed to grow the food for all of the students at your school. In 
completing this worksheet you will compute and learn many interesting facts about water.  
 
FACT: Americans use an average of 130 gallons of water, per person, per day. 
 
1. How many gallons would a family of five use in one day? ____________________________________________ 
 
2. How many gallons are used by the people in your household? ______________________________________ 
 
3. How many gallons will be used by the people in this class today? ___________________________________ 
 
4. How many gallons would one person use in a year’s time? __________________________________________ 
 
5. Approximately how many gallons have you used in your lifetime? _________________________________ 
 
FACT: Water is a bargain. 
 
The average cost of a gallon of water is less than one cent per gallon. The average cost for a gallon 
of milk is $2.34. Complete the chart below to illustrate how much more daily activities would cost 
if the price of water was similar to that of milk. 
 

Daily Activity Water used Current cost 
Cost at 

$2.34/gallon 
Difference 

Between costs 
6. washing a car 100 gallons < $1.00   
7. doing a load of laundry 47 gallons < 47¢   
8. running the dishwasher 60 gallons < 60¢   
9. brushing your teeth 3 gallons < 3¢   
10. a 10 minute shower 55 gallons  < 55¢   

 
FACT: It takes a lot of water to produce things we use and consume every day. 
 
Match the amount of water needed for production for each item below. 
 
11. Water needed to grow one ear of corn     136 gallons 
12. Water a cow needs to drink to produce a gallon of milk   1,400 gallons 
13. Water used to produce a family car      3 gallons 
14. Water used to produce a loaf of bread     26 gallons  
15. Water used to prepare a hamburger, fries, and drink     100,000 gallons 
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FACT: Every drip counts!  
 
16. If a dripping faucet drips a cup of water every hour, how many gallons of water will “drip” 
down the drain every year? (HINT: THERE ARE 16 CUPS IN A GALLON) ________________________ 
 
17. Many houses in America have toilets that leak. A leaking toilet can waste as much as 60 gallons 
of water every day. Suppose that one-third of the students in your class had one leaky toilet in 
their home. How much water would be wasted in the homes of your classmates every year? 
____________________________________________________________________________________________________ 
 
18. Turning off the water while brushing your teeth can save as much as two gallons of water 
every time you brush. If you turn off the faucet as you brush your teeth two times each day, how 
much water would be saved over the course of one year? _________________________________________ 
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Interesting Water Facts 
ANSWER KEY 

 
1. 650 gallons 
 
2. Number in household x 130 
 
3. Number in class x 130 
 
4. 47,450 gallons 
 
5. 130 x 365 x age in years 
 
6. $234.00; $233.00 
 
7. $109.98; $109.51 
 
8. $140.40; $139.80 
 
9. $7.02; $6.99 
 
10. $128.70; $128.15 
 
11. 26 gallons  
 
12. 3 gallons 
 
13. 100, 000 gallons 
 
14. 136 gallons 
 
15. 1,400 gallons 
 
16. 547.5 gallons 
 
17. Number in class ÷ 3 x 60 x 365 
 
18. 1,460 gallons  
 
 
 
 
 


