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Introduction 
Your willingness to serve the students of Clovis Municipal Schools is appreciated.  You make it possible to 
provide a continuing program in spite of emergencies and illnesses in the lives of our regular staff members. You 
also provide help in our being able to carry on a comprehensive staff development program and to provide many 
co-curricular activities for our students. All teachers and other staff members are eager to help you in every 
possible manner so that your substituting experience will be both profitable and pleasant. 
 
As a substitute staff member, you must follow the regulations and policies of the Clovis Municipal Schools. Your 
work is demanding and will call for professional integrity, patience, resourcefulness, and high ethical standards.  
If done correctly, this work can also be very rewarding because you can take pride in being part of the excellent 
educational opportunity provided by the Clovis Municipal Schools. 
 
This handbook is designed to help you in that endeavor.  It will give you some information about our school 
system and what is expected of you as a substitute.  It will also give you an idea of the type of help you can expect 
to accomplish your job each day that you substitute. The handbook is addressed primarily to those of you who 
will work as substitute teachers, but the information is worthwhile no matter where you substitute in our schools. 
We hope it will prove to be helpful. 
 
 
Official Substitute Roster 
 - Notification: You will be notified once you have been approved for placement on the Official     
   Substitute Roster.  Placement on the roster will only occur once all requirements have been met. 
 - Substitute Resignation:  If you no longer wish to be on the Official Substitute Teacher Roster      
   please notify the Human Resources Department in writing. 
 - Removal from the Substitute List:  The Clovis Municipal School District reserves the right to      
   remove the name of any substitute teacher from the Official Substitute Teacher Roster whenever      
   deemed necessary.  The substitute will be notified of such action by an Administrator from the      
   Human Resources Department. 

- Student Teacher: Clovis Municipal Schools generally does not allow student teachers to substitute 
  during their student teaching experience for compensation or for no compensation. There are 
  exceptions in extreme emergencies which must be approved by the building principal and the Executive 
  Director of Human Resources.  Also, the sponsoring university may have additional rules regarding 
  substituting that must be followed.  
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REQUIREMENTS 

 
Application:  Current Substitute must have an application on file in the Human Resources Department.   
 
License:  Substitutes must provide the Human Resources Department with a current license. This can be a copy of 
either their current New Mexico Substitute Teachers License or of their current New Mexico Teachers License. If 
they do not have a current license, they must complete all necessary paperwork to apply for one of these licenses.  
The Human Resources Department has information and necessary forms to obtain a License to be a Substitute 
Teacher in the State of New Mexico. All of the necessary forms are handed out and reviewed as a part of this 
orientation. Both the application and the fingerprint forms, with accompanying money order need to be returned 
to the Human Resources Department. The Human Resources Department will verify you have completed this 
process and mail in the forms and money order for you.  
 
Transcripts:  Substitutes with a degree must provide the Human Resources Department with a college transcript. 
We do not accept diplomas in lieu of a transcript for college work. 
 
I-9 Form:  Immigration Reform and Control Acts of l986 require that you present documents (Social Security 
Card and one other) as proof of your legal right to work in the United States. As a condition of employment with 
the Clovis Municipal Schools, applicants will be asked to present the necessary documents before being hired.  If 
you have changed your name since the time you completed and filed your I-9 form, you will need to come in and 
note the change on the form. 
 

 Employee's Statement of Health: All employees are required to complete and file with the District’s an 
"Employee's Statement of Health" to determine pre-existing impairment(s). After you have been notified of 
placement on the Official Substitute Roster you will be asked to fill out this form provided by the Human 
Resources Department. You may also be asked to provide a physicians release. 
 
Substitute Teacher Meetings:  New substitutes are required to attend one District Substitute Meeting/ Training 
Workshop as a condition of employment. 
 
W-4 Form:  In order to receive your paycheck, you must have a current W-4 Form on file with the Payroll 
Department.  If you change your name, address or wish to change the withholding amount from your check please 
come in and fill out an amended W-4. 
 
References:  A positive response to at least two (2) of the references you listed on the application is required. We 
send reference forms to the names and addresses you provide, and/or we call the phone numbers you provide; so, 
please make certain the addresses and phone numbers are complete and accurate.  Also, use references who can 
speak to how well you may do as a substitute.  People you have known in the workplace or at a setting where 
there are children may be better references than people who are your relatives. 
 
Background Investigation: We conduct a background investigation on each applicant.  Information we may 
request is stated on the application form.  Substitutes must be fingerprinted as a part of applying for a Substitute 
Teacher License for the State of New Mexico.  Forms and fee amounts are available in Human Resources 
Department. 
 
Your name will be added to our Substitute Teacher Roster only after each of the above items have been satisfactorily 
completed.  We will notify you when you become eligible.  Please do not contact the principals that you are 
available to work until you have been notified by the Human Resources Department. 
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Payroll Information for Substitute Teachers:   
Grades K-12 & Special Education Substitute Teachers are paid at the rate of $60.00 per full day and 
$70.00 per full day for those with a BA, BS, or MA degree. Substitutes for Educational Assistants, Secretaries, or 
other positions that do not require a Teaching License for any program will generally be paid minimum wage. Any 
variance from this rate will be determined prior to substitute services being scheduled. 
 
Substituting for the same teacher for thirty (30) consecutive full days or longer may result in a pay increase of 
$10.00 per day with Education Retirement Act withholdings. This increase will begin on the 31st consecutive day. 
Please remind the Principal to inform the Human Resources Department when you are approaching the 30th day 
substituting for the same teacher. No single class may be taught by a substitute teacher for more than sixty (60) 
days during the school year in lieu of a certified/licensed teacher under contract without approval of a deviation 
from the NM Secretary of Education, through the recommendation of the Superintendent of Clovis Municipal 
Schools. 
 
The daily rate may be broken down into half and quarter days depending on the number of hours the substitute 
works.  At the end of each day, the substitute must report to the school office to be sure he/she has completed all 
sign in procedures. This is the only way to be sure you will be paid for the time you substitute that day.  
Deductions for State and Federal Income Tax will be deducted from each paycheck if applicable.  Substitutes will 
also have Medicare tax deducted from their wages.  No exemptions are allowed. 
 
Substitute Paydays:  Substitute Staff will be paid on the 15th and 30th of each month, beginning in September. If 
the 15th or 30th falls on a weekend or a holiday, they will be paid on the last workday before that date.  All 
employees are required to use Direct Deposit.  Forms may be obtained from the Human Resources Department.  
If you wish to have assistance in setting up a direct deposit or have extenuating circumstances regarding direct 
deposit, please contact the Human Resources Department. 
 
Affordable Health Care Act:   Due to recent changes at the federal level, beginning January 2014, we changed  
the way we utilize substitutes in our District.   The Affordable Health Care Act requires employees working an 
average of 30 hours or more a week, or more than three days in any given week, be offered health care benefits or 
the employer will have to pay penalties.  Unfortunately, Clovis Municipal Schools does not have the funds to be 
able to offer health care benefits to substitute teachers.  To comply with this federal mandate, we have made 
the difficult decision to limit new substitute assignments to three days per week.  If a long-term need arises, 
we will contact substitutes on an individual basis, but will still not be able to provide health care benefits.  
  
Note: Substitute positions are on an "as needed" basis and only available from the time of employment 
approval to the end of the current year. 
 

 
 

 



 4 

 
 

 
 
Special Education Programs 
Level 1:  Program emphasis is on a resource teacher providing consultation and assistance to the regular teacher, 
monitoring each student's progress. 
 
Level 2: These students have academic deficits and exceptionalities.  Program emphasis is on providing 
remediation or special adaptive techniques so that the child can function in a regular classroom setting. The 
student's special learning needs are such that content, methods, and pacing of the regular classroom must be 
modified. 
 
Level 3:  Program emphasis requires extensive modification of the instructional content and methods.  This 
classroom is generally a highly structured learning environment because the students' academic achievement 
and/or social development is significantly behind their peer group.  Note: The substitute will serve a 
combination of all levels. Substitutes need to be sensitive to the individual needs of each student. 
 
Level 4:  Students in a Level 4 classroom are also working on with extensive modifications of the instructional 
content and methods.  Many level 4 students require adult assistance with basic life skills such as eating, 
toileting, and communication.   Substitutes in a level 4 classroom need to be sensitive to the educational and 
physical needs of each student. 

 
 DD Program:  This program, which is provided at Los Niños Preschool and Lincoln-Jackson Family Center, 

services 3 and 4 year old students. These students may be developmentally delayed, and the program is designed to 
meet the specified needs of each individual child. 
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What Students Expect 
The expectations of the student are in many ways a reflection of key aspects of teaching competence from the 
learner's point of view. 
 - Dress professionally and act like an adult.   
 - Please do not mimic or speak down to us. 
 - We dislike being ridiculed or embarrassed.  Sarcasm is not necessary. 
 - Control yourself.  It is silly to "blow up" in front of us. 
 - Speak so everyone can hear. Don't talk so fast that we can't follow or so slow that we get bored. 
 - Be fair to all of us.  Don't show favoritism. 
 - Have good suggestions for things to do instead of a lot of don'ts. 
 - We have feelings, try to understand when we are not up to par.   
 - Be cautious of how we are disciplined in the presence of our peers. 
 - Have something to do during each class period or subject. 
 - Give us a chance to answer questions and give our ideas. 
 - Don't have all the answers. 

  - Don't go over our heads. Ask clear questions.  Use words we can understand. 
  - Have different things for us to do, don't do the same thing everyday. 

 - Accept us for what we are, not just for good behavior. 
 - Praise us for a job well done. 

  - Provide us with opportunities to succeed and reasonable goals that are attainable. 
 
 

 
 
 
The Successful Substitute 

  - Displays a caring attitude. The effective teachers are those who care about the student, the parents, and   
   the goals of the school. 
 - Is enthusiastic - students mirror your attitude. 

  - Keeps activities moving.  Discipline problems will be minimized. 
  - Goes to the students when they need help. 
  - Is flexible. Teaching demands flexibility and substitute teaching demands flexibility. 
  - Has an activity in mind to make the day special and fill in as students complete their assigned work. 

  - Makes adjustments during the day as needed.  Seeks help from Principal or neighbor teachers if 
  materials and directions of the teacher are not sufficient to fill entire instructional time. 

 - Finds ways to involve students who are not interested.  If a student refuses to become involved, don't   
   force the issue. Often times students will choose to participate on their own. 

  - Incorporate your experiences to students and be sure they are relevant to the lesson or instructional    
   material, but do not brag. 
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DUTIES AND RESPONSIBILITIES 

 
 
Duties of the Administrator to the Substitute 
The administrator or designee should inform the substitute of: 
 - Arrival time. 
 - Bell schedules. 
 - Operation of audiovisual equipment, if necessary. 
 - Responsibilities or duties of the regular teacher. 
 - Procedures for supervision and control of students. 

  - Requirements for recording attendance and data processing procedures. 
  - Lunchroom and playground schedules, if not supplied by the regular teacher. 
  - Fire drill and/or emergency procedures, if not supplied by the regular teacher. 

 - Procedures to follow in case of student injury or accident.  
 - School bulletins and information applying to the position for the day. 
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Duties of the Teacher to the Substitute 
The teacher should provide the following information.  Inform the principal if these are not provided.  
 - Daily class schedule. 
 - Up-to-date seating chart. 
 - Definite and clear lesson plans. 
 - Planned work to meet individual differences of the class. 
 - Instructional supplies that are needed for the days assignments. 
 - Duty scheduled. 
 - List of classroom rules and school rules. 

  - Procedures to follow in case of inclement weather, student illness/injury and fire drills. 
  - List of all students who attend special programs (e.g., Title I; Resource Room, etc.). 
  - List of students with special medical conditions, discipline problems, etc. 
  - Provide the name of the teacher/administrator to contact in case of emergency. 
  - Procedures for routine activities (e.g., attendance, lunch counts, money collection, etc.). 
  - Phone number for the substitute to contact you in the event the absence is for an extended period of   

   time. 
 
 
Duties of the Substitute 
The substitute teacher is responsible for the following general rules of conduct: 

  - Arrive at the expected time of duty and remain on duty the entire day.   
  - Perform the duties, both curricular and extra curricular, of the regular teacher. 
  - Preserve the regular routine for the class and follow the lesson plans provided by the regular teacher. 
  - Please do not incorporate material outside of the planned curriculum (i.e., Political Views, Religious   

   Teachings, and books not on the approved reading list.). 
  - Do not leave the building during the day without notifying a building administrator. 

 - Leave a short summary of the day's activities. 
  - Under no circumstances should the substitute do personal business, read personal books or listen to a   

   personal music device while on duty.  Children need your full-time attention. 
  - Be sensitive to the mood of the class if a special situation exists. 
  - Under no circumstances should a substitute criticize a regular teacher or student in the presence of other    

   teachers or students. 
  - The substitute teacher should use extra caution in expressing personal opinions and reactions about any    

   subject.  
  - The substitute teacher must avoid comparing one school with another or comparing the children in one   

   neighborhood with those in another neighborhood. 
  - All complaints and comments should be directed to the building administrator. 
  - Before leaving the building, check with the secretary to determine whether your services are needed the    

   following day. 
  - Avoid collecting money from students unless instructed to do so. The substitute teacher should deposit    

   the money with the secretary as soon as practical.  If a substitute collects any items of value from   
   students, he/she is responsible for the article until it is returned to the student or turned in to the office. 
 
Extra Duties 

 The substitute teacher is expected to fulfill all extra duties that have been assigned to the regular teacher. These 
duties may include bus duty, lunch and hall duty and other duties assigned by the building administrator. 
The substitute teacher may also be expected to attend faculty meetings or grade level meetings in place of the 
regular teacher. 
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Classroom Routines and Instruction 

  - Check the teachers plan book to determine the scheduled duties and responsibilities for the day. 
  - Review the lesson plans to acquaint yourself with the daily objectives.  Tell the principal if plans are not    

   clear. 
  - Welcome the students to the class and introduce yourself as the teacher of the day. 
  - The pledge of allegiance is a New Mexico law and must be recited each day. 
  - Complete routine activities before beginning the daily lesson plans.  (e.g., attendance, lunch count, etc.) 
  - Complete one entire classroom assignment before starting another. 
   - The substitute teacher should not assign written work and leave it to be graded, except by request of     

   the regular teacher 
  - All written work must be graded and left for the regular teacher to examine upon their return, unless    

   directed otherwise by the regular teacher. 
  - The substitute teacher should not enter grades in the grade book, unless directed otherwise. 
  - Never leave your students unattended in the classroom. Accompany your students to and from Music,    

   P.E., etc. 
 - Leave the room as you found it at the beginning of the day. 
 - All chairs and desks should be placed as they were arranged and the room should be left in an orderly    
   fashion. 

  - In addition to the general information given above, the substitute teacher should comply with all    
   instructions given by the building administrator. 
 
Follow these general rules for successful classroom management: 

  - Start the day promptly, firmly and concisely.  Be pleasant and appear confident. Let the students know     
   what your expectations will be. Your first words and actions will usually go a long way to set the day's    
   discipline. A good rule of thumb: Be Fair, Firm, and Friendly. 

  - Get the students busy at the beginning of the day.  Keep them busy! 
  - Phrase questions so that only one student will answer (For example, Raise your hand if you can.....,   

   John, where is the ...). 
  - Tell students, "Don't worry if I don't do things exactly the way your teacher does."  Children do feel    

   more secure when the established routine is observed, so try to follow the regular time schedule if at all    
   possible. 

  - Compliment students whenever possible.  Be positive and find success in every student's work. A smile    
   and a pleasant word will go a long way. 
 - Be firm. Rather than issuing an ultimatum, give the student a choice (e.g., meeting the needs of the    
   classroom for that day or not taking part in the classroom activities by moving his desk to the back of    
   the room.)  Give the child only one chance and if he makes the wrong choice and cannot follow your    
   instructions then follow through with the classroom consequences or your established consequences. 

  - If you anticipate problems, seek the advice of the building administrator or neighboring teacher. 
  - If you send a student to the office, follow the procedures outlined in the building.  Send a detailed note   

   which explains not only the incident, but your attempt to resolve the problem. 
  - Move around the room and do not sit behind the desk. The best way to avoid discipline problems is to   

   be aware of what is happening in the classroom. 
  - You will obtain the best results if you structure your requests so that the desired behavior is obvious. 
  - Develop your own classroom management techniques that will successfully provide a positive      

   learning environment in the event the regular teacher has not provided you with a discipline plan to    
   follow. 
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Why Students Misbehave and Interventions 
There is no one method of dealing with classroom behavior problems, just as there is no one method of preventing 
them.  The following may be useful. 
 
Generally, students misbehavior is due to:  
 - Attention - The student is saying, I belong only when I am being noticed or served.  The goal for Mr.   
   Attention is serious involvement and contribution to the class. 
 
 - Power - The student is asserting their power saying, I only belong when I am in control or when I can    
   prove that no one can boss me.  The goal for Mr. Power is to enlist the child's cooperation by focusing on    
   the fact that he or she is a natural leader in the class. 
 
 - Revenge - This is a child who in their name calling and constant battling seems to say, I belong only by    
   hurting others, I feel hurt myself, I can't be loved.  The goal for Mr. Revenge is to attempt to move the   
   conflict away from the emotional level to the cognitive level.  In other words, redirect the child toward   
   fairness and cooperation. 
  
 - Inadequacy - This is the, I don't know how, help me syndrome. This child seems to be saying, I belong by 
   convincing others not to expect anything from me, I am helpless.  This is a child who does not seem to    
   understand anything and asks for your help constantly.  The goal for Mr. Inadequacy is to stop all   
   criticism and try to find a way around the problem.  (Excerpts from Jones, Jill.  Orange County      
   Department of Education/Media Service Unit.  1989.) 
 
Discipline Procedures 
The substitute teacher is expected to maintain a level of discipline in the classroom which is conducive to good 
learning. This can be accomplished by following the school's discipline plans and procedures.  When individual 
pupils cause behavior problems which are disruptive to good learning conditions, the substitute teacher should 
apply the prescribed procedures as provided by the regular teacher and/or administrator.  Firm and fair treatment 
of all students combined with explicit explanation and direction should preclude many discipline problems 
 
Interventions 
Nonverbal techniques, particularly at the beginning stages of misbehavior, can be an effective way of letting 
students know of acceptable behavior.  Eye contact, body posture, facial expressions, and silence are the most 
noteworthy of the nonverbal techniques. While verbal techniques can also be effective, they are so overused that 
their long-term impact is questionable. Witness the number of teachers who intersperse every other sentence with 
"sh". The phrase "shut up" is an inappropriate choice of words. 
 
Proximity control, walking up to and simply standing beside a misbehaving student can frequently bring about 
desirable results. 
 
Pointing out consequences of misbehavior can be an effective intervention strategy if you can find the right 
consequence. To tell second-grader Johnny that he will have a terrible time with long division if he doesn't stop 
horsing around is probably not a very meaningful consequence to him.  But, telling him that he won't be able to sit 
next to his friend Billy, might work. 
 
Isolation of misbehaving students, by asking them to go to a time-out designated area, can be an effective strategy 
because it gives students who are angry a chance to cool off. 
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Punishment can be a necessary and effective intervention strategy.  But when punishment is considered, the 
following principles should be kept in mind:  

-  Punishment should be used sparingly.  
- The more often it is used, the less effective it becomes.  
- Punishment should never constitute retaliation. 

 
Mass punishment should never be used. Teachers should never punish the entire class for the transgressions of 
few. Many fall into this trap; few escape without loss of respect. 
 
 
 

 
 
 
 
 

Use the "Broken-Record" Technique. 
 - Know what you want the student to do. 
 - Tell the student what you want  ("I want you to…."). 
 - If the student argues or talks back, repeat what you want up to three times. 
 - If the student still does not comply, use a consequence with your response  (You have a choice, you    
   may either or you will have to remain in class during your recess). 
 

 
The "Broken-Record" used 3 times will generally: 
- Stop arguments. 
- Allow you to stay in control. 

 - Make the student realize that you are in control and follow through with a consequence if necessary. 
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Corporal Punishment 
The substitute teacher must never administer corporal punishment to any child for any reason. The substitute 
teacher should not use physical punishment on any student. The use of physical punishment can result in 
immediate dismissal. A good rule of thumb, keep your hands to yourself.  The use of corporal punishment in any 
form is prohibited. This includes prohibiting the direction or suggestion of physical mistreatment of a student by 
another student. 
 
 
Corporal Punishment Defined 

- Spanking, paddling, striking, squeezing, or pinching any part of the body or forcefully grabbing the 
body or clothing of a student, or pushing a student; 

- Requiring a student to assume an uncomfortable positions (e.g. hands over head, holding books, etc.); 
- Restraining or restricting physical movement through binding or tying; 
- Enclosing a student in a confined space such as a closet, locker, or similar cubical; and 
- Using exercise as punishment (e.g. pushups, laps); exception for PE and Athletics where activity is 

appropriate to the physical and emotional condition of each student.  
 

 
 
Corporal Punishment Exceptions 
Reasonable restraint of a student whose conduct is violent or physically disruptive if the conduct is directed 
toward any person (employee, other student(s), third person) on school premises, or student him/herself, or if 
conduct is directed toward school property or the property of another on school premises. 
 
Reasonable grasp upon, or restraint of the student for the purpose of moving or removing the student, or for the 
purpose of preventing the student from entering the premises AFTER student has REFUSED valid directives. 
 
 
Corporal Punishment Penalty for Violations 
Employees found in violation of this corporal punishment policy shall be subject to discipline, which may include 
suspension, termination, or discharge.  Instances of physical mistreatment will be referred to law enforcement or 
child protective agencies as required by law. 
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Student/Employee Accident/Injury 
School employees will exercise caution in administering first aid to students.  Normally, it is expected that the 
school nurse will be available for this purpose, or the student will be taken to medical facilities if the situation 
warrants it.  Substitutes are not to administer medication.  If an injury or accident occurs please notify the building 
administrator or designee.  You may need to complete the insurance or workman's comp forms necessary to report 
the injury or accident. 
 
 
Reporting Drug and Alcohol Use 
A substitute serving as a school employee, who knows or in good faith suspects any student of using or abusing 
alcohol or drugs shall report such use or abuse to the building administrator.  No school employee who in good 
faith reports any known  suspected instances of an alcohol or drug use or abuse shall be held liable for any civil 
damages as a result of such report or his efforts to enforce any school policies or regulations regarding drug or 
alcohol use or abuse. 
 
 
Drug Free Workplace 
The Clovis Board of Education supports an alcohol and drug free work environment.  The Board of Education 
forbids any school employee from possessing, using, distributing or being under the influence of alcohol or drugs 
while on duty or in the supervision of students.  Any person in violation will be subject to the termination policy as 
stated in GCM (certified) GDP (support) and referred to  appropriate law enforcement agencies. 
 
Information about drug and alcohol counseling and rehabilitation programs within the community will be made 
available to employees by the Executive Director of Human Resources upon request. 
 
 
Tobacco Free Schools Policy 
The Clovis Municipal Schools Board of Education believes that tobacco use represents a health and safety hazard 
which can have serious consequences for the user and the non-user.  Due to the grave concern on the part of the 
Board for the welfare of the District and in order to protect the students, employees, visitors and guests of the 
District from an environment that may be harmful to them, and because of the possible harm to personal well-
being, the Board hereby prohibits tobacco use by all students, employees, visitors and guests in all buildings, 
vehicles, and seating areas of outdoor stadiums owned or leased by the Clovis Municipal School District.  For the 
purpose of this policy "Tobacco Use" will mean all uses of tobacco, including cigars, cigarettes, pipes and 
smokeless tobacco products.  This policy will be in effect 24 hours a day, seven days a week. The Superintendent 
shall establish additional procedures as necessary to implement and enforce this policy. 
 
 
Suspected Child Abuse and Neglect 
According to the New Mexico Children's Code 32-1-15, NMSA,1978, it is the obligation of any Clovis Municipal 
School staff member to report suspected cases of child abuse or neglect to a local law enforcement agency having 
jurisdiction, or County Department of Children Youth & Families.  CMS practice asks that you report to both 
agencies.  This reporting process does not require that suspected cases must first be reported to the 
administrative authority of the school unit or department. Administrators do not have the authority to screen 
the reporting process; however, the staff members should notify the administrator that a report has been 
made.  Any questions of staff by parents, guardians, or custodians shall be referred to the administrator.  Any 
person failing, neglecting, or refusing to report is guilty of a misdemeanor.  (New Mexico Children's Code, 32-
1-15 and 32-1-16, NMSA 1978 Comp.) 
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Sexual Harassment 
The Clovis Board of Education forbids harassment of any employee on the basis of sex.  Sexual harassment is a 
prohibited personnel practice. The intent of this policy regarding conduct between employees is clear and 
straightforward: No employee of the District may engage in any conduct of a sexual nature with any student 
regardless of the student's age, ability to consent, or actual consent. No employee may engage in any conduct of 
a sexual nature with another employee which is unwanted, unwelcomed, or uninvited. 
 
 
Definitions and Standards of Conduct 
Between an employee and a student sexual harassment is any conduct of a sexual nature.  Between employees 
sexual harassment is unwelcome, unwanted, and uninvited conduct of a sexual nature.  
 
 
Conduct of a Sexual Nature 
Conduct of a sexual nature may include, but is not limited to: 

  - verbal or physical sexual advances, including subtle pressure for sexual activity. 
  - sexually oriented touching, pinching, patting, pulling at clothing. 
  - showing or giving sexual pictures, photographs, illustrations, messages or notes. 
  - writing graffiti of a sexual nature on school property. 
  - comments or name-calling to or about an employee regarding alleged physical or personal       

   characteristics of a sexual nature. 
  - sexually-oriented "kidding," "teasing," and jokes of a sexual nature. 
  - any harassing conduct to which an employee is subjected or because of or regarding the employee's   

   sex. 
  - demands for sexual favors accompanied by implied or overt promises of preferential treatment or      

   threats concerning an individual's employment status. 
 
 
Standard of Conduct for Employee to Student 
No employee may engage in conduct of a sexual nature with a student at any time or under any circumstance 
regardless of whether such conduct takes place on school property or in connection with any school sponsored 
activity. 
 
 
Standard of Conduct for an Employee 
No employee may engage in unwanted, unwelcomed and uninvited conduct of a sexual nature.  Verbal or physical 
conduct of a sexual nature by one employee to another may constitute sexual harassment when the allegedly 
harassed employee has indicated by his or her conduct that the conduct is unwelcomed, or when the conduct, by 
its nature, is clearly unwelcome or inappropriate. 
 
An employee who has initially welcomed conduct of a sexual nature by active participation must give specific 
notice to the alleged harasser that such conduct is no longer welcome in order for any such subsequent conduct to be 
deemed unwelcomed, unwanted, and uninvited. 
 
 
Reporting, Investigation, and Sanctions 
Any employee who believes he/she has been sexually harassed should report the incident to their supervisor 
and/or the Superintendent.  Reporting by employees is mandatory when any employee receives any report of 
sexual harassment of a student, whether the report is given by a student, a parent, or another employee. The 
Superintendent must be notified of such report regardless of whether the individual receiving the report considers 
the report credible or significant. 
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Investigation 
School officials are required by law to investigate all complaints. The Superintendent or his/her designee will 
conduct an appropriate and prompt investigation.  The employee may be asked to put the complaint in written form 
for clarification and investigative purposes.  Any employee found to have engaged in conduct of a sexual nature 
with a student/employee shall be subject to sanctions including, suspension or termination subject to any 
applicable procedural requirements. 
 

 
 
Automated Sub Calling System 
Clovis Municipal Schools uses an automated service that greatly simplifies and streamlines the process of 
recording and managing absences and finding substitutes.  This service is called Aesop.  The Aesop 
service is available to you 24 hours a day, 7 days a week and can be accessed via internet and phone.  
When you are added to the substitute list, you will be mailed an Aesop ID and PIN number. 
 
How can you interact with Aesop? 
1. Aesop is available on the internet at http://www.aesopeducation.com.  Here, you will be able to enter 
absences, check your absence schedule, update personal information, and exercise other features such as 
uploading your lesson plans for substitutes to view online. 
2. You can also call Aesop toll free at 1-800-942-3767.  Simply follow the voice menu to enter and 
manage absences and access other features.  We recommend that you call in to check the computer 
recording of your name and title.  To do this, press Option 4 and follow the prompts. 
 
Substitute Evaluation Procedures 
Substitutes will be evaluated by the building administrator along with administrators from the Human Resources 
Department. The following criteria will be used as the basis for the evaluation:  Personal observations of the 
substitute's work and/or professional demeanor and reported observations of the substitute's work and/or 
professional demeanor. 
 
Substitutes are evaluated on a regular basis by the building administrator, with input from other district 
personnel, parents, and/or students.  Substitutes for teachers may complete additional check sheets via Aesop as a 
part of this process.  Documentation of unsatisfactory work performance may be shared with the substitute, either 
by the building administrator or the Human Resources Department. Poor evaluations, after appropriate 
investigation, may result in the substitute employee being reprimanded, placed on temporary suspension, or 
removal from the substitute list used by the district.  Forms for evaluating substitutes are available to all teachers 
through the Aesop system. These forms are viewable by the building and District administrator. 
 
 
Substitute Input for Program Improvement 
The District values the input of those who regularly substitute in our schools.  If you have suggestions for 
improving the situation for substitutes in a particular building, please share those with the building principal or the 
site supervisor.  If you have suggestions for improving the process for the entire district or for several schools, 
please share those with the Executive Director of Human Resources.  
 
Substitute Teachers will be asked to complete evaluations on Aesop of how well teachers prepare for substitutes 
and schools support substitutes.  The substitute teacher is encouraged to speak honestly about their experiences in 
the District. However, the mission of the District and the goals of the school are thwarted when a substitute 
teacher engages in malicious talk about their teaching experiences. Disparaging comments comparing one school 
with another or comparing the children in one neighborhood with those of another should not be made. Under no 
circumstances should a substitute teacher criticize the full-time teacher, except to those in authority, and even 
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then, only when the best interests of the students are being considered.  All comments on the Aesop system are 
viewable by the teacher, building principal, and District administration. 
 
 
Employment Policy & Americans with Disabilities Act 
The Clovis Municipal School District provides equal employment opportunities (EEO) to all employees 
and applicants for employment without regard to race, color, religion, gender, sexual orientation, gender 
identity or expression, national origin, age, disability, genetic information, marital status, amnesty, or 
status as a covered veteran in accordance with applicable federal, state and local laws. The Clovis 
Municipal School District complies with applicable state and local laws governing non-discrimination in 
employment in every location in which the District has facilities.  

The following person has been designated to handle inquiries regarding the nondiscrimination policies: Executive 
Director of Human Resources, 1009 Main Street, P. O. Box 19000, Clovis, New Mexico  88102-9000.  (575)769-
4322. 
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CLOVIS MUNICIPAL SCHOOLS 

STUDENT START & DISMISSAL TIMES* 

 

 SCHOOL        START
 DISMISSAL 

 Arts Academy at Bella Vista     7:50 a.m. 3:10 p.m. 

 Barry        7:50 a.m. 3:10 p.m. 

 Cameo        7:50 a.m. 3:10 p.m. 

 Highland       7:50 a.m. 3:10 p.m. 

 James Bickley       7:50 a.m. 3:10 p.m. 

 La Casita       7:50 a.m. 3:10 p.m. 

 Lincoln Jackson Family Center    7:45 a.m. 2:45 p.m. 

 Lockwood       7:50 a.m. 3:10 p.m. 

 Los Ninos Early Childhood Center    7:45 a.m. 2:45 p.m. 

 Mesa        7:50 a.m. 3:10 p.m. 

 Parkview       7:50 a.m. 3:10 p.m. 

 Ranchvale       7:50 a.m. 3:10 p.m. 

 Sandia        7:50 a.m. 3:10 p.m. 

 Zia        7:50 a.m. 3:10 p.m. 

 Clovis High       8:20 a.m. 3:30 p.m. 

 Choices Alternative School     Times Vary 

 Clovis High School Freshman Academy   8:20 a.m. 3:30 p.m. 

 Gattis Middle School      8:20 a.m. 3:30 p.m. 

 Marshall Middle School     8:20 a.m. 3:30 p.m. 

 Yucca Middle School      8:20 a.m. 3:30 p.m. 

* Substitutes should report to school office 30 minutes prior to start time if possible. 


