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Preparing for a Substitute Teacher 
 

 

Booking the Substitute Teacher 

If you prearrange a date or dates with the substitute teacher, please make the booking as soon as 

possible after your conversation.  Substitute teachers may be turning down other requests on the 

strength of their commitment to you, or the automated system may book them for that same time. 

 

If you should change your mind for any reason about employing a substitute for a date you 

prearranged with them, please cancel as soon as possible so that they are free to accept other 

work.  The system will call the substitute with the cancellation. 

 

Helpful information to leave with the booking (SEMS & system telephone messages): 

1. Include your parking stall number or if unavailable, where to park at your school. 

2. The exact time when school day begins and when it ends. 

3. The grade or subjects you are currently teaching (you should update this information as 

well as any name changes with Supply Services downtown so that the substitute is 

accurately assigned to duties they are best qualified for and so there is no confusion 

regarding who they are substituting for). 

4. Indicate if substitute will be required to teach physical education or do outdoor 

supervision or to go on a field trip. 

 

In addition, listed below is information that will assist a substitute teacher in handling a class 

professionally. No teacher will need to address all these issues, so go through the list and 

include only the items that are appropriate. Some of this information may be included in the 

school’s information brochure for substitute teachers (if there is one). 

 

When The Substitute Teacher Arrives: 

Have the office provide the substitute teacher with the necessary keys – if possible, on a lanyard.  

Have the office show the substitute teacher the location of the washroom(s), staff room(s) and let 

the substitute teacher know where the coffee and cups are and how much to pay for coffee, if 

there is a charge.  If there is a “preferred” list, is there a mailbox where school bulletins, ATA, or 

Board information can be accessed by these teachers? 

 

If office staff or teachers are dropping into the classroom, please introduce yourself to the 

substitute teacher. Administrators, please drop in if possible, especially when there are known 

challenges in a class grouping. 

 

Classroom Telephones and Access Codes 

• What number allows you to reach  

o Administration (Principal/AP/VP) 

o Office Staff 

o Head Custodian 

o School Representative 

o Department Head 
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• Is there anything special that needs to be done in an extreme emergency? 

• What is the specific code to reach an outside number? If you are not free to share this 

code, provide directions to the closest non-coded phone for the substitute teacher. 

 

Photocopier Number 

The photocopier number can usually be obtained from the office but the substitute teacher will 

appreciate having easy access to the number if he or she needs to make photocopies quickly. 

 

Parking Stall 

Do you have a designated parking stall that the substitute teacher can use? This is especially 

helpful if the substitute teacher will be filling in for several days. 

 

Map of the School 

A map of the school is especially helpful if the substitute teacher will be teaching in more than 

one classroom throughout the day. 

 

School Staff List 

A staff list is not essential, but it is useful for the substitute teacher to have. A list of the school’s 

administrators and office staff is necessary. 

 

Timetable 

Many teachers have a computer-generated daily plan sheet that contains routines specific to their 

class and some specific to each weekday. These are very helpful for a substitute teacher. Indicate 

the times for period changes, dismissal and aide time, as well as information about resource 

students (who they are, when they leave, whether they go on their own). Inform the substitute 

teacher if a bell does not ring for dismissal. 

 

Routines 

• Instructions for logging in (and passwords) 

• Bell schedule: when do the bells ring to indicate breaks and recess? 

• What exercises do you open the day with? If you use songs, include music. 

• How are the students of the day chosen? 

• What attention-getting routines and transition fillers do you use? 

• What are the expectations for students regarding announcements? 

• What are the procedures and expectations for washroom breaks? 

• How are daily messages from the office communicated to staff and students? If there is a 

morning bulletin rather than intercom announcements, please indicate where to get a 

copy, and how and when to communicate its contents to the students. 

• Leave the names of students in class who can be relied on to help with locating materials, 

to assist with technology or other classroom routines and make us aware of possible 

problems that may arise.   

• If possible, provide the name and location of a nearby colleague who will know that they 

may be called on for assistance if needed 

• What is the procedure for food in the classroom (gun, beverages, snacks)? 

• What is the procedure for agendas, journals, link books? 
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Class List(s) 

Provide extra copies of the class list for the substitute teacher. Often, the only copy gets sent to 

the office after attendance, and a class list is necessary during a fire drill and handy to have when 

collecting materials and assignments. For middle and high school, provide a class list for each 

class, as well as the routine/policy for checking attendance in each class. 

 

Seating Plan 

The seating plan should be up to date, easy to read and portable. Some teachers include students’ 

pictures which is very helpful.  

 

Attendance 

• What is the routine as students enter the school? 

• What is the procedure for recording attendance? If attendance is to be done on Power 

Teacher, please provide instructions and password. 

• What procedure is to be followed for late arrivals? 

• How is absenteeism handled? 

• What is the sign-out procedure? 

 

Lesson Plans 

Please leave comprehensive and specific plans if at all possible.  (Keep an emergency plan on 

hand for the day when you may not be able to provide specific plans.)  Please make plans that 

any substitute may easily follow.  Do not expect the substitute to teach exactly the way you do or 

to be as knowledgeable as you are.  Make available your Teacher Guides and answer keys for 

subjects such as Math and Science. 

 

Make it clear in your plans if it is absolutely imperative that certain portions, or if all of your 

plans, must be accomplished in the class time.  If you have “over-planned” in order to make 

certain that there is more than enough work to keep the students occupied, please indicate that 

too.  Let the substitute know what homework to assign, if any.  Try to limit group work as much 

as possible.  Please try not to start the morning with group work. 

 

If the substitute teacher needs to use technology (video, CDs, etc) during a lesson, please (if 

possible) set it up beforehand and provide instructions on how to proceed and a contact in case of 

difficulties.   

 

School Discipline—Policies and Procedures 

• What is the procedure if students are being moderately or excessively disruptive? 

• What are the consequences for misbehaviour? 

• How is inappropriate behaviour dealt with at the school? 

• How can administrative help be enlisted if necessary? 

• What are the consequences for obscene language? 

• Are there forms to be completed or forms that define the degree of misbehaviour? 

(Provide Samples). 

• What is the policy regarding cellphones, computers, tablets and so on? 

• What is the dress code? 

• What is the procedure to follow if you caught students smoking? 
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• What is the procedure if junior or high school students come to class not prepared or 

without a textbook? 

 

Exemplary Behaviour 

• Are there procedures for special recognition of exemplary behaviour, work or 

cooperation? 

 

Privileges 

• What are the policies regarding bathroom breaks, lockers, pencil sharpening, gum 

chewing, beverages, snacks, wear hats, listen to mp3/iPods, having a cell phone/use of 

the telephone during class time and breaks?  

 

Supervision 

• Please remember to arrange for a colleague to cover your supervision if it occurs prior to 

school opening on the first day of the assignment.  Identify other supervision times and 

describe locations.   

• Where are the playground areas? Provide map if needed.   

• What are the rules?  Indicate/state what is not allowed. 

• When outside and there is an incident/accident how does communication with the office 

occur (cell phone, two-way radios?) 

 

Name Tags 

For very young children, easy-to-read name tags that are pinned on or worn on a string are very 

useful. For upper elementary students, name tags that sit on top of the desks are best. 

 

Study Hall/Lunchroom 

• Is there anything the substitute teacher needs to know about study hall and the 

lunchroom, such as locations and routines? 

 

Agenda/Journals/Link Books 

• What do you do? 

• What are your expectations? 

• What students (if any) require special consideration? 

• What rewards are given for agendas returned and signed? 

 

Physical Education 

• Is a key required? 

• Do the children change for physical education? If so, where? 

• What is the routine at the end of the class? 

 

Library 

• What is the routine? 

 

Music 

• Do you take the children to the music room and pick them up, or does the music teacher 

collect them and bring them back? 
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Assembly 

• What are the routines for assemblies, and what is expected of the students? Of the 

teacher? 

 

Class Sharing 

• What are the responsibilities of the substitute teacher? 

• What are the routines? 

 

Team Partners and Educational Assistants 

• Who are the partners and educational assistants? 

• How might they be helpful to a substitute teacher? 

 

Parent Volunteers 

• What do you like the parents to do? 

 

Practicum Students 

• What is the substitute teacher’s responsibility to your practicum student? 

 

End-of-Day Substitute Teacher Report to Classroom Teacher 

• What are the expectations? 

 

End-of-Day Substitute Teacher Report to the office? Administration? 

• What are the expectations? 

 

Emergency Codes and Procedures 

• How would staff be alerted to an emergency, and what would the substitute teacher be 

expected to do? 

• What are the fire drill, lockdown, and evacuation procedures and codes that may be used 

as signals over the intercom. 

• Indicate where the school emergency handbook is and if possible, include maps of 

evacuation routes as well as lockdown and other emergency procedures. 

 

Medical Alerts/Children Requiring Special Considerations 

• Are there any student health issues in your classroom (eg: students who have allergies 

and to what, diabetics, those with asthma). 

• What is the policy regarding medications? If any students are on medication, what is the 

routine/procedure for administering them? 

• What emergency measures are to be taken for special medical problems? 

• What considerations are needed for physical restrictions? 

• What are the special discipline needs? Teachers are hesitant in labelling children who 

require special considerations in interactions with adults or other students. However, 

stating the problems up front lets the substitute teacher know how to approach students to 

make them feel more comfortable, what behaviours may be exhibited and what 

consequences have been set out. 

• If you have students who are coded for additional help, a brief description will help the 

substitute teacher make the day easier for those students. 
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It is good practice to have an updated emergency substitute teacher plan ready in the classroom 

or with administration —just in case. The plan can be kept in a special file for the substitute 

teacher. This plan is developed at the teacher’s leisure, not in a moment of crisis, and provides 

for the substitute teacher a thoughtful and concise collection of all the information (except daily 

plans) that you use to build the classroom environment. When a plan is in place, should illness or 

emergency strike, the teacher only need to be concerned about getting an outline of daily plans to 

the substitute teacher. Everything else will already have been documented at a less stressful time. 

Although some of the information in the plan must be updated regularly, adding most of the 

information is a one-time task, with only minor modifications required during the school year. 

 

It is important to note that, because this file contains confidential information, it should be kept 

in a secure location that students cannot access. 

 

General Information 

Include any other information that the teacher/school feels is necessary, such as school policies 

and goals and the information brochure/handbook for substitute teachers (if your school has one). 


