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The Top Seven Reasons to Become a Substitute Teacher!

1. You enjoy the challenge of being awakened at 7:15 and asked to be in class by 7:45!

2. You enjoy the challenge of guessing what to wear each time the principal calls and says, “We’re not sure whether you will be teaching eighth grade language arts or second grade PE today, but just come prepared for either!”

3. You think that a large grease spot in the center of your dress is attractive.

4. Your pay is generous enough for you to retire early!

5. Your presence in the room gives students many opportunities to think creatively, especially when you ask such questions as “How do you usually begin class?” or “What does your teacher normally do when you finish an assignment early?”

6. Your love the phrase, “But Ms. Smith doesn’t do it that way!” 

7. You believe that every child who wipes her nose on your best suite is displaying a positive sign of establishing good relationships with adults!
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The REAL Top Seven Reasons to Become a Substitute Teacher!

1. Your have flexible work hours. 

2. There are relatively few non-work responsibilities. 

3. You can be influential to students. 

4. Subbing is great practice for future teachers and for those who are considering becoming teachers. 

5. You choose the age group of students to teach.

6. There are many chances to express your creativity. 

Substitute teaching can be fun.
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State Rule 505-2-.36 SUBSTITUTE TEACHERS

From: O.C.G.A 20-2-216  
Effective November 15, 2004

(1) Definitions

(a) Substitute teacher - an individual employed to serve in the absence of the regularly employed teacher. The term substitute teacher also applies to a person temporarily employed to teach a class that does not have a regular teacher.

(b) Substitute teacher list - a list of persons approved by the local board of education or its designee to serve as substitute teachers.

(2) Requirements

(a) Each local school system shall maintain and employ from a substitute teacher list.

(b) Priority shall be given to persons with the highest qualifications. The qualifications are ranked as follows:

1. Possession of a valid or expired professional teaching certificate (or letter of eligibility for the same) based on a bachelor’s degree or higher;

2. Completion of a bachelor’s degree or higher;

3. Completion of at least one or more years of postsecondary training beyond a high school diploma ranked in order of number of years completed;

4. Possession of a high school diploma;

5. Possession of a GED certificate.

(c) A substitute teacher having qualifications lower on the priority list may be employed if that person has performed effectively on previous occasions, and/or has the appropriate in-field expertise

(d) As a minimum, each substitute teacher shall hold a high school diploma or its equivalent (GED certificate) and have participated in at least four hours of initial substitute teacher training provided by a local employing school system.

(e) Any classroom-teacher absence or vacancy that lasts 46 or more consecutive days in a school year shall be filled with a certified in-field teacher, except in situations where longer periods of time are required by state or federal law.

(f) Substitute teachers who hold only a high school diploma or GED certificate shall not work in any one classroom more than 10 consecutive days.

(g) School leadership personnel shall ensure that instructional leadership and classroom management are maintained by the substitute teacher to assure minimal interruption of student progress.

(h) Prior to placing any individual on the substitute teacher list, the employing school system shall provide four hours of initial substitute training. Those individuals who possess a valid or expired professional teaching or paraprofessional certificate are exempt from this requirement.


O.C.G.A. § 20-2-211 (2006) Annual contract; disqualifying acts; job descriptions; fingerprinting and criminal record checks

 (e)(1) All personnel employed by a local unit of administration after July 1, 2000, whether or not such personnel hold certificates from the Professional Standards Commission, shall be fingerprinted and have a criminal record check made as required by this subsection. The local unit of administration shall have the authority to employ a person holding such a certificate under a provisional or temporary contract for a maximum of 200 days and to employ a person who does not hold such a certificate for a maximum of 200 days, in order to allow for the receipt of the results of the criminal record check. Teachers, principals, and other certificated personnel whose employment in a local unit of administration is renewed pursuant to this subpart after July 1, 2000, shall have a criminal record check made as required by this subsection upon any certificate renewal application to the Professional Standards Commission. The local unit of administration shall adopt policies to provide for the subsequent criminal record checks of non-certificated personnel continued in employment in the local unit of administration.

(2) Fingerprints shall be in such form and of such quality as shall be acceptable for submission to the National Crime Information Center under standards adopted by the Federal Bureau of Investigation or the United States Department of Justice. It shall be the duty of each law enforcement agency in this state to fingerprint those persons required to be fingerprinted by this subsection.

(3) At the discretion of local units of administration, fees required for a criminal record check by the Georgia Crime Information Center, the National Crime Information Center, the Federal Bureau of Investigation, or the United States Department of Justice shall be paid by the local unit of administration or by the individual seeking employment or making application to the Professional Standards Commission.

 (4) It shall be the duty of the State Board of Education to submit this subsection to the Georgia Bureau of Investigation for submission to the Federal Bureau of Investigation and the United States Department of Justice for their consent to conduct criminal record checks through the National Crime Information Center as required by federal law, rules, or regulations. No criminal record checks through the National Crime Information Center shall be required by this subsection unless and until such consent is given.

(5) Information provided by the Georgia Crime Information Center or the National Crime Information Center shall be used only for the purposes allowed by Code Section 35-3-35 or by applicable federal laws, rules, or regulations.
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Qualifications:
1. A valid or expired professional teaching certificate, 

2. Completion of a bachelor’s degree or higher,

3. One or more years of postsecondary training beyond a high school diploma,

4. A high school diploma,

5. A GED certificate (minimum).

Criminal Background Check

1. Anyone employed by a Board of Education, regardless of position, must submit to a criminal background check before beginning the first day of work.  

2. This background check must include submission of fingerprints to local, state, and federal authorities.

3. Employees may work for 200 days pending receipt of the background check.

Limitations:

1. Any substitute position of more than 46 consecutive days must be filled by a certified teacher.

2. Substitute teachers who hold only a high school diploma or GED certificate may not work in any one classroom more than 10 consecutive days.

3. Prior to placing any individual on the substitute teacher list, the school system must provide four hours of initial substitute training. CSRA RESA provides information for a three-hour workshop that is applicable to all systems in the CSRA RESA region.  Each system also provides one additional hour of information concerning system requirements.

4. If a background report is not received within the 200 days allowed for processing, the employee may not continue to work until the background check report is received.
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Recognize the importance of your job.  As a professional, Substitute teachers are not “babysitters” who waste learning time when the teacher is absent.  

The substitute teacher is in charge of the classroom in the absence of the regular teacher. The substitute teacher is responsible for delivery of the instructional program to the class and for the care, welfare, safety and security of students in the classroom.

A substitute teacher must work closely with the paraprofessional staff in the class and/or other teachers to maintain the continuity and routine of the regular classroom program. These staff members are an invaluable resource who will assist and support you throughout your stay.

The substitute teacher is responsible for ensuring that established rules, procedures, and all assigned responsibilities are performed in an effective and professional manner.  

Substitute Responsibilities

1. Be available.  

· Do not place your name on a substitute list unless the school can generally expect a “yes” when they call you.  

· If you are only available on specific days, be sure that the system and schools are aware of which days you are available. 

· When you receive a call in the morning, answer the phone promptly. The substitute manager is a busy person, and probably has more positions to fill after the position offered to you is filled. Don’t keep them waiting!
· Be cheerful when you get that call at 5:00 A.M.! You will receive calls at all times of the day and night and your day will start better if you are pleasant to the sub manager!
· Tell the sub manager in advance if you will not be available for specific dates.  This will save time for him/her and will prevent interruptions on the days that you cannot teach.
· Always answer the phone, even if you don’t want the position.  Failure to answer the phone often results in repeated calls to you.  Answer promptly and let the substitute manager know if you are unavailable.
2. Arrive at the designated time. Your arrival time at the school can be essential to smooth functioning of your classroom.
3. Be prepared to do the job fully, including duties of the regular teacher.  As a substitute teacher, you are expected to perform all of the regular teacher’s assigned duties, including monitoring hallways, bus loading and unloading, extra help for slower students, and many other duties.  Be sure to ask the school administrator about the extra duties of the teacher for whom you are subbing. 
4. Because you are not expected to plan lessons during the regular teacher’s planning period, you may be asked to do other duties during this time.  Be prepared to assist in the school office, cover the class of another teacher who is absent, or monitor student common areas such as playgrounds or lunchrooms.
5. Be flexible.  As a substitute teacher, you must be willing to teach any class when called and willing to “change horses midstream” if you find when you arrive that the class assignment has changed.

6. Report to the building principal or principal’s designee when you arrive at the school.  If you do not know where to report, assume that you will report to the main office secretary first.  He/She will guide you to the correct person.

7. Become familiar with the routine of the school, including policies, rules, and the curriculum.

8. Follow the teacher’s lesson plans as closely as possible.  Students do not have a day to waste. 

9. Seek guidance from a school administrator in any unusual situation.

10. Organize all papers completed during the day and leave them in a conspicuous place.

11. Leave the room in an orderly condition.

12. Return all supplies and equipment to storage areas.

13. Pick up trash.

· Put books into proper racks, shelves, or boxes.

· Erase chalkboard or whiteboard.

14. Leave a note for the regular teacher regarding the activities of the day.  While you will need to list what was accomplished in the learning and who gave you problems, be sure to also note good things that happen during the day, helpful students, classes who were well-behaved, etc.

15. Report any major disciplinary problems to the appropriate administrator.

16. After the children have been dismissed, remain in the building until all responsibilities have been completed.
17. Stay up-to-date on views, trends, and issues in education.  Read educational journals and books on education.  Actively take part in your school and community meetings. Below are websites that offer information and assistance.

http://www.csrnet.org/csrnet/substitute/
http://www.av.qnet.com/~rsturgn/index.html
http://users.erols.com/interlac/subtch.htm
http://www.educationworld.com/a_lesson/lesson/lesson169.shtml
http://teachers.net/mentors/substitute_teaching/
http://www.subhelp.com/
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Tobacco Free Environment  

O.C.G.A. § 31-12A-4.  Smoking prohibited in enclosed public places: 


Except as otherwise specifically authorized in Code Section 31-12A-6, smoking shall be prohibited in all enclosed public places in this state.  

O.C.G.A  16-12-2(a) A person smoking tobacco in violation of Chapter 12A of Title 31 shall be guilty of a misdemeanor and, if convicted, shall be punished by a fine of not less than $100.00 nor more than $500.00.

In addition, most local school systems prohibit smoking anywhere on their property and at all events sponsored in other areas.    You should check with your local system before smoking while substituting.
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Ethics

Substitutes must be professional and ethical in their relationships.  Substituting involves many varied situations and usually involves more than one school.  Make a practice of never comparing one district or school with another, or one set of students with another.  Never discuss school matters outside of school.  

Substitute Teachers are expected to maintain the same ethical standards as those required of regular teachers.  The Georgia Code of Ethics for Educators follows.

505-6-.01 THE CODE OF ETHICS FOR EDUCATORS

August 15, 2005
(1) Introduction. The Code of Ethics for Educators defines the professional behavior of educators in Georgia and serves as a guide to ethical conduct. The Professional Standards Commission has adopted standards that represent the conduct generally accepted by the education profession. The code protects the health, safety and general welfare of students and educators, ensures the citizens of Georgia a degree of accountability within the education profession, and defines unethical conduct justifying disciplinary sanction. 

(2) Definitions 

(a) “Certificate” refers to any teaching, service, or leadership certificate, license, or permit issued by authority of the Professional Standards Commission. 

(b) “Educator” is a teacher, school or school system administrator, or other education personnel who holds a certificate issued by the Professional Standards Commission and persons who have applied for but have not yet received a certificate. For the purposes of the Code of Ethics for Educators, “educator” also refers to paraprofessionals, aides, and substitute teachers. 

(c) “Student” is any individual enrolled in the state’s public or private schools from preschool through grade 12 or any individual between and including the ages of 3 and 17. 

(d) “Complaint” is any written and signed statement from a local board, the state board, or one or more individual residents of this state filed with the Professional Standards Commission alleging that an educator has breached one or more of the standards in the Code of Ethics for Educators. A “complaint” will be deemed a request to investigate. 

(e) “Revocation” is the invalidation of any certificate held by the educator. 

(f) “Denial” is the refusal to grant initial certification to an applicant for a certificate. 

(g) “Suspension” is the temporary invalidation of any certificate for a period of time specified by the Professional Standards Commission. 

(h) “Reprimand” admonishes the certificate holder for his or her conduct. The reprimand cautions that further unethical conduct will lead to a more severe action. 

(i) “Warning” warns the certificate holder that his or her conduct is unethical. The warning cautions that further unethical conduct will lead to a more severe action. 

(j) “Monitoring“ is the quarterly appraisal of the educator’s conduct by the Professional Standards Commission through contact with the educator and his or her employer. As a condition of monitoring, an educator may be required to submit a criminal background check (GCIC). The Commission specifies the length of the monitoring period.

(3) Standards 
(a) Standard 1: Criminal Acts - An educator should abide by federal, state, and local laws and statutes. Unethical conduct includes but is not limited to the commission or conviction of a felony or of any crime involving moral turpitude. As used herein, conviction includes a finding or verdict of guilty, or a plea of nolo contendere, regardless of whether an appeal of the conviction has been sought; a situation where first offender treatment without adjudication of guilt pursuant to the charge was granted; and a situation where an adjudication of guilt or sentence was otherwise withheld or not entered on the charge or the charge was otherwise disposed of in a similar manner in any jurisdiction. 

(b) Standard 2: Abuse of Students - An educator should always maintain a professional relationship with all students, both in and outside the classroom. Unethical conduct includes but is not limited to: 

1. committing any act of child abuse, including physical and verbal abuse; 

2. committing any act of cruelty to children or any act of child endangerment; 

3. committing or soliciting any unlawful sexual act;

4. engaging in harassing behavior on the basis of race, gender, sex, national origin, religion or disability; 

5. soliciting, encouraging, or consummating an inappropriate written, verbal, or physical relationship with a student; and 

6. furnishing tobacco, alcohol, or illegal/unauthorized drugs to any student or allowing a student to consume alcohol, or illegal/unauthorized drugs. 

(c) Standard 3: Alcohol or Drugs - An educator should refrain from the use of alcohol or illegal or unauthorized drugs during the course of professional practice. Unethical conduct includes but is not limited to:

1.  being on school premises or at a school-related activity involving students while under the influence of, possessing, using, or consuming illegal or unauthorized drugs; and 

2. being on school premises or at a school-related activity involving students while documented as being under the influence of, possessing, or consuming alcoholic beverages. A school-related activity includes, but is not limited to, any activity sponsored by the school or school system (booster clubs, parent-teacher organizations, or any activity designed to enhance the school curriculum i.e. Foreign Language trips, etc). 

(d) Standard 4: Misrepresentation or Falsification - An educator should exemplify honesty and integrity in the course of professional practice. Unethical conduct includes but is not limited to: 

1. falsifying, misrepresenting, omitting or erroneously reporting professional qualifications, criminal history, college or staff development credit and/or degrees, academic award, and employment history when applying for employment and/or certification or when recommending an individual for employment, promotion, or certification; 

2. falsifying, misrepresenting, omitting or erroneously reporting information submitted to federal, state, and other governmental agencies:

3. falsifying, misrepresenting, omitting or erroneously reporting information regarding the evaluation of students and/or personnel; 

4. falsifying, misrepresenting, omitting or erroneously reporting reasons for absences or leaves; and 

5. falsifying, misrepresenting, omitting or erroneously reporting information submitted in the course of an official inquiry/investigation. 

(e) Standard 5: Public Funds and Property - An educator entrusted with public funds and property should honor that trust with a high level of honesty, accuracy, and responsibility. Unethical conduct includes but is not limited to: 

1. misusing public or school-related funds; 

2. failing to account for funds collected from students or parents:

3. submitting fraudulent requests for reimbursement of expenses or for pay; 

4. co-mingling public or school-related funds with personal funds or checking accounts; and 

5. using school property without the approval of the local board of education/governing board

(f) Standard 6: Improper Remunerative Conduct - An educator should maintain integrity with students, colleagues, parents, patrons, or businesses when accepting gifts, gratuities, favors, and additional compensation. Unethical conduct includes but is not limited to;

1. soliciting students or parents of students to purchase equipment, supplies, or services from the educator or to participate in activities that financially benefit the educator unless approved by the local board of education/governing board;

2. accepting gifts from vendors or potential vendors for personal use or gain where there may be the appearance of a conflict of interest;

3. tutoring students assigned to the educator for remuneration unless approved by the local board of education/governing board or superintendent; and 

4. coaching, instructing, promoting athletic camps, summer leagues, etc. that involves students in an educator’s school system and from whom the educator receives remuneration unless approved by the local board of education/governing board or the superintendent. These types of activities must be in compliance with all rules and regulations of the Georgia High School Association. 

(g) Standard 7: Confidential Information - An educator should comply with state and federal laws and local school board/governing board policies relating to the confidentiality of student and personnel records, standardized test material and other information covered by confidentiality agreements. Unethical conduct includes but is not limited to: 

1. sharing of confidential information concerning student academic and disciplinary records, personal confidences, health and medical information, family status and/or income, and assessment/testing results. unless disclosure is required or permitted by law; 

2. sharing of confidential information restricted by state or federal law; 

3. violation of confidentiality agreements related to standardized testing including copying or teaching identified test items, publishing or distributing test items or answers, discussing test items, violating local school system or state directions for the use of tests or test items, etc.;

4. violation of other confidentiality agreements required by state or local policy. 

(h) Standard 8: Abandonment of Contract - An educator should fulfill all of the terms and obligations detailed in the contract with the local board of education or education agency for the duration of the contract. Unethical conduct includes but is not limited to: 

1. abandoning the contract for professional services without prior release from the contract by the employer, and 

2. willfully refusing to perform the services required by a contract. 

(i) Standard 9: Failure to Make a Required Report - An educator should file reports of a breach of one or more of the standards in the Code of Ethics for Educators, child abuse (O.C.G.A. §19-7-5), or any other required report. Unethical conduct includes but is not limited to: 

1. failure to report all requested information on documents required by the Commission when applying for or renewing any certificate with the Commission. 

2. failure to make a required report of a violation of one or more standards of the Code of Ethics for educators of which they have personal knowledge as soon as possible but no later than ninety (90) days from the date the educator became aware of an alleged breach unless the law or local procedures require reporting sooner. 

3. failure to make a required report of any violation of state or federal law soon as possible but no later than ninety (90) days from the date the educator became aware of an alleged breach unless the law or local procedures require reporting sooner. These reports include but are not limited to: murder, voluntary manslaughter, aggravated assault, aggravated battery, kidnapping, any sexual offense, any sexual exploitation of a minor, any offense involving a controlled substance and any abuse of a child if an educator has reasonable cause to believe that a child has been abused.

(j) Standard 10: Professional Conduct - An educator should demonstrate conduct that follows generally recognized professional standards. Unethical conduct is any conduct that impairs the certificate holder’s ability to function professionally in his or her employment position or a pattern of behavior or conduct that is detrimental to the health, welfare, discipline, or morals of students.

(4) Reporting 

(a) Educators are required to report a breach of one or more of the Standards in the Code of Ethics for Educators as soon as possible but no later than ninety (90) days from the date the educator became aware of an alleged breach unless the law or local procedures require reporting sooner. Educators should be aware of local policies and procedures and/or the chain of command for reporting unethical conduct. Complaints filed with the Professional Standards Commission must be in writing and must be signed by the complainant (parent, educator, personnel director, superintendent, etc.).

(b) The Commission notifies local and state officials of all disciplinary actions. In addition, suspensions and revocations are reported to national officials, including the NASDTEC Clearinghouse. 

(5) Disciplinary Action 

(a) The Professional Standards Commission is authorized to suspend, revoke, or deny certificates, to issue a reprimand or warning, or to monitor the educator’s conduct and performance after an investigation is held and notice and opportunity for a hearing are provided to the certificate holder. Any of the following grounds shall be considered cause for disciplinary action against the holder of a certificate: 

1. unethical conduct as outlined in The Code of Ethics for Educators, Standards 1-10 (PSC Rule 505-6-.01); 

2. disciplinary action against a certificate in another state on grounds consistent with those specified in the Code of Ethics for Educators, Standards 1-10 (PSC Rule 505-6-.01); 

3. order from a court of competent jurisdiction or a request from the Department of Human Resources that the certificate should be suspended or the application for certification should be denied for non-payment of child support (O.C.G.A. §19-6-28.1 and §19-11-9.3); 

4. notification from the Georgia Higher Education Assistance Corporation that the educator is in default and not in satisfactory repayment status on a student loan guaranteed by the Georgia Higher Education Assistance Corporation (O.C.G.A. §20-3-295).

5. suspension or revocation of any professional license or certificate 

6. violation of any other laws and rules applicable to the profession (O.C.G.A. §16-13-111); and 

7. any other good and sufficient cause that renders an educator unfit for employment as an educator.

(b) An individual whose certificate has been revoked, denied, or suspended may not serve as a volunteer or be employed as an educator, paraprofessional, aide, substitute teacher or in any other position during the period of his or her revocation, suspension or denial for a violation of The Code of Ethics.

Authority O.C.G.A. § 20-2-200; 20-2-981 through 20-2-984.5
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Confidentiality

As a substitute teacher, you will often engage in activities or conversations that involve confidential information about students, families, and/or school personnel, and may be asked by others outside the school setting about these persons or issues.  It is important, therefore, that substitutes are aware of confidentiality protocols and requirements.  

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a federal law that protects the privacy of student education records.  FERPA gives parents certain rights with respect to their children's education records.  Generally, schools must have written permission from the parent in order to release any information from a student's education record. However, FERPA allows schools to disclose those records, without consent, to the following parties or under the following conditions (34 CFR § 99.31):
· School officials with legitimate educational interest,

· Other schools to which a student is transferring,

· Specified officials for audit or evaluation purposes,

· Appropriate parties in connection with financial aid to a student,

· Organizations conducting certain studies for or on behalf of the school,

· Accrediting organizations,

· To comply with a judicial order or lawfully issued subpoena, 

· Appropriate officials in cases of health and safety emergencies, and

· State and local authorities within a juvenile justice system.

In addition, schools may disclose, without consent, "directory" information such as a student's name, address, telephone number, date and place of birth, honors and awards, and dates of attendance unless the parent has requested that those records not be released. Schools must notify parents and eligible students annually of their rights under FERPA.

A good rule of thumb is that information is passed on to others only on a “need-to-know” basis.  Only those persons directly involved with the child’s education (and therefore, have a “need to know”) may receive information about the child.
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Appearance and Dress  

As a substitute teacher, you will represent your school and school system as you interact with the public.  In addition, children will react to the model you present.  Therefore, neatness, cleanliness, and professional dress are important.  

More formal dress will help establish a tone of respect and discipline among children.  (Jeans and other recreational clothing are not usually appropriate.)  Any item of clothing that causes a distraction, creates a safety hazard for the job, or disrupts the normal classroom environment is inappropriate. 

 Some teaching situations, such as physical education classes, may require a different mode of dress.  Therefore, appropriate dress depends on the type of job you will be doing for the day.

Using Your Voice Effectively  
It has been said that the first ten words our of the teacher’s mouth sets the tone for the entire class for that day.  Develop your “teacher voice” so that students perceive confidence, authority, and knowledge.  In addition, your voice, words, and demeanor should let students know that you are friendly, but firm.   You may want to practice with a tape recorder to hear yourself and listen to other teachers as they interact with students before you begin substituting.  

[image: image14.wmf]


Planning for a Successful Lesson

The following procedures will help you have a successful lesson:

· Start the class promptly.

· Follow the teacher’s lesson plans as closely as possible.  If you need to change the plans, be sure to leave a note of explanation for the teacher.

· You may or may not have a seating chart.  If one is not present, make your own as you take role.  This will allow you to address your students personally.

· Be enthusiastic; motivation is the key to class control.

· Make directions and instructions clear and concise.  In addition to giving oral directions, write them on the board.  This will prevent your having to repeat them.

· State questions clearly, allowing time for students to think before responding.

· Involve as many students as possible in the lesson.  Avoid allowing any student to dominate the class.

· Provide equal opportunity for all students to respond.

· Summarize each teaching segment.

· Give clear and concise assignments.

· Have some plans and activities of your own that can be used if there are no lesson plans, or if the class covers the planned material before the end of the day (or period).
Effective budgeting of classroom time will make your day run more smoothly.  Most lessons are built around the following structures:

· Warm-up or mind set,

· Statement of the objectives of this lesson,

· Delivery of the lesson,

· Guided practice,

· Independent practice, and

· Review/wrap-up activities.

The use of educational films and television in the classroom can be a valuable tool for instruction. Films and videos must meet the following guidelines in order to be used in the classroom.

· All films must be part of a standards-aligned lesson. 

· Films may not be used for purely recreational, entertainment or reward purposes.

· The use of any films other than those available through the Media Center must have prior approval of the site administrator. This includes rentals, videos, and taped programs.

Use of computers and internet should be related to the assigned learning task.  If a student is using the internet, be sure that the screen can be seen by you at all times.  Although most schools and systems use a filter to stop users from entering undesirable sites, be aware that filters often do not stop all websites that contain material that is inappropriate for children.  When computers are used by students, the substitute is responsible for monitoring the sites that they enter.
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SPONGE ACTIVITIES
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Students often finish their work before the end of the class period.  When that happens, you will need to have work for them.  Sponge Activities (so named because they soak up time!) will help you to have meaningful activities.  Some of these activities are also useful while waiting in line (i.e., when waiting for lunch or busses).  

· Miscellaneous Activities

· Tell one playground rule.

· List the names of the children in our class that begin with J, P, S, M, etc.

· Draw something that is only drawn with circles.

· Help other students having difficulties.

· Start the next assignment or start homework.

· Orally review new concepts or techniques introduced during the period.

· Solve logic problems.

· Discuss problem-solving skills in detail

· Work on bulletin boards, 

· Collect or distribute materials, 

· Run errands, 


·  “Cast” a play or novel.  Ex. What T.V. or movie star would they cast as Hamlet?
· Role Play:  i.e., answer questions based on situations as a character from a piece of literature being studied.

· Draw something that is blue.  (Use other colors)

· Tell me how many fingers I am holding up.

· What day comes after Monday (Use other days, months, and numbers.) 

· What number comes between these two numbers: 31-33, 45-47, etc.?

· What number comes before/after 46, 52, 13, etc.?

· Put spelling words in alphabetical order.

· Count to 100 by 2’s, 5’s, 10’s, etc., either oral or written.

· Think of animals that live on a farm, in the jungle, in water, etc.

· Play hangman using the names of the children in the class, colors, or numbers.

· Simon Says

· Make up three names for rock band.

· Take a number.  Write it.  Now make a face out of it.

· Do a finger play.

· Make up a song and sing it to other classmates.

· Practice problems for SAT and PSAT.

· Create a crossword puzzle using vocabulary words. 

· Orally go through a series of math operations.  The correct answer person then gets to do a problem with the class.  Example: 9 times 2 divided by 3 plus 14 times 5 divided by 2 equals what?
· What you would do if you saw an elephant in your backyard?

· Make a list of objects in the room.  What shape are they (circle, triangle, etc)?

· Write a paragraph on a topic such as: vacation plans, an exciting school experience. a favorite class, a favorite teacher, etc.,

· Describe how student government can be more effective.

· Make proposals to correct problems in the school, neighborhood, town, state, U.S.A., world. 
· Writing or oral activities:  Make a list of:  

· abbreviations 

· Roman numerals,

· trademarks,

· proper names,

· proper names (geographical),

· words that rhyme with ___,

· jobs you would like to do,

· places you would like to see,

· fruits,

· vegetables,

· meats,

· drinks

· days of the week,

· months of the year,

· things that are blue (use other colors),

· the continents, 

· countries,

· states,

· state capitols,

· kinds of windstorms,

· gems or precious stones,

· baseball teams,

· cartoon characters,

· kinds of flowers,

· kinds of ice cream,

· objects in the room,

· musical instruments,

· breeds of dogs,

· kinds of soup,

· places you will find sand,

· breakfast cereals,

· holidays,

· TV Game shows,

· languages,

· things made of cloth,

· things made of metal,

· things you can see,

· things you can feel,

· things you can hear,

· things you can smell,

· the five Great Lakes,

· things  you can wear on your head,

· movie stars,

· U.S. presidents ,

· work tools,

· mountain ranges of the U.S,

· models of cars,

· colors,

· parts of an auto,

· animals that begin with the letter ___,

· animals that live on the farm,

· animals that live in water,

· animals that live underground,

· Objects that begin with the letter ___,

· A word that begins with the letter ​​​___,

· the names of all the girls in the class,

· the names of teachers at this school,

· five parts of the body above the neck that have three letters,

· one manufactured item for every letter of the alphabet,

· nouns in the room,

· five things you do after school,

· balls that are used in sports games,

· trees.
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Special Education

In 1975, the US Congress passed Public Law 94-142, Individuals with Disabilities Education Act (IDEA).  The law states that, in order to receive federal funds, states must develop and implement policies that assure a free appropriate public education to all children with disabilities.  This policy means that all students, regardless of disability, are entitled to an appropriate education in an environment that is the least restrictive for them. Until PL 94-142 was enacted, public education was not available to many students with disabilities.  Since 1975, schools have sought ways to provide these services.  

Students with special needs are numerous in today’s schools because teachers and administrators are much more knowledgeable in identifying the needs of students.  Sometimes the student’s disability is obvious, as with a child who is in a wheelchair.  Other disabilities are not as easily recognized, but are just as real.  

Special education teacher certification allows teachers to specialize in one type of disability or to hold a general special education certification.  For instance, a teacher may be certified in working with students with emotional and behavioral problems or students who are autistic.  In addition, special education teachers must also be certified in a particular subject area if they teach that subject to students.  Therefore, many special education teachers have certification in more than one field.

Special Education students are served in many ways, according to need. The following information describes the common settings in which services are provided to students.

· Self-Contained Special Education Classroom – This term refers to a setting where the student is in a small-group special education classroom for most of the day.  This classroom is the student’s “home base.”  Although he may visit other classrooms for some instruction (such as PE, art, music, math, etc.), his primary instruction takes place in one classroom with one teacher whose certification and expertise is in working with special education students.  Students who are typically served in self-contained settings are students whose disabilities are so severe that they cannot function effectively in a regular classroom setting.  Examples of disabilities that are often served in this setting are Emotional/Behavior Disorder (EBD), Severe Intellectually Disabled (SID), Profound Intellectually Disabled (SID), Severe Autism, etc.

· Resource Room Services – are provided to students who can generally learn through the regular education classroom, but may need special assistance in particular subjects or with other special needs.  For instance, as student may attend regular classes for Language Arts, science, and social studies, but need special assistance in math because of a learning disability.  The student attends regular classes throughout the day, but may have one or more classes in a special education class to provide math instruction.

· Inclusion Services -- inclusion services allows special education students to receive the help that they need while learning and interacting in a regular education setting.  These services are provided to students who can learn in the regular setting with some assistance from a teacher or paraprofessional who is trained to assist special education students.  Assistance can come from a special education teacher who is co-teaching in the classroom with the regular education teacher or from a paraprofessional who is assisting the regular education teacher in the classroom.  

· Monitoring Services – are provided for students who have been identified as having a disability, but do not need special services because they are able to learn and perform at the regular level.

Resource Room and Self-Contained Special Education Classrooms have fewer students than regular classrooms.  The total number of students served in this setting is set by state policy and vary according to the disability of the students enrolled in the class.  For instance, a “regular” class of students in math at middle school will be about 30 students.  A special education math class in a resource room with students who have Mild Intellectual Disabilities can enroll eleven students.    The same math class with students who have Emotional/Behavior Disorders can enroll only seven students.  For this reason, substitute teachers in special education resource or self-contained setting will have smaller classes.

As a substitute teacher, you encounter children with special needs in all classes.  Although you may know of the student’s disabilities, remember that this information is confidential and cannot be shared with others.  It is never appropriate to discuss a student’s disability with anyone who does not have a need to know this information, especially with other students.
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Common special needs include:

Learning Disability/ Severe Learning Disability (LD/SLD) students are of normal intelligence, but have difficulty processing information in one particular area.  For instance, a student with a math learning disability will have trouble understanding math.

Mildly Intellectually Disabled (MID) students are identified through intelligence tests.  Those who are MID will find learning more difficult because the mind does not process information at a normal level.  MID students can usually learn anything that a “regular” student can learn.  The learning must, however, be delivered over a longer period of time, through several types of learning (such as verbally and by doing a task), and by repeating the learning activity several times.

Moderately Intellectually Disabled (MOD), Severely Intellectually Disabled (SID), and Profoundly Intellectually Disabled (PID) students are more limited in their learning and functioning abilities.  Although learning is possible, just as with MID students, it will take longer and will involve many repetitions in order to have the student learn effectively.
Attention Deficit Disorder (ADD) students have problems focusing for long periods, are distracted easily, have difficulty understanding directions, and sometimes are confused about what to do.  The ADD student might have trouble settling down and doing the work. Not all students, however, who have problems focusing or remembering have ADD. Children may have trouble focusing because they are tired, anxious, upset, not feeling well, or simply bored. In addition, vision and hearing problems can cause the student to appear as if he/she is not listening or attending.  You can help all students, especially the ADD child, to focus by minimizing distractions, using a kitchen timer to motivate the student to complete seatwork, and limiting the information given at one time.


Tourette Syndrome (TS) is a neurological disorder characterized by tics, which can take the form of uncontrollable rapid body movements (motor tics) or involuntary verbalizations (vocal tics). A child with TS typically exhibits both types of tics. The behaviors seen with TS vary with each child. They can include rapid blinking, jerking of the head, or twitching of the mouth. In some cases it includes kicking, jumping, or touching other people. Involuntary vocalizations might include repeated throat clearing, grunting, yelping, or repeatedly saying words or phrases. Occasionally, a person with TS will use offensive language (for example, obscenities) involuntarily. The majority of TS cases are mild. Most students with the disorder are able to attend regular classes, and behaviors associated with TS generally decrease with age.  The best response to the student's tics is no response. Drawing attention to them will make him more self-conscious about the disorder. 

The Student Whose Native Language is Not English

Students who speak English as a second language (ESL) comprise a significant percentage of the nation's school population.  Although some ESL students may have an identified disability, it is important to remember that the inability to speak English is not a disability! ESL students present instructional challenges for teachers. Those include teaching them academic skills, supporting their English proficiency, helping them adjust to the school setting, and helping them adapt to the American culture.  Most ESL students learn to read and understand the language before they feel comfortable speaking it. When you give instructions, it will help the child if you will speak clearly and write the instructions on the board.

Students with Asthma

Asthma, an illness in which the airways that carry air into and out of the lungs become inflamed, is the most common chronic childhood illness. The disease affects about one child in 20, so on average, teachers will have one student with asthma in every class. Asthma is not contagious. The asthma symptoms and accompanying anxiety, however, can hinder concentration on schoolwork, and asthma-related sleeping problems can cause sleepiness in class. As a result, you might find that a student with asthma has trouble following directions or keeping up with class work. Be sure you understand the school’s policy regarding taking asthma medication in school. You might want to inquire about medication and inhaler issues, asthma triggers, physical restrictions, and strategies for managing an attack. 
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Classroom Management

Classroom management refers to the procedures, strategies, and instructional techniques teachers use to manage student behavior and learning activities.  Classroom management involves everything that happens before, during, and after instruction.  Without effective classroom management, no learning takes place in the classroom.   Effective teachers create an atmosphere that is conducive to teaching and learning.  As a substitute teacher, you will often encounter classrooms where there appears to be only chaos.  Please understand, however, that many teachers have established very effective teaching environments that students do not recognize or obey when the teacher is absent.  Most teachers will leave information in their plans regarding procedures and expectations.  If they don’t, you will need to establish those with the class before beginning the day’s lessons.

EducationWorld.com has several helpful articles on classroom management.  Among those are 

Teachers, Start Your Engines: Management Tips from the Pit Crew, 
Creating a Climate for Learning: Effective Classroom Management Techniques, 
TONS of Tips! -- Six Great 'Teacher Tips' Sites on the Web,
The Secret's in the Little Things: Simple Tips for Successful Teachers,
Classroom Management: Ten Teacher-Tested Tips,
'Speaking of Classroom Management' -- An Interview with Harry K. Wong,
Classroom Management: Principals Help Teachers Develop Essential Skills,

Do Seating Arrangements and Assignments = Classroom Management?,

Class Meetings: A Democratic Approach to Classroom Management,

Microphone-Toting Teachers Grab Students' Attention,

I Found My "Teacher Voice" and Transformed My Classroom, 
A "Nuts and Bolts" Approach to Classroom Successes,

Creativity Flourishes in the Structured Classroom.

Below are some tips for good classroom management.

1. Be Prepared 

a. Arrive early to allow time or you to get organized.

b. Obtain needed administrative information.

c. Scout the classroom to learn the location of all materials.

d. Locate the instructional plan and schedule for the day.  You should have a copy of the teacher’s schedule and information on any special event that is to occur during the day.  Review the lesson plans again to determine:

· Are the plans clear?

· Are there any special assignments?

· What materials are necessary for each class assignments?

· What audiovisual equipment is needed?

· Are there any special requirements unique to this assignment?

e. Locate needed teaching resources such as books, materials, or equipment necessary to performance of duties.

f. Ask whether you have other duties such as lunchroom or bus supervision.

2. Take Charge of the Classroom

a. Start the class decisively.  Establish your authority as their teacher for the day.  A positive, but firm attitude will help to make your day successful. 

b. Introduce yourself to the class; write your name on the board.
c. Take roll efficiently.

d. Give directions concisely.  

e. Supervise students at all times. Circulate the classroom and offer assistance.

f. Treat students with respect.  This includes listening carefully and allowing everyone to participate without criticism or sarcasm. 

3. Clarify Expectations Regarding Student Conduct

a. Use the classroom discipline plan.

b. Give specific directions about desired behavior.

c. Give specific feedback about actual behavior.

d. Circulate frequently around the classroom.

4. Communicate the Significance of Learning

a. Minimize time spent on procedural matters.

b. Require student’s attention and participation.

c. Provide feedback to students about their work.

d. Provide closure at the end of class.

5. Manage Records

a.
Familiarize yourself with attendance procedures and/or appropriate lunch count.  Locate the roll book and lunchroom records.

b.
Make note of homework received.

c.
Collect and label work accomplished in each class.

6. Communicate with the teacher

a.
Leave a note for the teacher regarding assignments completed.

b.
Complete the form on the following page to communicate about students.
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Classroom Management Information
_______________
 for __________________
 on _________
_

Substitute


         Teacher


  Date

Listed below are the names of students who were especially helpful today.

Period
Name

Reason

Listed below are the names of students who left the room for what purpose.

Period
Name

Reason

Listed below are the names of students who caused problems and the nature of the problem.

Period
Name

Reason



Discipline is based upon “mutual understanding” between the substitute and the pupil.  If pupils are kept busy with worthwhile materials or activities, discipline problems will likely not develop.  The substitute should be pleasant, yet firm.

When speaking to a student about a discipline problem, be sure to let the student know that it is the behavior that you do not like, not the child.  You might say to a student, “I do not like that behavior,” but you would never say, “I do not like you because of that behavior.”

Never leave your class to handle a discipline problem.  Use another method, such as a note sent by another student, to notify the office.

The following “checklist” should prove useful:

1. Be firm and friendly.

2. Be consistent in your behavior.

3. Expect good behavior from the class.

4. Do not back a student into a corner or allow yourself to be backed into a corner, by issuing unenforceable threats.

5. Positive comments and actions gain positive results.

6. Do not leave a class unattended.  If it is necessary for you to leave your classroom in an emergency, be sure that another teacher covers it or notify the office.  It is your responsibility to be with your students.

7. Move around the room frequently to monitor students.  Do not sit behind your desk for any great length of time.

8. When working with one student group, let you eyes command the whole room.  While writing on the chalkboard, turn your head toward the class frequently.

9. Adhere to local school policy.

10. Avoid reprimanding a student in front of the class.

11. A student who must be removed should be sent to the school disciplinarian’s office with proper discipline form.

12. Keep a good sense of humor.  

13. Be fair, firm and consistent.

Setting Rules/Limits in the Classroom -- Classroom rules/limits will have already been established.  Discipline is largely a matter of morale, of classroom atmosphere, and relationships.  Use your own judgment to resolve minor issues as the day progresses.  The following is a list of Do’s and Don’ts for achieving classroom control:

· DO follow lesson plans.

· DO set a business-like work tone in class.

· DO teach to the level of your students and keep them motivated.

· DO start the day with definite imposed controls.

· DO set reasonable class standards and enforce them fairly and consistently.

· DO insist on the general rule of only one person speaking at a time.

· DO avoid predicting or threatening specific punishments.

· DO understand pupil’s fads and DON’T belittle them.

· DO reject undesirable pupil behavior, but never reject a class or an individual.

· DO compliment your class when it is warranted.

· DO use humor wisely.  It has an effective and important place in the art of teaching.

· DO recognize that it is human to err.  DON’T be afraid to apologize or to make corrections.

· DO ask for suggestions from other teachers.

· DO use the office effectively.  Send troublemakers to office only as a last resort.  Your position in the classroom is strengthened when you deal effectively with most of your problems.

· DO be positive with students and keep at it until it works.  It will work.

· DO NOT major in minor issues! Sometimes humor or ignoring minor issues will allow you to establish a good relationship and good control in the classroom.

· DO NOT punish the whole group because of a few individuals.

· DO NOT argue with your class.  You are the authority.  Explain or discuss what you feel warrants discussion and that’s it.

· DO NOT make deals with your class.  If the class knows your level of expectation, they have an obligation to meet it.

· DO NOT use sarcasm and/or ridicule as a means of class control.  This is not acceptable at any time or any place.

· DO NOT paddle students or touch them at any time for disciplinary purposes.

Bullying
Georgia State Law prohibits bullying.  The law is below.

O.C.G.A. § 20-2-751.4 Policies prohibiting bullying; assignment to alternative school; notice 
a) As used in this Code section, the term "bullying" means:

 (1) Any willful attempt or threat to inflict injury on another person, when accompanied by an apparent present ability to do so; or

(2) Any intentional display of force such as would give the victim reason to fear or expect immediate bodily harm.

(b) Each local board of education shall adopt policies, applicable to students in grades six through 12, that prohibit bullying of a student by another student and shall require such prohibition to be included in the student code of conduct for middle and high schools in that school system. Local board policies shall require that, upon a finding that a student has committed the offense of bullying for the third time in a school year, such student shall be assigned to an alternative school. Each local board of education shall ensure that students and parents of students are notified of the prohibition against bullying, and the penalties for violating the prohibition, by posting such information at each middle and high school and by including such information in student and parent handbooks.

(c) Any school system which is not in compliance with the requirements of this Code section shall be ineligible to receive state funding pursuant to Code Sections 20-2-161 and 20-2-260.

HISTORY: Code 1981, § 20-2-751.4, enacted by Ga. L. 1999, p. 362, § 3; Ga. L. 2000, p. 136, § 20. 

The first obligation of any school is to provide a safe and secure environment for students.  Bullying, therefore, must be addressed every time it occurs.  Bullying is a concept that is sometimes hard to define.  It takes place when a more powerful student intentionally and repeatedly harasses, hurts, or threatens another student.  Bullying has probably been around since the beginning of time; we see it in children and adults, and in other species.  All students can be victims of bullying.  Students may bully based on size, race, gender, perceived status, or any other criteria that, in the eyes of the bully and his victim, give the bully power.

The criteria for deciding whether or not bullying has occurred are simple, yet sometimes confusing.  First, the victim must feel that he/she is being intimidated.  Second, it must take place more than once. Finally, there is an imbalance of power between the bully and the victim.  Students who bully will sometimes try to justify the behavior by saying that they were only playing.  A good rule of thumb, and a good way to explain it to students, is that it is not play unless everyone involved is having fun.  In addition, remember that, although all acts of bullying are aggressive, not all aggressive acts are bullying. 

Bullying can occur face to face or behind the victim’s back (through gossiping with others, sending messages of intimidation to the victim, etc.)  It can be short or long-term. The bully can be an individual or by a group, male or female.  Bullying occurs more often in middle school, but can occur at all grade levels.  It occurs most often in areas where supervision is more difficult, such as cafeterias, locker rooms, bathrooms, or hallways.

To clarify issues of bullying, several examples and non-examples follow:

· Joey took Jimmy’s lunch money. Joey is stealing.  This is not bullying because the action is not ongoing, and Jimmy does not feel intimidated although he may feel angry about the theft.

· Joey took Jimmy’s lunch money by scaring Jimmy into giving it to him. Joey is stealing through intimidation.  This is not bullying because it has only occurred one time.

· Joey repeatedly takes Jimmy’s money through intimidation, Joey is bullying because he is intimidating Jimmy over a period of time.

· Joan, age 16, repeatedly teases and embarrasses Tamika, age 8.  This is bullying because Joan is older, bigger, and has teased repeatedly, and Tamika is embarrassed by the action.

· Janice and Tommy are in an argument that results in a fight.  They are approximately the same size, strength, and age. Neither student is bullying because the aggressiveness and intimidation is mutual. This is not bullying, it is a fight!

· Nancy teases Bobby because he is small for his age.  After three days of being teased, Bobby hits Nancy and they fight.   Nathan is guilty of bullying because the unwelcome, embarrassing, or intimidating action has occurred over a period of time. (Even though Bobby started the fight and may need to be disciplined, he is not guilty of bullying and should not be punished for that offense.)

· Lindsey convinces her friends that they should not talk with or associate with Jillian.  This behavior continues for several weeks.  Jillian is, therefore, excluded from all activities of the group and is the victim of rumors spread by the group.  This is verbal bullying by a group because the repeated actions of the group have caused Jillian to feel intimidated, excluded, and uncomfortable. 

Being bullied can be very painful for students and can leave lasting psychological scars that can affect adult relationships.  Victims can experience anxiety, low self-esteem, depression, and, even suicidal thoughts. They often view school as unsafe and anxiety-provoking and may express fear of attending school.  In addition, they often are distracted from learning.  

Students who see others bullied are also affected.  They, too, often experience fear and anxiety that affects their ability to learn in school.  Many who witness the bullying of others also experience guilt because they cannot help to prevent the incidents.

All school staff must help to prevent bullying by sending a strong message that bullying is unacceptable and that vigorous measures will be taken to safeguard all students. The following are strategies you can use to prevent bullying in your classroom.

· Encourage cooperation and caring.  Set the tone by reinforcing acts of kindness and communicating values of tolerance, respect, and responsibility.   Model a caring attitude whenever you are in the classroom by relating in a warm manner without talking down to students.

· If you know of students who sometimes bully others, make an effort to find something positive to say about him/her.  

· Closely monitor students who are at high risk for being bullied. Such students are often different from their classmates in some way (withdrawn, short, overweight, or have an accent, attend special education programs, speak English as a second language, or are new to the school).

· Inform school staff about any bullying situations that you observe. 

· Closely supervise areas where bullying is likely to occur (playground, lunchroom, bathrooms, and the back of the classroom).

. 

For more information on handling discipline problems, try these websites and materials: 

· http://www.honorlevel.com/techniques.xml to read "11 Techniques for Better Classroom Discipline,”

· http://www.honorlevel.com/x45.xml  and read "Stages of Discipline,"

· Fox, Laura, I Am So Angry I Could Scream: Helping Children Deal With Anger;
· Namka, Lynne, Good Bye Ouchies and Grouchies, Hello Happy Feelings.
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· Arrive early and well prepared for the day.  This helps to give you that “in charge” impression which students quickly recognize and respect.

· Bring you own “creature comforts”, whatever they may be (i.e. comfortable shoes, snack, etc.)  You can’t depend on beverages, cups, etc. being available or on your ability to locate them.

· Skip the coffee!  You may need to go 3-4 hours before you get a break to use the restroom.  Several cups of coffee can make those hours seem like weeks!

· Take a change of clothes with you and leave it in the car.  This will come in handy if you arrive to find that you are teaching PE rather than Business Education, that art class today will involve hiking down to the lower forty to find your own modeling clay in the creek bed, or if that sweet child who has a fever just vomited her breakfast onto your best silk blouse.

· Take advantage of any teachers who arrive early.  Learn their names and gain whatever information you can about the class.  Review the class list so that the names will be somewhat familiar to you.  

· Begin the class in the manner that it is normally done (Pledge, attendance, sharing, etc.) to create a “business as usual” climate.  During these opening exercises you may gain considerable insight about the group dynamics as well as potential resources and hazards.

· Initiate your part of the day with an interesting activity to generate enthusiasm for the reminder of the school day.

· Whenever possible, let the students assume responsibility for correcting their own work and completing routine classroom chores.

· Bring your own “surprise bag.”  In this bag, keep special activities and materials that you can use to fill time or influence behaviors.  Examples are: 

a. a favorite book to read aloud (even high school students enjoy having someone read to them), 

b. a puppet who can give directions to primary students (actually you talk and pretend it is the puppet), 

c. an old hat that you use to signal some special event (“When I put on my hat, you will know that we are going to get a treat!”)

d. A bag of special snacks to use during some activity (“we’re going to have M&M math today!”)

e. An object that has special significance (“I carry this coin because it was given to me...”)

a. Have fun.  When everything goes smoothly, and you have that class that is a pleasure to teach, relax and do some fun activity after the lesson is done.

b. Give them every reason to invite you back.  If the classroom teacher is unhappy with what they find when they return, they can (and will) request that the substitute teacher NEVER sets foot in their room again. The flip side is, if they are happy with what they find when they return, they will personally request for you the next time they have to be absent.   The best ways to ensure future calls are:
a) Always follow the classroom teacher's lesson plans (or whatever substitute instructions they have left.) 
b) Bring something fun for students to do when their work is done.  This will help to ensure good behavior.  Other teachers will notice your good management skills and ask for you more often.

c) Leave a note for the teacher at the end of the day.  Let her know how the day went and what was accomplished.  Remember to include positive comments!

d) Make sure the room is in order before leaving.  Organize materials, put away resources and equipment that you used, pick up trash, and make sure the room looks clean and orderly.
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After your day as a substitute teacher, take a few minutes to reflect on how you performed.

Have you:

_____1.
Reported to the office on arrival?

_____2.
Become familiar with the routine of the school?

_____3.
Prepared all materials needed for the day?

_____4.
Written your name on the board?

_____5.
Introduced yourself to neighboring teachers?

_____6.
Started class on time?

_____7.
Taken the time to have students give you their names?

_____8.
Followed lesson plans?

_____9.
Fulfilled the classroom teacher’s extra duties?

_____10.
Involved all students in some way?

_____11.
Been enthusiastic?

_____12.
Acted professionally?

_____13.
Left the room orderly with all items returned to storage?

_____14.
Checked papers?

_____15.
Closed windows, turned off lights, turned off AV equipment?

_____16.
Filled out any reports due at the end of the day?

_____17.
Avoided criticism of the regular classroom teacher?

_____18.
Returned keys?

_____19.
Written a note to the classroom teacher?

_____ 20.
Checked with the principal or secretary to see if you are needed the next day?
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Sources of Materials Used in This Handbook
· The ABCs of Bullying Prevention, By Dr. Kenneth Shore 

· CSRA RESA Staff

· EducationWorld.com

· Massey, Ms. Charlotte R., Georgia Department of Education, Atlanta, GA

· Seyler, Dr. Richard , Lake Forest School District, Harrington, Delaware

· Sturgeon, “Substitute Teaching: Tricks of the Trade” found at website  http://www.qnet.com/~rsturgn/index.htm.

· Substitute Teacher Handbook, San Diego County Office of Education Human Resources and Technology Division, May 2005
· Website: http://teachers.net/mentors/substitute_teaching/
· Website: http://users.erols.com/interlac/subtch.htm
· Website: http://www.av.qnet.com/~rsturgn/index.html
· Website: http://www.csrnet.org/csrnet/substitute/
· Website: http://www.educationworld.com/a_lesson/lesson/lesson169.shtml
· Website: http://www.subhelp.com/
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	Substitute Teaching can be a great professional teaching experience. It gives you the opportunity to explore grade levels, subject areas, and schools. You can choose which assignments you take and the days that you work. However, "Murphy's Law" also is the Rule of the Day, too. If something can go wrong, it usually will. 


	The purpose of this handbook is to provide information to help you perform effectively and with confidence as a substitute.  Familiarize yourself with the contents of this handbook.  The information is general and can be adapted to the various school environments that you may encounter.


	If you have questions or comments about this handbook, please contact Faith Hopkins or Gloria Gabriel at the CSRA RESA office.








Welcome to an exciting and rewarding role as a substitute teacher!
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