Be Kind to Substitutes

Adapted from Linda Starr, Education World®

What can you do to keep substitutes coming back?

1. Make materials accessible.

a. Create a substitute folder or binder and keep it in an obvious location (top of desk, desk drawer). 

b. Here are some suggestions for what to include in the folder:

i. Detailed schedule of classes (regular and special) and supervision assignment

ii. Phone numbers for office, security, nurse, other teachers

iii. Names and schedules of students who leave the room during the day for special reasons

iv. Names of students with special needs or disabilities

v. Seating chart/squad spots
vi. Procedures for reporting student absences, lunch, etc.

vii. Lesson plans (Include an emergency lesson plan in case regular lesson plans don't make it to the sub.)

viii. Your classroom rules and discipline procedures

ix. Names and schedules of aides and/or volunteers

x. Names of students who can be depended on to help

xi. Names and location of teachers to call on for help

xii. Procedures for dealing with sick or injured children

xiii. Floor plan of the building

xiv. Procedures for emergency drills
2. Help them call students by name.

a. Take a picture of the entire class, just boys and just girls, or individual squads and label a printout of the picture with student names.  If a substitute knows students names, the students are more likely to behave.  

3. Communication and Feedback.

a. Tell students you are going to absent but make them aware they are still responsible for behaving properly.  You can offer the class a reward if the substitute gives a glowing report.  You may assign one or two “helpers” to assist the substitute in each period. Be sure to communicate the names of student helpers to the substitute in the materials folder.  Ask substitutes to write a brief  report (one paragraph) about each class period including specific and student names whenever possible. 
4. Plan enough activities for the entire period.  Even better is to provide extra activities.  

a. May want to have material that is handed in at the end of the period.  

