
Substitute teachers are faced with the diffi-

cult task of dealing with students they have 

little to no information about each day at 

work. They might enter a classroom full  of 

students willing to learn or one where the 

majority of the students don’t  care. Therefore, 

they need to have many tools available to help 

manage any situation. The following class-

room management tips provide specific ideas 

substitutes can use to stay in control: 

1. Talk to students before class.  Stand 

at the door and talk to students as they 

arrive in the class.  This is a great way to 

get an impression of how students will 

react to your presence.  You may also 

learn something useful - such as school 

assemblies - you may not be aware of. 

2. Act as the one in control.   Students are 

excellent judges of character.  They can 

tell if you aren’t feeling confident.  Enter 

the class as the teacher for the day and 

act accordingly.  If something goes wrong, 

you may need to wing it.  Don’t panic!  

When all else fails, pull out an activity 

you have prepared in case issues like this 

have arisen.  

3. Stay on top of discipline from the 

first moment. You must stay present 

and involved in classroom management 

& discipline from the first moment of 

the day.  When the bell rings, quiet the 

students as you take roll.  Be aware of 

everything going on in the classroom.  

Stop disruptions when they are small to 

keep them from escalating. 

4. Keep the students busy. Follow the 

teacher’s lesson plan.  If you have free 

time in class or if the teacher didn’t 

leave a plan, have mini-lessons & 

planned activities ready.  See page 2 for  

a list of ideas. 

5. Believe all students can succeed.  

Even though you may never teach this 

particular class of students again, it’s 

important you hold the belief that every 

student can be successful.  It  also 

doesn’t hurt if you actually like kids.  

Give effective praise when it ’s due & 

make sure students know you are “on 

their side.” Students will pick up on 

your underlying attitude towards them, 

so make sure it’s a positive one! 

Required Health & Safety Training - Update 
Andover Public Schools is  

using a program new to our 

district called SafeSchools for 

the required health and safety 

training modules during the 

2015-16 school year. 

Training modules will be 

available to USD 385 employ-

ees beginning mid-October .  

You will receive more infor-

mation through email or Aesop 

notifications at that time. 
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you have done differently if 

you invented the light bulb?” 

7. Quick Lists -- Have everyone 

get out a sheet of paper and 

write down as many U.S. 

States (zoo animals, Roman 

numerals, chemical elements, 

etc.) as they can in five 

minutes.   

8. For younger students, read a 

storybook about substitute 

teachers.  Some favorites are 

“The Berenstain Bears and the 

Substitute Teacher,” and “Miss 

Nelson is Missing.” 

9. Crossword and Word Search 

Puzzles - Keep a stack of these 

puzzles ready to distribute. 

10. Spelling by the Numbers - As-

sign each letter of the alphabet 

a different value (A=10, B=17, 

C=23).  Write the week’s 

spelling or vocabulary words 

in number form on the board. 

(23, 10, 17 = CAB.)  Give a 

small prize to the first student 

to correctly spell all the words. 

can be rewarding and fun for 

everyone. 

3. Play Twenty Questions - Tell 

students whether you are think-

ing of a person, place, or thing.  

Give them clues after every five 

questions.  It can also be fun to 

keep score while you play. 

4. Play a Counting Game -- Start 

at a number and count by 2s, 5s, 

10s, or 100s forward and back-

ward.   

5. Have Students Write About or 

Draw Their ’Future Selves’ - 

Have students write a short es-

say or draw a picture describing 

what they’ll be doing 10, 20, or 

50 years from now.  What will 

the world be like then? 

6. Lead a Group Discussion - If the 

class is well behaved, leading a 

discussion is a great way to talk 

about different topics.  Exam-

ples might include: “If I made a 

movie about the lesson we stud-

ied today, who would be the 

star?” “How would you spend 

$1,000,000?” or “What would 

Substitute teachers should always 

follow the teacher’s lesson plans.  

From time to time, however, you 

may go to a classroom and find 

there is no lesson plan waiting for 

you.  In this situation, first ask a 

neighboring teacher or someone in 

the front office to see if they are 

aware of the topics being covered 

that day.  If they aren’t able to help 

-- or if you cover the lesson & have 

five or ten awkward minutes to fill 

at the end of class -- the following 

list of ideas may be helpful to you: 

1. Play a trivia game - bring trivial 

pursuit questions (or use ques-

tions from the lesson) and divide 

the class into teams.  Take turns 

answering questions while keep-

ing score. 

2. Teach Students Words or 

Phrases in a Foreign Language - 

Pick a language not typically 

taught in school (Mandarin or 

Russian).  This could also work 

with American Sign Language.  

Getting kids to learn a few sim-

ple words or phrases (“Hello,” 

“Goodbye,” or “My name is …”) 
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