
Substitute Teacher Overview 

 

Washington Public Schools considers Substitute Teachers an integral part of the educational 

program. Substitute Teachers are expected to maintain a professional attitude toward their 

work and always keep in mind the school’s goals. We believe that effective Substitute Teachers 
make a positive impact on students. Substitute Teachers are assigned on an as-needed basis 

and are temporary employees. Substitute Teachers are assigned due to teacher absences or 

position vacancies. Substitute Teachers should be provided with lesson plans, schedules, and 

seating charts. You may also receive specifics about the class and student behavior if needed, 

which should be kept private and should not be shared with anyone. The school administrator 

will provide additional information to assist the Substitute Teacher. Substitute teaching 

assignments may change based on the needs of the school throughout the day. They may also 

be asked to cover classes during a planning period. It is not expected that a Substitute Teacher 

be able to teach new or unfamiliar material, but rather make every attempt to follow the lesson 

plan and manage student behavior in the most positive way possible. 

Substitute Teachers are expected to do the following:  

• Check-in at the office upon arrival  

• Follow the lesson plans left by the teacher and ensure students complete all assigned 

tasks  

• Maintain a safe environment  

• Keep students under direct supervision always   

• Refrain from touching any student for any reason  

• Use appropriate language always  

• Use materials provided by the teacher or other school personnel  

• Avoid engaging in or encouraging discussions of inappropriate or non-school related 

topics  

• Familiarize yourself with the school emergency procedures  

• Notify school administration of any unusual incidents which may have occurred during 

the school day 

• Leave information concerning the day’s activities for the teacher  
• Check out with the office before leaving an assignment at the end of the day   

• Refrain from the use of cell phones for making or receiving calls or texting while 

students are present (except in the case of an emergency)  

• Follow school dress code Standards of Professional Conduct 


