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Thank You!  
School can’t 

happen without 
subs!



STep 1:  How do i become a substitute teacher?

1. If you are certified, bring a copy 
of your current certificate to 
Marlene Martinez.

2. Fill out the paperwork (also see 
Marlene Martinez) in your packet.

3. You will need to get a background 
check (information is in the 
packet).



Step 2:  Sign up for the Remind Texting Account.  This is 
how we will text out substitute jobs.  The first response of 
YES will be the one who gets the job.  If you do NOT hear 
back from Julie or Tamara, you are not the one.  :)
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How to Enter the 
building

Come in through the front 
doors by the circle drive 

ALWAYS!

1. There you will sign in 
on the kiosk as a 
substitute teacher

2. Make sure to put the 
teacher’s name that you 
are covering for that 
day.

3. Get you KEY from Tamara 
or Julie.

4. Proceed to your 
classroom.

*it’s always good to 
arrive a little early to 
get prepared.



What to do once you get to the classroom:
1. Locate substitute plans (should be located on the 

teacher’s desk).  Read through them thoroughly to make 
sure you understand.  If you don’t understand, contact a 
teacher near you or the principal.

2. Write your name on the board.
3. Establish your authority as teacher for the day.  Make 

sure you lay down your ground rules. 
4. Do NOT leave the students unattended at any time.  If you 

feel sick or need the restroom, please ask a teacher to 
cover your class (or text the principal).

5. Substitutes are not to have lunch or recess duty.  



Additional Important instructions
- Make notes for the regular classroom teacher about your day. Include information about 

problems during the day and any other information that you feel the teacher may want to know. 

If you were unable to follow lesson plans, if an assignment could not be completed or if you 

had to rearrange schedules, leave a note explaining why.

- Class attendance and lunch count must be checked carefully and accurately at the beginning of 

1st hour and sent to the middle school office with a student. We also need to have attendance 

in the class after lunch.  Send that to the office with a student as well. 

- Familiarize yourself with your surroundings so that you know how to evacuate the class in the 

event of a fire drill or other emergency. Know where the nearest exits are located and have 

the REDBOOK with you as you evacuate the building.



Professional Ethics

Professional substitutes have a responsibility to conduct themselves in an acceptable, 
appropriate manner for a professional setting at all times.

1. The substitute teacher has a professional obligation even though he/she is not a regular teacher. The 

substitute teacher must use extreme caution in expressing personal opinions and reactions about what is seen 

and heard in the classrooms of various schools in which assigned.

2. Under no circumstances should a substitute criticize a regular teacher or the students in the presence of 

other teachers or students. If deficiencies are found, discuss them with the principal.

3. The substitute teacher must avoid discussing school matters with outsiders and avoid comparing one school 

to another.

4. The inclusion of religion in the study of history, culture, literature, music, drama, and art is essential 

to a full and fair presentation of the curriculum. Substitute teachers are not to pray, lead prayer, or 

discuss their religious beliefs with students at any time.



Student Discipline
Substitutes are expected to model and reinforce appropriate behavior in the classroom. 
Classroom rules are often posted and all students should know what the rules of behavior 
are and the consequences.

Sometimes the most effective classroom management strategies will fail and individuals need 
to modify their behavior in order to resume effective teaching. Sarcasm is ineffective in 
the classroom and should not be used with students. Shouting at the students or calling 
them derogatory names may constitute verbal abuse and is strictly forbidden. In order to be 
successful in the treatment of students, a substitute needs to be firm, fair, and 
consistent. Fairness and consistency are key issues with students, especially in the middle 
school.  A sense of [appropriate] humor is necessary to survive middle school.

If you do have a problem with a student, please document it for the teacher.  Also, if you 
have a problem you cannot handle in the classroom (no judgment), please buzz the office and 
ask for an administrator immediately.



Substitute Pay

$70 per full day. Our pay dates are the 5th and the 
20th of each month. 

It is your responsibility to keep track of the days 
you sub and compare them to your check.  If there is a 
discrepancy, contact Marlene Martinez.  It will help 
this IMMENSELY when you check in at the front Kiosk.



End of day protocol
Before you leave the school:

1. Leave a detailed note 
for the teacher of how 
things went.

2. Straighten up the 
classroom.

3. Turn off lights and 
lock the door.

4. Check out at the KIOSK 
at the front office and 
turn in your key to 
Tamara or Julie.



And a big thank you for being an 
asset to our school!  


