How to Prepare a Substitute Teacher Folder
· Here are some suggestions for putting together a substitute teacher folder at the 
beginning of the school year. 

1. Include student rosters for each class.  These can double as attendance sheets.  
List students who may be trusted helpers.
2. Include a description of your class routines.  Beginning the day and period are the 
most difficult times for subs.  Explain routines for these times in detail.  Provide 
descriptions of other class routines including how attendance is taken and 
collected, how students are dismissed from class, when it is appropriate for 
students to use the bathroom and use of the hall pass (agenda), and what to do if 
students don’t finish your assignment in class and/or if they finish early.  Also, 
be sure to explain how the lunch schedule works.

3. Provide a copy of your schedule.  In your plans, make sure to list course titles, 
TIMES, rooms, and any extra duty assignments.  Give directions for hard-to-find 
rooms.  Also, provide details as to what is expected of them during their extra-
duty assignment.  For example, don’t just say “study hall.”  Be sure to include 
your expectations, procedures, and the name of someone to call if there are 
questions or problems during that duty.  You could also provide a copy of 
important phone extensions for the entire school.

4. Include class rules.  If you gave students a handout with your expectations on it 
at the beginning of the year, put this in the folder.  Highlight areas that pertain to 
the substitute.

5. Get organized.  Provide forms that help the sub sort out important information.  
For example, see the form that gives room for subs to write in absences, 
discipline problems, and comments.

6. Provide the county’s Code of Conduct.  This may be helpful in writing an office 
referral if needed.  Be sure to include a referral form and the name of someone in 
the office who can help them fill it out.
7. Copy machine information.  Make sure subs know where the copier is and any 
code they may need to use it.  Try to have all your copies made in advance to 
avoid problems.

[image: image1.wmf]NOTES: Be sure that you keep your folder in an easy-to-find location.  Make sure other people in your department know where it is.  Sometimes administrators like you to leave your plans with them or in your mailbox so they can easily be handed to a sub upon arrival.

