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Substitute Teacher Plans: [Teacher Name], Room [Number]
Thank you for covering my class. Everything you need is in this document and in the red substitute folder on my desk. If anything is unclear, ask [Neighbor Teacher Name] in Room [number] or call the office at extension [number].
Date(s) covered: [Date(s)]
Grade and subject(s): [Grade], [Subjects]
My contact for emergencies only: [Phone or email]
Daily Schedule
Table 1. Daily schedule with time, period or class, subject, and notes
	Time
	Period or class
	Subject or activity
	Notes

	[7:45 a.m.]
	Arrival and attendance
	Morning work
	Take attendance in [system] by [time]; the office calls if it is missing.

	[8:15 a.m.]
	Period 1
	[Subject]
	[Notes]

	[9:10 a.m.]
	Period 2
	[Subject]
	[Notes]

	[10:05 a.m.]
	Specials or prep
	[Art, music, PE, library]
	[Where students go and who picks them up]

	[11:00 a.m.]
	Lunch and recess
	
	[Duty assignment, if any]

	[12:00 p.m.]
	Period 3
	[Subject]
	[Notes]

	[1:00 p.m.]
	Period 4
	[Subject]
	[Notes]

	[2:30 p.m.]
	Dismissal
	
	[Bus, pickup, and walker procedures]



Classroom Procedures
1. Attendance: [how and where to record it, and by when].
1. Bathroom and hallway passes: [procedure].
1. Behavior expectations and routines: [class norms; the signal I use for attention].
1. Technology: [device cart location; students may / may not use devices without direction].
1. Class lists, seating chart, and schedules are in the substitute folder.
Students Who Need Support
Confidential information about students with IEPs, Section 504 plans, health plans, or behavior plans is in the sealed envelope in the substitute folder. Please read it before students arrive and return it to the envelope at the end of the day. Do not list students’ needs on the board or say them aloud.
Emergency Procedures
1. Fire: exit through [door] and go to [assembly location]. Take the class roster and the red and green cards.
1. Tornado: move students to [location] and use the crouch-and-cover position.
1. Lockdown or secure mode: follow the posted procedure by the door; lock the door, keep students quiet and out of sight, and wait for an all-clear from an administrator.
1. Medical emergency: call the office at extension [number]; the nurse is in Room [number]. Students with emergency medications: see the sealed envelope.
Helpful People
Table 2. Staff contacts for the substitute teacher
	Role
	Name
	Room or extension

	Neighbor teacher
	[Name]
	[Room]

	Grade-level or department lead
	[Name]
	[Room]

	Office
	[Name]
	[Extension]

	Principal or assistant principal
	[Name]
	[Extension]

	Nurse
	[Name]
	[Room]

	Special education case manager
	[Name]
	[Room]

	Custodian
	[Name]
	[Extension or radio]



Lesson Plans
Period 1: [Subject]
Objective: [What students should be able to do by the end]
Materials: [Where to find them]
1. [Step]
1. [Step]
1. [Step]
If time remains: [Extension activity]
Collect: [What to collect and where to put it]
Period 2: [Subject]
Objective: [Objective]
Materials: [Materials]
1. [Step]
1. [Step]
If time remains: [Extension activity]
Collect: [What to collect]
Period 3: [Subject]
Objective: [Objective]
Materials: [Materials]
1. [Step]
1. [Step]
Period 4: [Subject]
Objective: [Objective]
Materials: [Materials]
1. [Step]
1. [Step]
End of Day Checklist
 Attendance submitted for every period
 Student work collected and left on my desk
 Confidential envelope returned to the substitute folder
 Devices returned to the cart and charging
 Windows closed, lights off, door locked
Note From the Substitute
Please tell me how the day went: what was completed, what was not, and any students who were especially helpful or who needed extra support.
[Substitute writes here]
Template note: Delete this note before printing. Update the schedule and procedures at the start of each year and leave a printed copy in the substitute folder; substitutes may not have district login access to open the digital version.
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