
 

 

Effective teachers and subs think of a variety of opportunities to praise students each 
day.  Teachers also learn a lot about students from the parents and caregivers. 
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Series 1: Teaching as a Profession 

Why Substitute? 
 

There are a variety of reasons why you 

might want to substitute teach.  We 

heard from substitutes that simply en-

joy working with students and others 

who are retired and have always wanted 

to teach.  Think about what motivates 

you to substitute teach. 

 

School is a social network for teachers, 

students, and caregivers. 

 

Positive relationships with students boost 

the students’ self esteem and contribute to 

the students’ success. 

 

Effective teachers and subs think of a vari-

ety of opportunities to praise students each 

day.  Teachers also learn a lot about stu-

dents from the parents and caregivers. 

 

The Education System in America Today 

 
Schools are the single largest social service 

institute in America. There are nearly 50 

million students attending public and secon-

dary schools.  Of these, over 35 million are 

in prekindergarten through 8th grade and 

almost 15 million are in grades 9-12. 

 

The American system of public schools was 

created for two purposes: 

 

 To prepare our youth for success in a 

career 

 To provide the knowledge and skills to 

be an informed, engaged citizen 

Between kindergarten and high school graduation, students will spend the equivalent of one entire year with a substitute teacher.  

Every educator has an ethical and moral obligation to enhance the potential for all students. Teachers, including substitutes, must have 

a broad understanding of instruction. 



 

 

The word “effective” means producing a decided, decisive or desired effect, ready for 

service or action, or providing a deep or vivid impression.  Think about this definition as 

you learn about being the Effective Substitute. 

Rocket Science? 

As a substitute teacher you 
will be making lots of deci-
sions each day and will be 
involved in activities around 
the school. 
 

According to the website 
“te@chthought.com,” a 
teacher makes 1500 educa-
tional decisions a day! 
 

On average, a teacher is 
making about 4 decisions 
per minute during the day. 

Attributes of the Effective Sub 

How would you determine if a teacher or 

substitute is effective? Think back to your 

teachers and your learning 

experience. Who was your 

favorite teacher?  Why was he 

or she your favorite?  Was the 

teacher effective? Some words 

that substitute teachers used in 

describing effective substitutes 

are:  prepared, motivator, re-

sponsible, organized, engaging, 

achiever, focused, knowledgeable,  

responsive, and caring.   

Series 2: You, The Effective Substitute 
Decisions, Decisions! 

Teachers are often com-
pared to rocket scientists.  
However, teaching isn’t 
rocket science. In many 
ways it’s harder.  The in-
credible demands on teach-
ers include designing in-
struction that personalizes 
learning, constantly relating 
to the students, grading pa-
pers, attending meetings, 
participating and leading 
afterschool activities, and so 
much more. 

 

Some Positive Aspects of Substitute Teaching 

You are encouraged by a large supportive team of 
caring professionals. 
 
You have access to increasing amounts of educa-
tional research. 
 
You have access to technology that connects you 
to other professionals and you and your students 
to the world. 
 

Factors of Effectiveness 

According to research performed by the 

National Council for Accreditation of 

Teacher Education, the leading factors 

in teacher effectiveness are: 

- The teacher’s preparation 

- Knowledge of teaching and learning  

- Knowledge of the subject matter 

- Experience 

- The combined set of qualifications 

measured by teacher licensure pro-

grams. 

Interest and explanation:   

When our interest is aroused, 

whether it is academic or a 

hobby, we enjoy working hard at 

it.  We own it and it makes sense. 

 

Concern and respect for stu-

dents and student learning: 

Good teaching has everything to 

do with benevolence and humil-

ity. 

 

Appropriate assessment and 

feedback: 

Use a variety of assessment tech-

niques and allow students to dem-

onstrate their mastery in different 

ways. 

6 Keys to Classroom Excellence 

Clear Goals and Intellectual  

Challenge:   

Students should know up front what 

they will learn and what they will be 

expected to do with what they know. 

 

Independence, control, and active 

engagement: 

Good teaching fosters a sense of 

student control over learning and 

interest in the subject matter. 

 

Learning from Students: 

Effective teaching refuses to take its 

effect on students for granted.   



 

 

Awareness of Diversity in the Classroom 

Cultural, racial, ethnic, linguistic, socioeconomic, gender, and learn-
ing differences are areas of diversity represented in the classroom. 
Learning differences are evident in skill levels, ability levels, learning 
styles, and previous knowledge. At the center of diversity is the im-
portance of valuing and respecting differences in all the citizens of 
the world.  

Diversity in the Classroom  

What can you do to overcome deeply held 

biases that you may have?  While we recog-

nize that most people hold biases at some 

level, teachers who can replace these biases 

with an appreciation and a tolerance for cul-

turally different students will greatly increase 

the likelihood for student success. They also 

provide a model for acceptance to other 

teachers and students. Being aware of your 

own behaviors and motivations is the first 

step in successfully managing a culturally 

diverse classroom. 

 

According to the National Council of Teach-

ers of English, classrooms in the US are ex-

periencing an increase of cultural and linguis-

tic diversity.   

 

 

All classrooms are multicultural and 

we work towards respecting, valu-

ing, and creating our own and stu-

dents’ unique strengths in creat-

ing equitable classroom commu-

nities.   

To encourage, value and promote 

diversity teachers should:    

 

1. Take time to learn about students’ 

background, interests, and learning 

style. 

2. Treat all students with fairness 

and dignity. 

3. Learn how to communicate with 

students, parents, and teachers in 

other cultures. 

DIVERSITY 

The awareness of  

diversity prepares 

the effective substitute 

for the classroom.. 

Learning Styles 
 

Learning styles are part of the diverse backgrounds that students have. 

Understand How You Feel 
 

Do your feelings affect the way you teach in positive or negative ways? 
 

Click here 

Assessment: 

Appreciating and Valuing 

The learning style is a biologically and devel-

opmentally imposed set of personal charac-

teristics that make the same teaching method 

effective for some and ineffective for others. 

Every person has a learning style and it’s as 

individual as a signature.  Therefore, people 

usually teach the way that they learn. As a 

substitute, you have to remember the way 

that you learn and may teach will only ad-

dress a portion of the students in the class. 

That is one reason that you will see a variety 

of activities and assessments provided for the 

students that you will serve. Are you an 

auditory learner,   a visual learner, or a tac-

tile/kinesthetic learner? These are the three 

basic learning styles. 

http://www.mhhe.com/business/management/buildyourmanagementskills/apprValDiversity/exercise.html
http://www.mhhe.com/business/management/buildyourmanagementskills/apprValDiversity/exercise.html


 

 

 

Are you an auditory learner, visual learner, or tactile/kinesthetic learner?  You may be a 

combination of any of the three.  For example, you may be 25% Auditory, 50% Visual, and 

25% Tactile/kinesthetic. The students that you teach will vary and many of the students’ 

learning styles may differ from your learning style. 

The auditory learner needs 
to hear things, not just see 
things in order to learn well. 
 

The visual learner needs to 
see things, not just hear 
things, to do well. 
 

The tactile learner learns 
best by doing, not just by 
reading, seeing, or hearing. 

Auditory Learners 

Auditory learners learn best by talking and 

listening and use questions and discussion.  

They understand and remember things they 

have heard.  They are good at phonics and 

store information by the way it sounds.  

They have an easier time understanding 

spoken instructions than written ones. 

 

Learning Styles 

Learning Styles 

 

Visual Learners 

Visual learners learn best by reading or 

seeing pictures.  They like art more than 

music and are not usually distracted by 

noise.  They are neat and orderly and 

understand and memorize things by vis-

ual association because they can picture 

what they are learning in their minds. 

Tactile/Kinesthetic Learners 

Tactile/Kinesthetic learners learn best by 

touching and doing. They understand 

and remember things through physical 

movement. They are hands-on learners 

who prefer touching, building, or draw-

ing what they learn.  They are naturally 

good at sports and dance and need to be 

active and take frequent breaks. They 

often speak with their hands and use 

gestures. They may have difficulty sit-

ting still and listening. 

Be A Team Player:  

You are part of a professional 

team of educators.  Students are 

served by many adults and you 

become part of the students’ lives. 

 

Become a Lifelong Learner:  
You may not know everything 

about every subject that you will 

be asked to teach; however, are 

you willing to learn to prepare for 

your students?  You have the 

opportunity to learn and build 

confidence to help students learn. 

 

 

 

5 Proactive Attitudes for Success 

Believe that all children have the 

ability and the need to learn: 

If you believe that all students can 

learn, you will be successful for 

you and your students. When 

educators approach their respon-

sibilities with this attitude, stu-

dents respond with enthusiasm for 

learning. 

 

Accept Responsibility for What 

Happens in the Classroom:  
Don’t waste time blaming stu-

dents, other teachers, and society 

for problems that you and your 

students experience.  It is impor-

tant that you accurately report the 

day’s events to the classroom 

teacher.  

Teach One Day at a Time: 

Forget the negative experiences that 

you may have had in the past and 

don’t obsess about problems that you 

may have in the future. Focus on 

improving your skills!  Remember to 

ask yourself the questions that were 

asked earlier.  Also, teachers will 

welcome your help in the classroom 

as a volunteer if you want to become 

more comfortable with students at 

various age levels and also with sub-

ject content. 

Visit the classrooms and volunteer.  Learn from the teacher! You will be better prepared. 
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Click here 

Learning Style  

Assessment 

http://www.educationplanner.org/students/self-assessments/learning-styles.shtml
http://www.educationplanner.org/students/self-assessments/learning-styles.shtml
http://www.educationplanner.org/students/self-assessments/learning-styles.shtml


 

 

You arrive early enough to familiarize yourself with the 
lesson plans. 
You quickly develop a positive relationship with students. 
You adhere to the classroom rules, expectations and sched-
ules . 

You Know You Are Prepared Because... 

Boost You Confidence! 

An effective substitute teacher is aware of the characteristics of the children.  

As a substitute teacher, you may work in classrooms with students ranging 

from 4 to 18 years old.  It is imperative to have an understanding of the charac-

teristics of students in these age ranges.  By understanding the developmental 

characteristics of students, you will be able to appropriately present the content 

to the students so the students make a connection with the material.  

The Preschool Student 

If you are substituting in a pre-school class-

room, you will be working with these stu-

dents all day.  Typically you will stay in the 

same classroom and/or playground area the 

entire day for all activities. Generally pre-

schoolers will follow directions even 

though objects are not in sight and can 

follow three commands given without 

interruption. They understand contrast, 

such as small and smaller and simple 

time concepts. Preschoolers can repeat 

sentences as long as nine words and 

talk about activities as they partici-

pate. Preschoolers feel pride in their 

accomplishments, understand con-

cepts of right and wrong, and can 

accept responsibility; however 

they often struggle to distinguish between 

fantasy and reality. Preschoolers want to 

please the teacher and respond to simple 

do’s and don’ts that are imposed by author-

ity. As their speech becomes more social 

and less egocentric they begin to prefer to 

play and compete with other children. They 

will participate in organized games, but 

believe that rules can be changed. Physi-

cally, preschoolers’ eye-hand coordination 

is improving.   

 

Series 3: Elements of the Lesson Plan 

Characteristics of Students 

The Elementary Student 
The elementary school group will have a 

full range of curriculum or content.  You 

will most likely be teaching math, read-

ing, science and social studies to this age 

group. Elementary age students are able 

to understand concrete operations and 

reversibility in math such as 3+4 = 7 

and 7-4 = 3. They have an increasing 

ability to think and learn abstractly. 

They are interested in how 

things work and how things are 

put together and have lots of 

ideas that they like to explain. 

They begin to relate more to 

the subject matter rather than 

to the teacher as they actively 

receive factual information. 

They like logic, organization 

and memorization. Elementary school 

students need structure and reality for 

security and like expected activities. 

They need guidance as they develop 

ideas, opinions, and attitudes, and are 

sensitive to comments from others. So-

cially, elementary students relate to their 

peers and can usually move easily from 

free play to interactions that require 

teamwork. They are better able to sit 

quietly and listen during classroom in-

struction. The beginning stages of pu-

berty are entered and romantic relation-

ships are mimicked. They love to play 

and use physical activities to develop 

gross and fine motor skills. There is 

improvement in their motor and percep-

Developing good work 
habits can boost your con-
fidence and ensure that 
you are prepared to be an 
effective substitute 
teacher.  Here are some 
good work habits that you 
should develop:  
 
Dress the part. 
 
Be prepared for class. 
 
See opportunities instead 
of disasters. 
 
Pay attention to your suc-
cesses. 
 
Listen to the teacher and 
students. 
 
Seek support from your 
colleagues. 
 
Set goals for yourself. 
 
Stay organized. 
 
Smile and act as if you 
have things under   con-
trol. 
 

Develop Good  
Work Habits 



 

 

Characteristics of Students (Cont’d) 

According to Understanding Science at Berkeley, it is said that the 
middle school group is interested in absolutely everything…for half 
an hour.  Other than the first three years of life, this is the age when 
youngsters are most transformed.  The students enter middle 
school as children and leave as young adults.  A teacher and substi-
tute need to be well-prepared for this group. 

The Middle School Student 

AFFIRMATION NEEDED 
Middle Schoolers have an 

increased level of self-
consciousness, self-doubt and 

moodiness.  They need fre-
quent affirmation.

The Middle School Student 

Middle school students display a wide range of 

individual intellectual development as their 

minds experience transition from the concrete-

manipulatory stage to the capacity for abstract 

thought. They are intensely curious and prefer 

active over passive learning experiences.  

 

They enjoy interaction with peers during learning 

activities. Therefore, when you substitute in a 

middle school, you may see lesson plans that 

include group learning activities. Middle school-

ers exhibit a strong willingness to learn things 

they consider to be useful and enjoy using skills 

to solve real life problems. They consider aca-

demic goals as a secondary level of priority.  

 

Personal social concerns dominate their thoughts 

and activities. They experience the phenomenon 

of metacognition, which is the ability to know 

what one knows and does not know. They are 

intellectually at-risk because they face decisions 

that have the potential to affect major academic 

values with lifelong consequences.  

 

Middle schoolers experience a new surge for 

independence.  This leads to passive-aggressive 

behavior, self-consciousness, self-doubt or over-

confidence, and of course, moodiness. They need 

frequent affirmation and want to know and feel 

that significant adults, including parents and 

teachers, love and accept them. Middle schoolers 

often experience traumatic situations due to con-

flicting loyalties to peer groups and family and 

refer to peers as sources for standards and models 

of behavior.  

Media heroes and heroines are also impor-

tant in shaping both behavior and fashion. 

They may be rebellious towards authority,  

but still strongly dependent on parental 

values. They want to make their own 

choices, but the authority of the family is a 

critical factor in ultimate decisions.  

 

Middle schoolers act out unusual or drastic 

behavior at times which may be aggres-

sive, daring, boisterous, and argumenta-

tive. Although they are fiercely loyal to 

their peer group, they are sometimes cruel 

or insensitive to those outside the peer 

group which can lead to bullying and har-

assment. They challenge authority figures 

and test limits of acceptable behavior.  

 

Middle school students experience accel-

erated physical development marked by 

increases in weight, height, heart size, lung 

capacity, and muscular strength; however 

they mature at varying rates. Girls tend to 

be taller than boys for the first two years 

of early adolescence and are ordinarily 

more physically developed than boys. 

Uneven muscle and bone development 

results in a lack of coordination and awk-

wardness and fluctuations in basal metabo-

lism can cause extreme restlessness at 

times and equally extreme listlessness at 

other moments.  



 

 

The High School Student 

High school students range in age from 14 to 

18. With this wide range of ages comes a 

wide range of abilities. As you look at your 

class, you will notice that some students are 

able to focus for only half an hour and others 

for upwards of one and a half hours. Some are 

ready to move from  concrete ideas to discus-

sion of abstract ideas, while others are lost. 

They require lessons that involve greater self 

sufficiency and need flexible instructional 

strategies to personalize instruction. They 

develop higher levels of cognitive functioning 

and skill development is accelerated to pre-

pare for college or job training programs and 

their cognitive ability is often affected by 

overall socialization. Language and overall 

verbalization skills increase, allowing im-

proved communication in both school and 

home situations.  

 

High school is a time to really begin defining 

one’s self and realistically contemplating the 

future. Preoccupations with the self lead to 

critical self-examination and, subsequently to 

the formation of self-perceptions. Argumenta-

tive and aggressive behaviors become evident 

and often disturb parents and teachers. Physi-

cal changes are rapid and visually apparent 

and they may be physically larger than teach-

ers and substitutes. Friendships form and so-

cial interactions increase, which have the 

potential for boosting self-esteem and reduc-

ing anxiety.  

 

If you substitute in a high 
school, you will likely 
teach only one or maybe 
two subjects. You may 
teach 100 students in a 
day. 
 
It is especially  important 
to follow the lesson plan 
in high school as students 
are on a time-table for 
courses and testing. 
 
Set your self apart from 
the students by not dress-
ing like the students. 

High School Substitutes 

Characteristics of Students (Cont’d) 

Distinct gender differences occur in so-

cialization patterns. For example, fe-

males tend to have smaller numbers of 

close friends and males tend to have 

larger "social networks." Allegiance and 

affiliation shifts from parents and teach-

ers to friends and peers. Social tasks and 

situations are handled without adult su-

pervision and advice. Social skills are 

honed and relationships take on more of 

a serious nature.  Peer pressure is at its 

max and in today’s teen society there are 

more tempting sidetracks than ever. 

There is a decrease in bullying because 

of high school students’ capacity for 

empathy.  

What We Heard From High School Substitutes 

Get right to the lesson plan to establish your au-
thority in the classroom. 
 
Don’t use your cell phone in the classroom except 
for emergencies! 
 
Engage your students in the lesson plan—do the 
reading or exercises along with them so that you 
can answer questions. 
 



 

 

The Bloom’s Taxonomy provides an important framework for teachers to use to focus on 

higher order thinking. By providing a hierarchy of levels, this taxonomy can assist teach-

ers in determining performance tasks, phrasing questions to discover the students’ level 

of interaction with presented material, and providing feedback on student work. 

Bloom’s Revised Taxonomy 

Multiple Intelligences 

 

Marzano’s Dimensions of Learning and Instructional Strategies 

Marzano’s Dimensions of Learning is a learning-centered framework for instructional plan-

ning that translates the latest research on cognition and learning into practical classroom 

strategies.  Marzano outlined nine instructional strategies likely to improve student achieve-

ment across all grade levels and subject areas. As an effective substitute, you may also see 

these instructional strategies defined within the lesson plan. These include identifying simi-

larities and differences; summarizing and note taking; reinforcing effort and providing recog-

nition; homework and practice; non-linguistic representations; cooperative learning; setting 

objectives and providing feedback; generating and testing hypotheses; cues, questions, and 

advance organizers. 

Tip:  Search on the internet for Marzano’s questioning fact sheet.  It will help you as a substi-

tute teacher in forming question stems for your students.  It will also give you guidance on 

the level of the question. 

Remembering 

The Remembering level involves 

the recall of specifics, such as the 

recall of a method or process. 

This category also includes 

knowledge of the main ideas that 

are being taught.  Student learn-

ing objectives and activities will 

lead students to respond, recall, 

and recognize.  

 

Understanding 

It is important for students to 

understand the material and not 

just memorize it.  Understanding 

is divided into four components:  

interpretation, translation, exam-

ples, and definitions.  Perform-

ance for this will lead students to 

interpret, explain, and demon-

strate. 

 

Applying 

Students will use the new mate-

rial in new, but similar, concrete 

situations.  A learner will use 

information to arrive at a solution 

to a problem or situation. An 

application problem generally has 

one solution but there may be 

alternative ways to solve the 

problem.   

Analyzing 

Analyzing is the ability to break 

down material into its component 

parts.  It requires an understanding 

of both the content and structural 

form of the material. Analyzing can 

be divided into two subcategories:  

identifying issues and identifying 

implications. Students will dissect, 

uncover, and list. 

 

Evaluating 

Evaluating is the ability to form an 

opinion on the material and explain 

why.  It is the ability to judge the 

value of the material, such as a state-

ment, novel, poem, or research re-

port, for a given purpose.  Students 

will be given assignments where 

they will debate, judge, and form 

opinions. 

 

Creating 

Creating is the ability to put parts 

together to create something new 

and unique. The student creates 

elements to form a new distinctive 

product.  The student may be in-

volved in a theme or speech, a re-

search proposal, or a scheme for 

classifying information. 

Visual-spatial 
Think in images and pictures 

 

Bodily-kinesthetic  
Control body movements and 

skillfully handle objects 

 

Musical 
Produce and appreciate 

rhythm, pitch and timber 

 

Interpersonal  
Detect and respond to 

other’s moods, motiva-

tions and desires  
 

Intrapersonal 
Aware of inner feelings, val-

ues, beliefs, and thinking 

processes 

 

Linguistic 

Sensitive to the sounds, 

meanings, and rhythms 

of words  
 

Logical-Mathematical 
Think logically and abstractly 

and discern numerical 

patterns  



 

 

The Lesson Plan 

Teachers will formally and informally monitor and guide student learn-

ing.  You will gather information from the monitoring or assessments, 

and interpret the information to determine student learning.  Then you 

will make decisions about how to respond to ensure student learning.  

Assessment is a continuous process to improve student learning. 

Effective teachers monitor and assess  

student learning: 
- To provide feedback to students 

- To make informed decisions about students 

- To monitor and document students’ performance 

- To motivate students by providing feedback 

- To increase retention and transfer learning 

- To evaluate instructional effectiveness 

- To maintain a supportive classroom learning atmosphere   

Manage and Monitor Student Learning 

Your Guide to an Effective Lesson 

A good day in the classroom begins with an ef-

fective lesson plan for each topic that needs to be 

covered. A hallmark of teaching is the process of 

planning.  Teachers devote a substantial amount 

of time planning to decide not only what but how 

they want their students to learn.  Effective teach-

ers are well organized in their planning. They 

communicate their instructional objectives to 

their students, have high expectations, and en-

courage critical thinking. 

 

Instruction 

Present an overview of the day’s lesson (and a 

review of the previous lesson if you are returning 

to a class from the day before).  Introduce the 

first activity, including the following informa-

tion: 

 The title and type of the lesson 

 Write the instructional objectives on the 

board- motivate student interest by empha-

sizing the value of the lesson to them aca-

demically (it will help them pass the SAT, 

state end of grade test, or benchmark) or 

personally (it will make learning meaningful 

to the student). 

Explain the student’s roles (taking notes, reading, 

etc.); the amount of time to be spent on the activ-

ity; any related activities (discussion groups, 

homework, etc.) and how the students will be 

evaluated (project, composition, test, etc.). 

Compliment the students on their performance, 

and thank them for their good behavior and work. 

Let them know that you will be informing the 

classroom teacher of what took place. 

 

I.  Focus and Review 

Focus and review will pique stu-

dents’ interest in the learning 

objectives as well as determine 

what the students already know 

about the topic.  This is establish-

ing prior knowledge. 

 

II. Statement 
The second activity is to inform 

the students of the objectives.  

When stating what the students 

will learn, it is important to add a 

real-world scenario if possible.  

6 Areas of a Lesson Plan 

V.  Independent Practice 

The next part of the lesson plan 

allows for the students to demon-

strate independent practice.  The 

teacher will observe if the stu-

dents have retained the knowl-

edge and can transfer what was 

learned.    

 

VI.  Closure 
Closure provides a brief summary 

of the lesson that helps students 

organize the material into a mean-

ingful context in their minds. 

III.  Teacher Input 

The third part of the six point lesson 

plan allows the teacher to think about 

the tasks, information needed, and 

guidance that students will need. 

 

 

IV. Guided Practice 

The fourth part of the lesson plan is 

guided practice. The teacher will 

elicit performance from the students, 

and then provide assessment and 

feedback.  

Lesson plan components include learning 

objectives; instructional strategies; an  

application activity; assessment and review; 

and a follow-up activity. An effective lesson 

plan prepares you and your students for 

learning.  You will be able to locate a vari-

ety of lesson plan templates on the internet.  

An example lesson plan format is provided 

at the end of this guide.   

In this class, a 6-point lesson plan 

format was used.  Please also note 

that lesson plans may vary from 

teacher to teacher which is one reason 

you as a substitute need to be able to 

recognize the components and the 

reasoning or research behind the ac-

tivities, group work, and assessments. 



 

 

Generally speaking, effective teachers tend to display strong class-
room-management skills, while the hallmark of the inexperienced or 
less effective teacher is a disorderly classroom filled with students 
who are not working or paying attention. 

The Effective Teacher... 

Boost You Confidence! 

Classroom management is the single most important factor in student learning. 

Classroom management refers to the wide variety of skills and techniques that 

teachers use to keep students organized, orderly, focused, attentive, on task, 

and academically productive during a class. In a well-managed classroom, stu-

dents are involved with their work; students know what is expected of them and 

are generally successful; there is little wasted time, confusion, or disruption; 

the climate is work-oriented, but relaxed and pleasant. 

Introduction 

Classroom management refers to all of the 

things a teacher does to organize students, 

space, time, and materials so that learning 

can take place. If you are substituting in a 

classroom, it is essential to arrive early to 

get organized and see what the learning 

space looks like, to check the schedule, and 

locate materials.  It is always good to ob-

serve some classrooms before you begin to 

substitute so you can better understand all 

the components of classroom management 

in which discipline is a major component. 

Observe a teacher in the classroom to learn 

more about classroom management and 

behavior strategies.  

 

Series 4: Behavior and Classroom Management 
 

 

Students are involved with 

their work. 

 

Students know what is ex-

pected of them and are gener-

ally successful. 

 

There is little wasted time, 

confusion, or disruption. 

 

The climate is work-oriented, 

but relaxed and pleasant. 

Characteristics of a  
Well-Managed  
Classroom 

If this is a classroom that you plan to 

substitute in throughout the year, 

observe the teacher and students to 

get concepts of classroom manage-

ment and the discipline plan. This will 

be very beneficial to you having a 

successful day in the classroom. 

There are a number of classroom 

management models that teachers use 

in the classroom.  It is helpful if you 

are familiar with the models.  These 

models range from those that rely on 

self-discipline to those that involve 

the teacher imposing discipline on 

students. 

Self-Discipline Strategies: 
 
Maslow’s Hierarchy of Needs  
Students must have their basic physiological needs, safety 

needs, love needs, and esteem needs met before their cogni-

tive needs can be met.  Students must be shown that they 

are valued and respected in the classroom and the teacher 

should create a supportive environment. 

 

Kohlberg’s Moral Reasoning: Students progress 

through stages of moral development with discussion of 

personal choices in moral dilemmas. Schools have an obli-

gation to foster in their students’ personal and civic virtues 

such as integrity, courage, responsibility, diligence, and 

respect for the dignity of all people. 

 

Glasser’s Reality Therapy:  

Reality therapy is a therapeutic approach that focuses on 

problem-solving and making better choices in order to 

achieve specific goals. Students must acknowledge per-

sonal failures and be responsible for becoming successful 

in the future.  

6 Behavior Management Strategies 

Teacher-Imposed Strategies: 
 
Kounin’s Desist Strategies:  
Proactive teacher behaviors reduce the incidence of bad 

student behavior. Those behaviors include the ripple 

effect, “with it”-ness, overlapping, effective transitions, 

momentum, smoothness, and classroom management. 

 

Lee Canter’s Assertive Discipline:  
That the teacher has a right to teach and students have a 

right to learn should be assertively established and main-

tained in the classroom. It is also called the "take-

control" approach to teaching, as the teacher controls the 

classroom in a firm but positive manner. 

 
Behavior Modification:  
Teachers will change students’ behavior by rewarding 

desired behavior and ignoring or punishing undesired 

behavior.  



 

 

Present a “sea of calm” atmosphere in the class-

room.  Turn on some classical music, turn the 

lights down, have morning work on the board.  

Post a brainteaser on the chalkboard, overhead, or 

interactive white board.  Remember to be age and 

grade appropriate. Use a seating chart to help  

identify students and call their names. Motivate 

students by using techniques that make doing the 

right thing even more fun than misbehaving.  Use 

stickers or sticky notes to reward students.  Re-

member, discipline is about encouraging good 

behavior.   

E-mail or leave a detailed report of how the day 

went.  It is always good to begin the e-mail or 

report with something positive that happened dur-

ing the day.  This is a great opportunity for you to 

leave a list of the students who were on task and 

helpful instead of a list of students who were off-

task. Thank the teacher for the opportunity to 

work in their classroom.  Let the teacher know 

how the lesson or lessons went and your progres-

sion.  Share with the teacher the students who 

were helpful.  If there were any behavior prob-

lems, you may want to let the teacher know. Ask 

and be sure to perform extra activities such as bus 

duty, hall duty, or lunch duty.  Be more helpful 

than is required.   

Accentuate the positive 
 

Identify productive 

behavior 
 

Start small since students 

view major changes in 

behavior unattainable 
 

Be consistent 
 

Use verbal and  

non-verbal praise 
 

Make a plan for positive 

reinforcement 

Positive Reinforcement  

Classroom Management Tips 

Earn students’ respect by making sure your word is 
golden; you are the same teacher yesterday, to-
day, and tomorrow; you never take misbehavior 
personally. 
 
Look for and follow the discipline plan in the class-
room. 
 
Reflect on your day in classroom and make the 
necessary changes next time. 
 
Accentuate the positive and avoid negativity.  

Identify productive behavior. To change behavior, the 
teacher must praise students, even if it is for inconse-
quential matters.  Praise is more likely to bring about 
change.  The praise also becomes a model of what you 
expect.   
 
Be patient!  This is a new day for the students.  Review 
the discipline chart with students and let them know 
you will follow the discipline guidelines.   
 
Be consistent. Keep your own behavior consistent and 
predictable.  If you remain consistent in your praise 
and control of the classroom, you can better predict 
the reaction of your students. 
 

Start your day the right way!  Greet the students!  Words of welcome set the tone for the 

day and also give you the opportunity to assess each student’s mood and head off prob-

lems before they start.  

Series 5: Substitute Tips and Toolkit 

Be The Requested Sub 

Attend extra-curricular events so teachers and 

staff can get used to seeing you around the school 

and in the community. Volunteer to help in 

classes when or if you have a planning period.  

Some substitutes may be assigned to other areas 

during the planning period.  If you have a plan-

ning period or some extra time in the day, you 

would benefit by asking where you can help.  

You will also learn more about the school and 

students.  It will also prepare you for the next 

time you substitute. Be positive to students, other 

teachers, administrators, and office staff.  Smile 

and say thank you a lot!  Remember to be posi-

tive when in the teachers’ lounge or where other 

teachers and faculty congregate. Grade papers if 

possible or you can organize the assignments to 

make it easier for the teacher when he/she re-

turns. Leave the classroom as clean as or cleaner 

than you found it.  

Be sure to follow the processes for hiring.  That 

first impression with your district Human Re-

sources Department is vital.   Arrive early if pos-

sible! Follow the guidelines and procedures at the 

school when signing in or letting the office know 

you are there to substitute. These first steps make 

good first impressions!  
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Substitute Teacher Bag of Tricks 

Be prepared as you enter the classroom as a 
substitute teacher.  Your bag of tricks should 
contain items that you may need. Take a favor-
ite book that is age appropriate for the stu-
dents or take an emergency lesson plan that 
you have developed.  Again, the lesson plan 
should be age appropriate.  You probably 
know the ages, grades, and subjects where 
you wish to work. Bring extra supplies.   
 
Favorite book- suggested children’s authors 
include Patricia Polacco, E.L. Konigsberg, Lois 
Lowry, Madeleine L’Engle, Judy Blume, and Eve 
Bunting. Do an internet search of books and 
authors who received the Caldecott Medal or 
Newbery Medal.  

File Folders 
Sticky Notes 
Stickers 
Business Cards 
Brain Teasers 
Flash Cards 
Pencils 
Paper 
Crayons 
Emergency  Lesson Plans 
Music CDs 

Extra activities- do an internet search for “sponge activities” to find an immense offering of learning activi-

ties that are fun and educational and can fill the extra 10 minutes before the students go to PE or another 

class. 



 

 

6-Point Lesson Plan 
 

Subject:  Topic:  

Teacher:  Date:  

 

Standard Course of Study Objective: 
 

 

Activity Description of Activities and Setting Materials and 
Time 

I.  Focus and Review 
(Establish prior 
knowledge) 

  

II.  Statement (Inform 
student of objectives) 

.  

III.  Teacher Input 
(Present tasks, 
information, and 
guidance) 

. 

 

 

IV.  Guided Practice 
(Elicit performance, 
provide assessment 
and feedback) 

  

V.  Independent 
Practice -- Seatwork 
and Homework 
(Retention and transfer) 

  

VI.  Closure (Plan for 
maintenance) 

  

 


