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Dear Substitute Teacher, 
 
Thank you for deciding to become a substitute teacher in the Homedale Jt. School District.  
You are to be commended for your interest in our school district and for your desire to 
help us when teachers or paraprofessionals have to be absent from school.  We do 
depend on you to come into our schools on short notice and take responsibility for the 
students and instructional programs at our schools.  Our goal is when a teacher is gone 
from his/her room; our substitutes will be able to provide a service that ensures that the 
instructional program will continue with a minimum loss of learning until the regular 
teacher returns. 
 
Substitute teaching is an important educational component in our schools.  Statistics on a 
national basis indicate that students in a public school spend between seven and ten 
school days per year with a substitute teacher.  Skilled substitute teachers can have 
significant, positive impact on the quality of education while the teacher is away from 
his/her classroom. 
 
I want you to know how essential your role is in our school system.  You are appreciated 
and I thank you for the great service you provide our schools. 
 
Sincerely, 
 

 
 
Rob Sauer 
Superintendent 
 
 



 
Homedale Jt. School District #370 

Substitute Pay Schedule 
 
 
Substitute Teachers: 
 

Per Day    $ 72 
Less than full day-Per Period   $ 12 
 
 
After 5th consecutive day for same teacher 
 
Per Day    $78 
Less than full day-Per Period  $13 
 
 

 
Substitute Paraprofessionals 
 

Per Day    $60 
Half Day    $30 

 
 
 
 

 
 
 

 
 
 
Payday comes on the 25th of each month, and you should receive your check in the mail.  Pay periods are 
from the 11th of the month to the 10th of the following month.  If you have any questions regarding your 
paycheck, please call Debbie Denney or Faith Olsen at 337-4611. 
 
 
 
 



 
IMPORTANT TO REMEMBER 

 
 
 

o Each school site arranges for all substitutes.  Teachers do not arrange for their own  
substitutes. 
 

o Substitutes are needed for full days and sometimes half days.  There are times when you may be 
asked to substitute for several days in a row or even on a long-term basis. 
 

o If you have any questions regarding your schedule or other substitute matters, you may call the 
school site personnel. 

 
o Homedale Elementary   Attn: Shelley  337-4033 
o Homedale Middle School  Attn: Margaret  337-5780 
o Homedale High School   Attn: Sherri  337-4613 

 
 

o Be neat in your appearance.  Substitute teachers are part of our district staff and are expected to 
follow the district Staff Dress Code. (attached) 
 

o Arrive at least 20 minutes prior to the beginning of class. 
 

o When you arrive at school, go directly to the office and check in officially and let them know you 
have arrived at school.  IF you do not sign in at the office, you will not get paid. 
 

o At the end of the regular school day, stay in the classroom at least 20 minutes to finalize the 
activities of the day.  A full day consists of staying 20 minutes after the final bell. 
 

o Know the teacher next door.  Introduce yourself so you can call on someone to answer questions 
about schedules or material for the class throughout the day. 
 

o Please remember that part of your paid day is during the teacher’s prep period.  Stay in your 
classroom to correct papers or prepare for the next subject/class period.  You may be asked to 
help out in the library or another room. 
 

o If the teacher you are subbing for has a duty assignment, you will be expected to fulfill that duty in 
his/her place. 
 

o Remember to close and lock the classroom door during lunch period and after school when you 
leave the building. 
 

o All new substitutes must have fingerprinting completed.  This can be taken care of the Homedale 
Jt. School District Office.   
 

o No phone (cell or regular) are to be used during class time. 
 

o No personal computer, internet or email time is allowed during class time (unless specific in the 
lesson plan.) 
 

o Make an effort to check as many papers as possible during your day in the classroom.  Essay 
work or tests should be left to the permanent teacher.  Some teachers may prefer that substitutes 
do not correct papers.  Leave these papers for the teacher. 
 

o Report accidents and/or illnesses to the main office. 
 



 
BEING PREPARED 

 
 
 
In the Classroom Before School Begins: 
 

o Put your name on the board and then familiarize yourself with the room. 
 

o Read through the lesson plans left by the teacher.  Make sure to identify books, handouts, 
papers, and other materials. 
 

o If needed, ask a neighboring teacher questions about the day’s plans. 
 

o Make sure you understand fire drill procedures for the school you are subbing in.  Each school 
has specific procedures, but remember the main ideas are to have students close all windows, 
turn off the lights, have the students walk out of the room in an orderly manner, follow the fire 
escape route map posted in the classroom doorway, and make sure the door is shut when the 
class leaves. 

 
Throughout the Day 
 

o Do your very best to follow the lesson plans and carry out the activities assigned during the time 
frame provided. 
 

o Establish your rules and expectations very clearly at the beginning of the day/period. 
 

o Send only one student at a time when students need to go to the restroom or the library.  When 
the first one returns, the next student may be excused. 
 

o Never let a class leave early to lunch or to the next class unless you have been directed to do so 
by the principal, teacher next door, or the regular teachers in the classroom. 
 

o Have all classroom sets of materials (calculators, scissors, books, art supplies, etc.) returned 
before a class leaves the room. 
 

At the end of the day 
 

o Review the activities for the day. 
 

o Complete a Substitute Response Form.  Turn the form into the office before leaving the school. 
 

 
 
 



 
CLASSROOM MANAGEMENT AND INSTRUCTIONAL TIPS 

 
 
 

1. Begin instruction immediately.  Students need to know you intend to use the instructional time 
effectively.  There will not be time for students to have nothing to do and therefore get into 
trouble. 
 

2. Give clear, precise instructions. 
 

3. Use the “I understand” technique.  There are two words that can stop most protest from any 
student and you take control of the situation.  These words are, “I understand, however, that’s the 
way it is.” 

 
a. If a student says, “But that’s not fair!” You can say, “I understand, however, that’s the way 

it is.” 
b. If a student says, “This assignment is stupid,” you can say, “I understand, nevertheless 

you will need to have it completed for class tomorrow.” 
 

 
4. Watch for those who understand and those who seem confused. 

 
5. Have those who seem to understand reiterate what you have just said.  Check for understanding. 

 
6. Show examples on the board and overhead. 

 
7. Ask for student participation. 

 
8. Keep it interesting! 

 
9. Ask if there are any questions and answer these as fully as possible. 

 
10. If the majority of students know what to do, let them begin. 

 
11. Stay with those who still have questions and work one-on-one with them. 

 
12. Take an active role as a teacher.  Move around the room throughout class time to monitor student 

work. 
 

13. Meet your students at the door as they arrive to class. 
 

14. Strengthen desirable behavior of students through positive reinforcement.  We have a tendency 
to want to work the other way all the time – weaken undesirable behavior using negative 
statements and processes. 

 
 
 
 
 
 
 
 
 
 
 



 
RESPONSIBILITIES OF THE REGULAR CLASSROOM TEACHER 

 
 
 

1. Have the following materials in or on the desk in the classroom, or in the principal’s office: 
 

a. Daily lesson plans made out in detail. 
b. Daily and weekly time schedule of classes. 
c. List of pupil’s names and seating chart. 
d. List of supervisory responsibilities (coaching, clubs, etc.) 
e. Fire drill and other emergency procedures. 
f. Important or unusual information about any student (IEP’s, physical problems, etc.) 
g. Any duty assignments (lunch, bus, recess, etc.) 

 
2. Have copies of textbooks, manuals, and workbooks being used on the desk in the classroom. 

 
3. Discipline plan for the classroom must be readily available with specifics for your classroom 

(wandering students, classroom aide duties, computer usage, working together on assignments, 
noise levels, getting drinks of water, going to rest room, etc.) 

 
 
 
 
 
 
 



 
Substitute Response Form 

K-4 
 
 
 
Substitute:_______________________________________ Date:____________________________ 
 
 
Substitute for:____________________________________ School:__________________________ 
 
 
Notes regarding lesson plans: 
 
 
 
 
 
 
 
Notes regarding behavior: 
 
 
 
 
 
 
 
Students who were absent: 
 
 
 
 
 
 
 
Message for the permanent teacher: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please let me know of any areas you feel I can improve to be a better substitute for you. 
 
My e-mail address is ___________________________________. 
 
 



 
Substitute Response Form 
High School/Middle School 

 
 
 
Substitute:_______________________________________ Date:____________________________ 
 
 
Substitute for:____________________________________ School:__________________________ 
 
 
 

Period Notes about lessons Notes about students 

1 

  

2 

  

3 

  

4 

  

5 

  

6 

  

7 

  

 
 
Messages for the permanent teacher: 
 
 
 
 
 
Please let me know of any areas you feel I can improve to be a better substitute for you. 
 
My e-mail address is ___________________________________. 
 



 
Homedale Jt. School District #370 

Substitute/Guest Teacher Feedback Form 
 
 

Substitute/Guest Teacher  

Date of Job  

Would you recommend this person to 
be sent for your position again? 

 
Yes ______________     No________________ 

If not, why?  

 
 

Please rate the 
following areas as 
appropriate to the 

position filled by the 
substitute/guest teacher 

Acceptable Needs 
Improvement 

Poor/Unacceptable 

Ability to follow lesson 
plans 

Displays ability to work 
through assigned lesson plans 

   

Classroom Control 
To the best of your 

knowledge, this person was 
able to monitor student 

behavior and work effectively 
with students 

   

Work Production 
To the best of your 

knowledge, this person was 
able to monitor student 

behavior and work effectively 
with students. 

   

Communication 
Displays the ability to 
communicate back to 

classroom teacher with the 
details of the day and 

communicate with other 
teachers during day if needed. 

   

Completion of Day 
Materials and supplies were 

ready for the regular 
classroom teacher to take 

over.  The classroom is left in 
an orderly fashion for the next 

day. 

   

 
Other 

 
 
 

   

 
 
 
Employee Signature______________________________________ School____________________ 
 
 
Administrator’s Signature and Date________________________________________________________ 



 
Homedale Jt. School District 

Code of Dress 
 
 
 
DRESS AND APPEARANCE 
 
“One of the reasons we have schools is for students to learn what is appropriate.  Young people learn 
what is appropriate in society by looking at their adult role models.  You dress and your behavior are what 
young people will take to be appropriate.”       -Harry K Wong 
 
As professionals in our schools, we realize and value the public’s perception of our roles as mentors and 
models for students.  WE, therefore, set the following outline of “reasonable expectations” for all 
professional staff. 
 
The following dress code will apply to all teachers, counselors, paraprofessionals, substitutes, 
secretaries, administrators, and contracted providers throughout the District.  It is to be applied for all of 
the days students are present, parent-teacher conferences, and professional development days. 
 

 
 
 
 

DRESSING UP IS ENCOURAGED 
 
The following is considered an outline of professional dress choices, unless otherwise specified 
by the Principal or Superintendent: 
 
 
Males 

 Pinpoint or button-down dress shirts 
 Dress knit shirts 
 Dress/casual slacks 
 Blue jeans on activity days as defined by the principal (spirit day, special classroom activities, 

field day, etc.) 
 Dress/knee length shorts 
 Socks 
 Neckties 
 Business suit 
 Sport coat or sweater 
 Holiday, theme, or school shirts 

 
 
Females 

 Business suit 
 Jumpers, dresses, skirts (appropriate fit and length) (Denim/Chambray fabric acceptable) 
 Dress/casual slacks or capris 
 Knee-length dress shorts/skorts of appropriate professional fit and length 
 Dress shoes, casual shoes, boots 
 Blouses, knit shirts, cotton shirts, sweaters (moderate neckline). 
 Holiday, theme, or school shirts 
 Blue jeans on activity days as determined by principal (spirit day, special classroom activities, 

field day, etc.) 
 
Inappropriate/Unacceptable Attire 



 
 Backless, see-through, tight fitting, or low-cut blouses/tops/dresses 
 T-shirts, lycra, spandex, midriff tops, tank tops, muscle shirts 
 Cut-off jeans/shorts 
 Sweatpants 
 Athletic shorts, spandex (shorts or pants) of any length 
 Faded, holey, or tattered jeans 
 Mini-skirts 
 Jogging suits 
 Denim overalls 
 Rubber beach-style flip flops 
 Bare midriffs/lumbar regions 

 
 
Exceptions 

 Gym Teachers: Gym clothing appropriate to activity 
 Field Trips/Field Days: Modest, appropriate to activity 
 Special Days: Holiday clothing/school spirit/thematic clothing with Principal’s approval 
 The Principal may grant exceptions based on job-related needs. 

 
Any casual dress or accessories not stated above must at all times meet or exceed standards set for our 
students in each of their respective schools. 
 
 
Enforcement 
School District staff members who do not, in the judgment of the administration reasonably conform to 
this dress code shall receive a written notice from the administration.  Repeated violations could result in 
disciplinary action by the Superintendent against the staff member. 
 


