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Introduction 

 

Welcome to the Plattsburgh City School District! As a substitute teacher, the service you provide 

to the district is invaluable. The opportunities for students to learn must continue, regardless of 

the reason(s) a teacher is absent. The services of dependable, well-prepared substitute teachers 

are essential to Plattsburgh City School District as we strive to meet the educational needs of our 

students. The information contained in this handbook is provided to assist you in this vital role. 

The school district depends on you to be available to substitute during the time and in the grade 

levels/content areas that you have indicated to us upon interviewing with the district. Therefore, 

if you become unavailable for a period of time or change your preference of grade levels/content 

areas, please contact the district office at 957-6000. If you refuse work for ten consecutive calls, 

your name will be removed from our substitution list. 

In order for the Frontline AESOP system to be most effective at filling vacancies, please adhere 

to the following: 

• If you become ill and cannot report to the job, please notify the Frontline AESOP system 

immediately. 

• Do not sign up to be a substitute unless you are available to work. A substitute is required 

to be available to accept jobs at the time of employment. 
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• Please accept the jobs that are offered to you as often as possible. We will give you 

several options from which to choose, however sometimes no choices are available, and 

children need a teacher in the classroom. 

• Do not accept the job unless you can work the entire job. For example, do not accept a 

full day job if you can only work a half day. 

Please use this link to access Frontline AESOP training - https://absence-

help.frontlineeducation.com/hc/en-us/articles/115003385048-Substitute-Basic-Training-Video 

 

Frontline AESOP can also be added to a Smartphone. 

Getting Started Access the app store on your mobile device and enter "Frontline Education" in 

the search bar. Press the Get or Install button and install the app. 

 

Once the download is complete, a welcome page will display. Press Get Started to proceed. The 

Sign In page then appears. Enter your Frontline ID account or use SSO and sign in. 

 

Thank you for your willingness to serve the students of the Plattsburgh City School District. We 

look forward to having you join our team!  

 

https://absence-help.frontlineeducation.com/hc/en-us/articles/115003385048-Substitute-Basic-Training-Video
https://absence-help.frontlineeducation.com/hc/en-us/articles/115003385048-Substitute-Basic-Training-Video
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Substitute Teacher Qualifications 

Application Process  

Applications can be found online at www.plattscsd.org. If you have questions regarding 

substitution, call 518-957-6000. 

Applicants must complete the following documents before becoming eligible to serve: 

1. Substitute Teaching Application 

2. Copies of certifications received if applicable.  

3. College transcripts if applicable 

4. Fingerprint clearance. 

Once the application process has been completed, eligible applicants will be scheduled for an 

interview with the Assistant Superintendent for Curriculum and Instruction. The interview 

consists of the following: 

1. Review of application 

2. Discussion of experience 

3. Review of district organization and demographics 

4. Creation of a profile for Frontline AESOP (electronic substitute clearinghouse) 

5. Completion of financial paperwork in the Business Office 

6. Tutorial on Frontline AESOP 

Each summer Plattsburgh City School District provides a substitute orientation. All substitutes 

are mandated to attend this orientation. If a substitute applies during the year, many of the items 

in the orientation are reviewed individually at the time of interview. 

 

Hours of Instruction 

Under ordinary circumstances, the substitute teacher should work the following hours: 

Elementary School - 8:15 AM to 3:00 PM 

Middle School  - 8:00 AM to 3:30 PM 

High School - 7:50 AM to 3:20 PM 

 

Hours for Half Days 

(AM Substitute) 

Elementary Schools - 8:00 AM to 11:30 AM 

Middle School  - 8:00 AM to 11:30 AM 

http://www.plattscsd.org/
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High School - 7:50 AM to 11:43 AM 

 

(PM Substitute) 

Elementary - 11:30 AM to 3:00 PM 

Middle School  - 11:30 AM to 3:30 PM 

High School - 11:44 AM to 3:20 PM 

 

Procedure for Payment of Substitutes/Long Term Substitutes 

A regular substitute teacher is defined as one who works daily for various teachers or one who 

works for the same teacher fewer than 36 consecutive days. A regular substitute teacher will be 

paid per Board of Education approved rate for a full day or service of half day of service.3 

Both regular substitute and Long-Term substitute teachers are paid only for actual days worked 

in the classroom. They receive no compensation for days not worked including sick days, 

holidays, and inclement weather days. 

 

Successful Substitute Teachers Always 

√ Dress professionally 

√ Wear school ID badge 

√ Are courteous when speaking to students and staff 

√ Allow ample time to commute to the school in which they will be substituting 

√ Execute all lesson plans as they are written 

√ Leave notes for the teacher upon his/her return 

 

 

 

 

 

 

There will be times when the permanent teacher cannot 
provide lesson plans, substitute cannot access 

technology needed to carry out lesson plans or substitute 
does not understand the plan that is left.  In these 

instances, please contact the main office, inform the 
administrator and ask for guidance. 
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General Duties 

Punctuality  

• You must report to duty before the official start of the school day. 

• Many experienced substitutes recommend arriving at school at least one hour before the 

start of school to prepare their plan for the day. 

• Schools have different starting times, so be sure to listen to the time given in your 

assignment information to know when to report.  

Reporting to the School Site 

• Arrive at the school site at the regularly scheduled time or, if you have received a late 

call, as soon as possible. 

• Report to the building’s main office and record your name on the appropriate sign-in 

sheet. 

• Obtain any keys that might be necessary. 

• Request a copy of the teacher’s schedule and ask if there are any extra duties for the day. 

Clarify the lunch schedule; secondary schools have bell schedules for lunch. 

• Obtain the teacher’s lesson plans, class rosters, materials, attendance forms, etc., if they 

have been left in the office. 

• Inquire about end of the day responsibilities and procedures. 

 

Before Class Begins 

• Introduce yourself to teachers in adjacent rooms so that you will have someone to call on 

if you have a question or problem. 

• Organize materials to be used during the day and check any equipment that will be used 

to ensure that it is working properly. 

• Locate the class seating chart if applicable. 

• Familiarize yourself with the fire drill and other emergency procedures. 

• Check the school’s procedures for reporting attendance and absences. 

 

End of the Day 

• Leave a note for the teacher informing him/her of what was accomplished. Be honest and 

note specific problems or commendations about the class or particular students. 
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• Leave the teacher’s materials and student work in the classroom or in the office as 

instructed. 

 

Teaching Duties 

Before Class Begins 

• Write your name on the whiteboard/Smartboard for students to reference. 

• Familiarize yourself with the teacher’s lesson plans and any accompanying materials. 

• As time permits, make notes on the lesson in your own words so that you will be more 

comfortable with the materials and better organized in your instructional presentation. 

• Write down key concepts, definitions, examples, etc. 

• Write down questions that you will ask students. 

Anticipate students’ questions about the material and be prepared to answer them. 

• In elementary schools, where there are no breaks between classes, quickly review plans 

and organize materials for the next lesson while the children are completing a current 

activity. 

• In secondary schools, once you are familiar with the school routine, remain close to the 

classroom door in the hallways during class changes. 

During Each Class 

• Begin class as soon as the bell rings. A prompt organizational beginning will project an 

“in charge” image. 

• Greet the class and introduce yourself. 

• Follow the lesson plan furnished by the teacher or note any changes you implemented. 

• Present an overview of the day’s lesson. 

• Introduce the activity by including the following information: 

o Topic 

o Instructional objectives 

o Student roles 

o Amount of time devoted to lesson. 

o Related activities being done in class. 

o Evaluation/homework 

 

 

• Throughout the class ensure that students understand the lesson. 

o Give clear directions and explanations. 

o Use visual and verbal cues. 

o Watch for signs of confusion from students and clarify. 
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• If students are doing seatwork or group work, circulate to assist them as needed. Praise 

students who are doing well; give corrective feedback and encouragement to those who 

are having difficulty. 

• Be careful of the pacing of your lesson. Make transitions quick and be prepared for the 

next activity. 

At the End of Class 

• Collect the students’ work. When collecting student work secure all papers and label the 

papers with the activity – verify all papers have been turned in (note any that have not). 

• Summarize what was learned in the lesson. 

• Go over the homework assignment with the class. 

o Explain the assignment. 

o Take student questions. 

o Include an example if necessary. 

• Compliment the students for their performance. Let them know that you will inform their 

teacher of what took place in the classroom. 

After Class 

• Organize and label all student work. 

• If you are unable to complete a lesson, leave a note for the teacher indicating how much 

you were able to cover. 

 

 

 

Classroom Management 

• Maintain behavior in the class at all times. Should discipline problems occur, follow the 

Effective Classroom Management Plan posted in your classroom. 

• Exhibit enthusiasm and confidence. These are visible indicators to students and often set 

the tone for student behavior. 

• Be positive – tell the students what you want rather than what you do not want. 

• Be consistent.  

• Remember that you are the adult – always take the high road.  Anger, sarcasm, threats, 

and belittling remarks have no place in the classroom. 



   

 

11 

 

• Remain calm! The tone, pitch and volume of your voice will strongly influence the 

students.  

• Engage students – be sure to have the attention of everyone in your room before you start 

a lesson.  

• Actively monitor students by moving around the room. 

• Model the behavior and/or learning you want from the students. 

What Should I Do When a Student Does Not Follow Expectations 

Correction Procedure-  

Steps to Address Behavior (need to be used in the order given) 

1. Non-verbal cue (look/proximity) 

2. Restate expectations / Check for understanding / Reinforce (verbally) / Move on 

3. Reflection time within the classroom (2 minutes). Teacher checks in with student to 

return to instruction. Reset an additional 2 minutes if needed. 

4. Reteach outside of instruction (time may vary for individual need). The goal is to return 

the student to instruction as soon as possible after the behavioral skill set has been 

practiced. Reteaching occurs by Classroom Teacher (adult in charge of setting). 

 

End of Day Reflections 
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Substitute Teacher Evaluation 

• Effectiveness as a substitute is directly related to ability in managing students, carrying 

out teacher plans, and working cooperatively with others. 

• PCSD teachers may provide feedback to an administrator or directly to you concerning 

the success of the substitute. 

• If there are unfavorable incidents or reports regarding a substitute that needs to be 

addressed, the appropriate building/district Administrator will review the matter and act if 

necessary. 

 

Substitute Teacher Evaluations 

The Plattsburgh City School District does not conduct formal evaluations of substitute teachers; 

however, teachers or principals may submit a substitute performance report at any time. When 

the performance of a substitute teacher is reported to be unsatisfactory the following will occur: 

 

1. A deficient performance review will prompt the building administrator to inform the 

substitute of the issues reflected (by phone or in person meeting).   

2. Suggestions from the building principal will be offered to the substitute so corrective 

action can occur.  
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3. Copies of the initial evaluation form and follow-up correspondence will be documented 

and maintained by the building principal and copied to the Director for Curriculum and 

Instruction. 

4. Another violation in the same building will make it possible for the substitute teacher to 

be blocked from returning to that particular school or, if the infraction is major, may be 

removed from the substitute list altogether.  

A substitute teacher may be removed from the district substitute system for failure to 

satisfactorily perform the job. Reasons for removal include, but are not limited to the 

following: 

1. Repeated refusal to accept assignments (more than 20 refusals overall or 10 consecutive) 

2. Repeated cancellations (30% of days accepted have resulted in cancellation) 

3. Use of profanity  

4. Use of corporal punishment  

5. Failure to follow instructions of the administrator.  

6. Failure to properly supervise students and ensure student safety.  

7. Sexually harassing a student or school employee  

8. Failure to perform assigned duties.  

9. Having a weapon on school/district property  

10.  Failure to act in a professional manner.  

11.  Gross misconduct  

 

 

Substitute Teacher Performance Review 

 

Substitute:  ___________________________ Date:  ____________________ 

Teacher:  _____________________________ Grade:  __________________ 

School:  ______________________________ Subject(s):  _______________ 

This form is to be completed by the teacher on the day following the substitute’s teaching. 

Please place a check under the response that best represents your evaluation of the substitute. 

ITEMS YES NO 

1. Lesson plans were followed as directed.   

2. School and classroom procedures were followed.   

3. Adequate and accurate information was left by the substitute   
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regarding the day’s activities. 

4. Classroom, teaching supplies, and equipment were left in a 

satisfactory manner. 

  

 

Overall Appraisal of Substitute Teacher 

On a 5-point appraisal scale (#1 Excellent to #5 Poor), please circle the number that best 

describes the substitute teacher’s performance. 

__________________________________________________________________ 

1   2   3   4   5 

 

Additional comments should be attached. 

 

__________________________________________________ 

Teacher Signature 
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Emergency Drills/Responses/Information 
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