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ABSTRACT 

Dev2lopment and ementation of a Program to Improve the 
Effectiveness of Substitute TeachersQ 
Boutwell, Connie E., 1987: Practicum Report, Nova University, 
Center for the Advancement of Education 
Descriptors: Administrator Responsibility/Discipline/ 
Improvement P~ograms/Lesson Plans/Needs Assessment/Program 
Effectiveness/School Surveys/Substitute Teachers/Teacher 
Improvement/Teacher Effectiveness/Teacher Responsibil1ty/ 
Teaching Conditions 

The author developed a program to aid regular classroom 
teachers in development of lesson plans for substitute teachers 
and to assist the substitute teachers in the jmp~ementation of 
those plans. The program's ectives were to improve 
substitutes' performance, to have substitutes follow teacher's 
lesson ans and leave summaries of their classroom activities 
for the regular teacher. 

The strategy was directed to the administrators, the class
room teachers and the substitutes. Substitutes were given 
i~formacion packets giving them directions concerning atten
dance and other school-wide policies. Teachers were given 
model lesson plans and suggestions. Administrators assessed 
evaluations of the substitutes by the teachers as well as 
substitutes' reports of their experiences. Results of a 
pre-implementation survey and teachers 1 evaluations of 
substitutes during the program indicate that the program 
objectives were met. (Appendices include letters from 
teachers and principal, teacher survey results, evaluation 
forms used by substitutes and teachers, and results of teacher 
evaluations of substitutes.) 
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CHAPTER I 

P U R P u S E 

The setting for the practicum was a high school in Florida 

with an enrollment of approximately 2200 students. The school 

population was approximately 65% white, 25% black and the re

mainder composed of other minorities including Hispanic, 

Oriental and Native American~ English ~as the language pri

marily spoken in the majority of the student's homese 

The school staff consisted of nine administrators, five 

guidance counselors, two librarians and 131 classroom teachers. 

School Lecords indicated that 61% of these staff memebers held 

advanced degrees. Seven teachers were teaching at least one 

class in a subject for which they were r.ot certifiEd. All 

other teachers were teaching in their certified subject. 

The writer of this report had been a mathemati2s teacher 

in the school described for seven years, with a total of eight 

years experience teaching high school mathematics. Teaching 

responsibilities of the writer ii.eluded two classes of 

Trigonometry (Honors), one class of Algebra II (Honors), and 

two classes of General Math I (Regular). These classes 

presented the writer witb stud(rnts from gl"adc 1Pvels ninE:: 

tbrouqh twPlve. 

'To f a i 1 j t·, a t e t h C' i mp 1 nm c• n t ,1 t· i on o f t h i ~; pro q ram th c 

h'' r,; i. t n L pr inc 1 pal w a 'mi.n i t 



classroom teacher when a substitute was required and who in turn 

assigned one of the school's three permanent substitutes to 

the classroom. The permanent substitutes were full-time ~m

ployees assigned permanently to the school. In the event that 

more than three substitutes were needed in the same day the 

assistant principal contacted the north county ?.rea personnel 

technician .. 

The coastal area of the cocnty was divided into three 

sub-areas for the purpose of assigning substitute teachers. 

Tha subject high school was assigned substitutes through the 

north County area substitute off ice,. The personnel t echniciar. 

was the person contacted by the a.ssistant principal & 

The north county area substitute off ice maintained a list 

of certified substitutes. The personnel technician only 

assigned substitutes to a high school if that substitute had 

indicated a willingness to teach in a high school. 

Th·-::?re were 45 substitutes in then orth county area s ubsti

tute poo: who had indicated that they were available to teach 

at the target high school. Five of those 45 had less than a 

four }':.:..1r degree, 33 had Bachelor's Degrees and seven had 

Master•s Degrees or better. All of the 45 were certified by 

thP state to substitute in any subject arPa. 

Durinq the month of October, 1986, in the targt~·, hi 

sch o o 1 , a n a v c r a g e of CJ . ·i t. each e rs pc· r d a y t-: c r c .J b sen t f r o rn 

their clas room, according to records l,cept by thP assistant. 

principal. Pc•a ems for U1f' absr:ncE>s includr'd pPrsrnHl (11· 
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family illness, temporary duty elsewhere, or personal leave. 

Since the high school employed three permanent substitutes, 

six substitute teachers were requested from the north coun 

area substitute office~ Although some of these substitutes 

worked at the ~igh school frequently, many substitutes came 

into the school totally unfamiliar with its policies on dis

cipline, its bell schedule, including staggered lunches, or 

any of several other areas perhaps uni~ue to the school. 

t On the average school day 61% of the absent teachers were 

out on temporary duty elsewhere or on personal leave. That 

allowed th2m to plan well in advance and leave well thought

out plans for the substitute to implement. Thirty-nine per 

cent, however, vgre absent for emergency reasons and lesson 

plans were transmitted via telephone, rela in through another 

teacher, or often brought in by the ill teacher personally. 

The subst1tute•s unfamiliarity with the schcol, his 

possible unfamiliarity with the subject matter, and the fact 

that le~son plans might have been hastily drawn indicated the 

potential f0r problems. 

'J'he hj 1~h ~chool had a committee composed of f :1cul ty members 

who reported LO the principal areas that were considered pro

hlems by at lewst some members of the faculty. The writer of 

tLe practicum was a member of that committee~ At orH:> me,·ting 

th0 cuncern of the faLulty over problems dealing with bstiLutc 

teiF•11ers was <3Xpn:ssed. Tlw p.r inci pal was told t.hal subst i tuh.'s 

r ten irnfami.liDr w1Lh school policier~, son1c:'ltimP did t1ot. 



use lesson plans left by teacher, and the opinion was ex

pressed that some uniformity should be developed in the 

school's substitute teacher program. 
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The principal consequently agreed that further investi

gation into the problem was warranted and instructed the 

writer to attempt to improve the situation. (Appendix A) 

In order to determine if these concerns were widespread 

among the faculty the writer conducted a survey. (Appendix B) 

The results of the survey confirm that the effectiveness of 

the substitutes in the school was perceived as a problem by 

the faculty. 

Eighty-six faculty members completed and returned the 

survey to the writer. This represented a 65% response. 

While almost 77% of those responding reported that 

lesson plans were always relayed to the substitute, less than 

39% said that those plans were always followed by the substitute. 

Fifty-two per cent said substitutes did not always leave 

a list of absences for the teacher and, more importantly, 65% 

reported that records were not always left to indicate if 

students who had previously been absent were excused or un

excused. This notation was highly important since the granting 

of credit in a course for certain students with attendance 

problems j s determined on the busi~.·~ of thC' type of absence 

incurred. 

While rso,}{, indi t0.d t.hat subst.it.ut0s did alway l('avci 

papPr and information so thal iL w,JS rasily hicated, onlv l7'\, 



said that they always left a class by class summmary of 

activities of the day. 

Almost half the respondents said rooms and labs were always 

left in good order, half said sometimes or never. 

Slightly over 30% of those responding said they were always 

satisfied with their substitutes overall performance. Over 

65% of the teachers saw a need for improvement and uniformity 

in the materials and instructions given substitutes. A full 

79% said they had never been as1',ed by admir, _ration to eval

uate their substitute. 

Several faculty members elaborated to the writer on their 

concerns with substitute effectiveness, and at the writer's 

request, put those concerns in writing. (Appe!1dix B) 

Very clearly, there was a problem which existed between 

what the teacher wished to be done by the substitute and what 

was actually done. The writer addressed this problem by 

desi~ning and implementing a strategy to increase substitute 

effectiveness. The ~trategy was to become a regular part 

of the substitute teacher program at the high school. 

Over a period of n:ne weeks the substitute teachers 
I 

were to have performed satisfactorily 70% of the time. This 

satisfactory performance 70% of the time was to reflect an 

improvement of 40% as measurQd by comp.1ri ng \~1assroorn t0ac1H?r '~::: 

rr• ponso to a substitutt? effectivcrH::>sq survriy prior to th,:) 

r,:·oject with thP lPache:r's evalu{)tio11 of substitutP'~, pPrform,1nt~c 

i.:r inq the, i mpl emrjnta ti nn. 



Over a period of nine weeks the substitute teachers 

were to have followed pla11s for classroom instruction and 

assignments left by the classroom teacher 80% of the time. 

0 

This 80% compliance was to reflect an improvement of at least 

40~ as measured by comparing classroom teacher's response 

to a substitu~e effectiveness Eurvey prior to the project 

with the teacher's evaluation of substitute's ~rformance 

during the implementation. 

Over a period of nine w~eks the substitute teachers 

were to have left satisfactory summaries of day's activities 

for classroom teacher 80% of the time. This 80% compliancR 

was to reflect an improvement of at least 50% as measured 

by comparing classroom teacher's response to a substitute 

teacher effectiveness survey prior to the project with the 

teacher's evaluation of substitute performance during the 

implementation~ 
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CHAPTER II 

R E S E A R C H A N D S O L U T I O N S T R A T E G Y 

In order to formulate a solution strategy to achieve the 

outcome objectives decided upon, the writer reviewed docu-

ments relating to the practicum topic. These included articles 

whose focus was on the substitute teacher, as well as those 

which dealt primarily with preparations for the substitute by 

the regular teacher. Still other authors loo~; upon lack 

of effectiveness by substitut~s as a purely administrative 

problem. 

Bo0th (1981) outlines one of the most comprehensive 

approaches encountered by the writer. He begins with the 

principal's interview of p~ospective substitute~ to identify 

those appropriate to the particular school. He places great 

emphasis on the use of an orjentation packet for the substitute 

which includes a map of the school with cafeteria, classroom, 

and library clearly identified, and attend?.nce reporting 

procedures tnoroughly outlined. 

Booth says three basics which must be left by the teacher 

lesson plans, attendance roster and seating chart. 

Tre importancr~ of the USQ of the information packet for 

s u b s t i t U t f's w d en do rs e d by Send or ( 1 g B 2 ) . Th C pa"; l·~ !'? t sh o U id 

include forms typically usPd at scl~ocl, f~lw ;1ys, such as 

h 1 p ::i s rw , cLi s c :i p l i rw r c f r:~ r r.J 1 , a n d m c' d t c e n t 0 r a d m it 

Srindor al.so Pndorsr? th<:' unc' of pv;1lu;1ti.r-n at Lh(' f't1d 

hP 
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materials left to him by the c~assroom teac~er and the teacher 

should report in writing to the administration on the effective

ness of the substitute. This accountability on the par~ of both 

teacher and L~bstitute is quite effective, she says. 

Nelson (1983), a substitute teacher, placed emphasis on 

materials and instructions left by the classroom teacner~ 

The seating chart plays an extrem~ly important role. 

Nelson says the use of a seating chart insures that teachers 

can call unruly students by name which helps to prevent disci

pline problems. The importance of the use of the seating 

chart in taking attenaance is noted. This prevP.nts students 

from answering roll for another student who is not present. 

Nelson says that lesson plans must be in specific detail. 

If students are to watch a film, for example, plans should 

indicate if they are tot notes. If such details are left 

to the substitute's discretion it should be noted and ~.,an 

the teacher should follow through 8n the substitute's instructions. 

According to Nelson, the ~6gular teacher should assure 

students that work done during substitute's stay will be 

collected and recorded. The students si1ould know that lPArning 

is 0:~pected to contir:1::2 in the presence of the substitute. 

Gunderson and Snyder (1985) listed several things that 

teachers Ciln do to help the substitute be more 0ff0ctivG. 

The y nc.1 m c d t n~ a t i n q sub !3 t i tu tr:• s 1 •: c :~ Li.? r s , n r o v i d i n q a n 

j n r or ma t i on pa r~ ,cc, t , c.c• f i n i n q d U:~ c i p l .i n P pr,, c e d u n:~ r: ,: i th i n 

' .. heir t·];,,;;;rnom and FiPLtinq the.• t1Lmo~1ph<'rr within th.::- cl,1t~::r0,)m 

t n p ,"J V (' L hp u il y f ( I r t h (' s lJ b r~ t. i t u t (' . Th f' V ! ' o'l r \' I h' l s t\ hir' n t F 



should be told that the teacher uill be out (if the teacher 

knows in advance), that students should be aware that the 

substitute is a teacher with authority. 

Kraft (1980) outlined a program used in Ewing Township 

':j -

Nell Jersey whf ch proved effective in improving the quality of 

substitute teachers. A ten week course in substitute teaching 

is offered as part of the adult education program. Kraft also 

described a six ueek program in the Wilmington, Delware public 

school system which covers school objectives, introduces 

substitutes to administration, guidance and the health staff. 

Kraft says many school systems hold annual seminars or inservice 

programs for prospective substitute teachers. 

Barrios and Kirkland (1978) developed a workshop as part 

of a program to enhance the utilization of substitute teach2rs. 

The series of workshops was held for pros?ective substitutes, 

as well as adrainistrators. The result was a substantial reduc

tion in negative job evaluations by administrators of substitutes. 

Rundall (1981) ernphasizes an administrative approach 

to as::;;istin9 substitutes. Department chairpC>rsons should greet. 

substitutes ~nd help them locate lessor plans and materials 

ur.d chc:rcJr. in with tht?m duriw; tlH' day. The plant n.dmiuir~tr.:1tors 

.f; h n J i d .;) l s O Ch ('li CK by ,J t l (' il st On Cc• a n d sh() u 1 d p rcn· i d (I 9 en 'l..,, r a l 

infr,rmJtinn about the school includinr, beJl ~~chPdHl(?::'3, and .. :.\nV 

,,,,p•:i;ition from nnrm,1l routi:ir• pl.J1P1<"'d fnr thr' ,:i;1r. 

{)(~rl}" ;H:'-1 ilnPtempo ( ]'JfH..) (tHplic.d<? lll(H:t ()f Hundal t.•~:i 

:-,or;.-,(~···'\t., j nnt, hut add t.o t hrt l i r: t. of item: f>?"nV hh:~d by l' tu~ 

. i d r~:. 1i n i •-; i r : , t i ,., n . I\ d m i n j F: , r . i t ( n· .r; , , h ,, ., u l d , 1 t \; .,i , • ri r P v , d r· . \ : : u ~ 1 • 



stitute ~ith the name and room number of a person nea~ by 

whom they can call on for assistance if needed. 

See (1970) described an unusual but effective method 

10 

of improving the quality of lesson plans left by the regular 

teacher. She said that having regular teachers substitute 

for other teachers in di~ferent disciplines increased the 

appreciation of the teacher for the substitute's inability 

to interpret lesson plans. After this experience regular 

teachers understood the importance of specific plans. 

Several feasible strategies recurred throughout the 

research. 

In some studies the lack of effectiveness of the sub

stitute was viewed administratively. Many programs dealt 

with the problem by working only with the substitutes ~hile 

others felt that the lack of planning by the classroom teache~ 

was the source of the problem. 

While conducting a review of the literature, the writer 

consulted with the principal 0f the subject school, ~ith the 

assistant principal who coordinates bet~een substitutes 

i.ln'J re9uJar teach1::'rs, with administr.Jlors from othc:-r schools, 

with the r,,:orth County Area Personnel Technici·:111;, and \,·ith 

Pf;pr·•c11·11y !v·1pful .IP tnodjfr1nq tin• r:tr,ltf'tty tr, fit' t}H, p:tr

: c u l d r n ,. r1 d : . rd t ti c- r: c· hr•< 1 " • 
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locations. This approach ~as discarded the ... -ri. ter since 

the Kriter wished to keep the project within the school 

and such a project would entail county level administrative 

participation. 

The writer fP.lt that having regular teachers substitute 

for absent teachers in other disciplines, while cert~inly 

novel, would prove to be disruptive to the learning 

atmosphere of the school as a whole. The school principal 

agreed with the writer. That strategy was therefore ruled 

out. 

The writer ultimately devised a strategy to improve 

substitute effectiveness through directing attention con

currently in three possible directions as suggested by 

Feldman (1981). She suggests that substitute ineffective 

ness was a multifaceted problem. 

The first focus of ~he strategy was to provide 

incre~sed administrative awareness and assistance to the 

substitute by improving ti1e materials provided for the sub

stitute relating to the school in general and by increasing 

the substitutes awareness of what was expected of him. The 

second was by approaching the CLassroom teacher with assis

tance and suggestions doalinq with relati;,q thPir QXpt::-cta-

t i on to th f" subs t .i t u t E:1 t. h r o iJ g h r 1 c' ,-ir i n t r u ct i on s and 

p 1 ..:rn ;; .. Th,:, t h i rd pa r t i n v o 1 v e d i n p u t i o t h 0 ad m i n i s L r a t on 

in thQ fc rm of cvuluation . ThP c a r\H1m tr-,1c·!1<•r Pva)uatcd 

t h c.:• r· f ' 1, j v ,, n P s s o f t ti r 11 b s t i 



jn turn evaluated the qu~lity of the plans and materials 

left oy the teacher~ These evaluation forms were suggested 

by Porwo!l (1977). This integrated approach to dealing 

with the pro~lem was implemented during a nine week 

period. 



CHAPTER III 

M E T H O D 

The implementation of the strategy was an on-going 

project d~ring ,a nine week period beginning December 8, 

1986 and ending the week of February 16, i987. The assistant 

principal for Plant and facilities agreed to implement all 

parts which required direct interaction with substitute 

teachers. The writer was responsible for all other phases 

of the implementation. This included surveys, compilation 

of folders and other materials for substitutes and class-

room teachers and distribution of evaluation forms to class-

room teachers. 

Beginning in Week 1 and continuing throughout the 

nine week period, the assistant principal, when contacting 

the north area personnel E:?chnician to request a substitute, 

noted the number of the parking place of the absent teacher 

ard passed that information along as well as the subject area 

of the teacher. 

Also, beginning in We0k l ~nd continuing throughout the 

nine week period, substitutes were greeted upon their arrival 

by the , .1 s s i r, ta n t p r i n c i pa 1 a n d g i v c 11 a s u b s t i tu t c f o l d c> r . 

On the front of the substitute folder was 2ttached a 

rw a t 1 on u f L he c 1 a s ::; '" s . No L ;lt· i on of w h i ch l u n ch sch t~ du 14..-. 
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lunch schedule with half of the teachers having lunch before 

fifth period and the remainder having lunch after fifth period. 

Also, on this form, was the department chairperson's name and 

room number. 

Atta~ned to the left inside portion of the folder was a 

sample of t1e attendance scanner that each teacher must 

mark daily to indicate student absences. Instructions for 

marking the scanners were given. 

Or.ly those attendance procedures for which the substitute 

was responsible were included. Substitutes had previously 

be0n given copies of the full set of attendance regulations 

given to the regular teacher. Much of the information con

tained therein dealt with long term attendance procedures 

for which substitutes were not responsible. The modified 

rules included only information p2rtinent to substitutes 

and were intended to facilitate the substitute's proper 

handling of attendance9 

Forms that were included inside the folder were hall 

passes, discipline referrals and media center admits. Also 

in the folder were workroom requisitions and instructions 

on how ~he substitute could use them to have copies made 

if lesson plans called for them. 

On t'he> map of the school, w!d ch K.:ls inside the subsl i-• 

tc folder, trH:? iocation of the cl sroom(s) to be occupied 

tY• ubst. i t11te was mdr.·J·~od in rr-d. Many tet1ChPrs had 

,11 t,•r<"r:i t llrourihout 1 hr' 



~ general information sheet showed the bell schedule, 

the names of assistant principals who handle discipline 

problems and the alphabetical division of students that 

they are responsible for. Other school wide rules with 

which the substitute should be familiar were on the infor

mation sheet. 

15 

The substitute was reminded, on the information sheet, 

that learning was expected to continue to take place in their 

presence, that they were to adhere as closely as possible 

to the teacher's plans and that they were not considered to 

be baby-sitters. 

At the beginning of Week 1 regular classroom teachers 

were supplied with a model of a personal substitute folder. 

They were each encouraged to prepare one for their own use 

and it was recommended that it be kept in a ~~ace that was 

easily locatable by a substitute. This folder contained 

seating charts for each class, which the teacher would update 

from time to time. It contained specialized instructions to 

the substitute concerning the location of the teacher's 

editions of textbooks and other instructions on classroom 

record keeping specific to the particular teacher. These 

instructions would include where the teacher would like mat

erials and information t.o be left at. day's end. This folder 

was to be used whenever the teacher was absent, wheth1:.:r the 

was an cmrrqency or prc-plilnncd. 

Sc- v P r l t r- a r· l I ri r II s I<. Pd t" h ,' i s L 'i I It pr i Ill' i pal i r lH' 
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could make available to them a form to use for the specialized 

instructions and seating chart such as the one used in the 

model substitute folder. The writer then provided all of the 

faculty with a copy of the seating chart form and instruction 

sheet which they could duplicate and modify to suit their , 

particular needs. 

A large number of absences for teachers are due to temp

orary duty elsewhere or are personal leave days and are 

therefore preplanned. Teachers at inning of Week 1 were 

given guidelines and suggestions for leaving lesson plans 

for substitutes to follow. These suggestions incorporated 

the implorement to keep plans simple and be as specific and 

precise as possible. Teachers were reminded that the substi

tute might not be familiar with the subject area they were 

expected to teach. They were told that it would be better to 

err in the direction of over-explanation than to be too vague. 

Examples of model lesson plans were included to demon

strate. Since substitutes often are unfamiliar with the 

subject which they must teach, the model lesson plans 

included plans for trigonometry, one ect in which most 

substitutes would not be qualified to teach a content lesson. 

Plans for that class i ncludE.:d student activities such as 

tuclerits getting re>inforcemr::nt of prPvioUf3ly learned skills 

h r o u q h sea two r l<: . r~ n C' p rob 1 C' ms t. h c• y we r 0 to ,: o r k we r P l i s t Gd 

in the plans. The plans clo~rly stat0d that work was to be 

indr!pnndcnt and would bP cnll0.ctr-d tl1c net d.-:iy. 



The substitute was instructed to remind students that the 

test scheduled two days later would still be on the date 

announced. 

Model lesson plans were given for a basic math class, 

a subject which a substitute could reasonably be expected 

1 -, 
-'- I 

to teach. Even in this situation each example to be written 

on the board by the substitute was included. with its step 

by step solution, in the plans. The exact page numbers ~~a 

problems for classwork was include~with students to be 

reminded by the substitute that this wor would be collected 

and graded by the regular teacher. 

It was intended that these very different types of plans 

would demonstrate th(~ degree of detail that tr1e teachers 

should include· in their lesson plans for substitutes. 

Teachers were made aware that they wnuld be asked to 

evaluate their substitutes, that substitutes would be reporting 

on their experiences in the classroom, and the eachers were 

given copies of the forms that they and the substitutes would 

be using. 

The writer was apprehensive c::is to how thi~: phase of thP 

implementation of the practicum project would b~ received 

veteran te;Jchers. The assistant principal h td uqcestE~d 

that they miqht con idc,r t,11<1L the rcpor·t~~ madP 

s t j tu t e Le a ch er s w o u l d b P i1 r or m of "cl w ck i n q t: p '' on t h:·m 

b I t. h c- a d m i n i s t r r1 t i o n . II ow r v ci 1· , t1 1 l o f th c ( ~on Im r 1 n t s 111 :Hi r, 

t O t ''"' ii istant p Ii n i p,1 l and t.htl writ l't' 

\11' r y l'' l I i 
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A teacher with several years experience told the 

assistant p~incipal that his initial reaction was to resent 

the fact that a substitute would report to administration on 

his plans. Then, after considering the positive impact it 

could have overall, and that he, the teacher, would report 

on the work done by the substitute he decided that it was a 

good idea. 

Several teachers commented that the suggestions made 

regarding leaving seating charts were useful and that they 

intended to compile a personal substitute folder immediately. 

One teacher said that it had not occurred to her that 

some of her instructions to substitutes were vague until she 

read the examples included in the model lesson plans. 

Beginning in Week 2 and continuing throughout the 

remainder of the implementation period the substitute's 

folder given the substitute by the assistant principal 

contained a Substitute Te~cher's Experience Report (Appendix 

C). These reports were included beginning in Week 2 in order 

to give teachers time to incorporate the suggestions they 

received into their plans. The report was to be completed 

by the substitute and turned in to the r1ssistant pr-~ncipal 

ilt Lhe end of the day when the foldor ~~s return0d to the 

,i s '"~ i s ta n L pr i n c i pa l ' s o f f i c '? • 

Th c, r e po r t by L h c s u b r; t i t u t. c1 , ;1 s \\' P J l d s n-:i po r t i n n u p u n 

thP (•xpr•rir~ncC'!s of thP day, had p1·ovisio11~; rnr the• !:ubr;titutc 

t o rn ,1 I,: P ;~; pr, c .i f j r: s u q q e s t i o n t o i m p 1 , • v P r; u b: ; t i ! 11 l 1.' .: : 1, r v i c 1 , 

nt 
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principal and the writer. 

Very few suggestions for improveMents were made by the 

substitutes. One suggestion, however, was repeatE?d seve~al 

times in the first few weeks. The substitutes said t.hat 

"something should be done'' regarding access to the classrooms 

b} the substitutes. Due to an administrativu d~rective 

addressing itself to classroom security, keys w~re not given 

to substitute teachers. Instead, custodians were instructed 

to unlock classrooms for the substitutes at the beginning of 

the day. This worked well when all of the classes for the 

day were in one classroom. However, for teachers who ''float", 

that is, hold classes in various locatio~s, the subs itute 

often found herself standing outside a lorked door with an 

entire class of students. 

The school administration would net modify its policy 

regarding issuing keys to substitut~s. However, beginning 

in Week 3 the assistant princiapl made a not of tne schedule 

and room number of floating teachers for the custodians to 

unlock the various classrooms at th2 appropriate times through

out the day. This helped the situa~ion but did not alle¥iate 

t>ie problem si nee custodians were of ten thE 1 ndse occupied 

nd did not alwt1ys open rloors wlw'l t.h v ~:hou.ld have. 

inninq in Week 2 and cont.inuinq throwil1Put U10 

rr,m,:inder of the 'impl0mPnL1tion 1 n d ea ch ti me a u b s l tu l <' 

.i tu L 0 11 i n q a f or m P, i L 1 I l , "cl Ev ,1 Ju , ! i , , 11 1.J f u br: t t u t C' 
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Teacher by Regular Teacher. (Appendix C) A copy of this 

form was placed in the box of the absent teacher on the morn

ing of his return to school with the request that it be 

completed and returned to the assistant principal within two 

days. These eNaluations were read by the a.ssistant principal 

and turned over to the writer to compile the results. The 

results of these evaluations were critical as they were 

compared with t11 e results of the survey taken prior to the 

i~Jlementation to measure improvement. 

Week 4 was semester examination week and there was 

almost no demand for substitute teachers. Week 5 was a 

short week due to a school holiday and\ a teacher planning 

day so the number of substitutes needed that week was 

lower than usual also. 

Evaluation of the project by the writer was the final 

phase of the implementation. 



CHAPTER IV 

R E S U L T S 

Two hundred seventy substitute teachers were required 

during the eight weeks (37 days) of the implementation period 

that t~achers were asked to evaluate their substitutes. One 

teacher was absent the entire period due to catastrophic 

illness and his classes were taken over by a permanent sub

stitute who assumed all the responsibilities of the regular 

teacher. That situation is different and no data is included 

in the report. 

Teachers were frequently absent for m~ltiple consecutive 

days with same substitute coverage. In that type of situation 

only one evaluation was needed. With these exceptions taken 

into account there were 124 substitute evaluations made during 

the last eight weeks of the implementation period. Results 

of these evaluations were compiled rj the writer. (Appendix D) 

One objective of the ~riter was to present evidence 

that substitute tPachers performed satisfactorily 

70% of the time. This satisfactory performance 70% of the 

t.ime was to reflect an improvement of 40% as measured by 

comparing classroom teacheris res~onse to a substitute ef

fectiveness survey prior to the project with the toacher•s 

evaluation of substitute• performance during the implementation. 

or Urn Hf, tPaclHH ing to the substitute pff~ctive-

ne~s sur / ~dmlnis ed prior lh~ praj l 26 ndlcatod 



that they had always been satisifed with their substitute. 

This is a 30.2% satisfactory rating. During the implementa

tion period teachers evaluated substitutes on a scale of 1 

to 5 with 1 as excellent and 5 poor. Ninety-three teachers 

gave their substitute a 3 or higher. This 75% satisfactory 

rating represents an increase of 44.8% indicating that the 

objective was successful. 

It is interesting to note that only seven teachers gave 

their substitute a 3 rating which the writer interprets 

to be marginally satisfactory. The ratings fell heavily in the 

extreme rating categories indicating that substitutes were 

perceived as either very good or very pooorw The assistant 

~rincipal indicated to the writer that he had requested 

that those substitutes receiving very poor ratings not be 

assigned to the school in the future. 

Another objective of the writer was to present evidence 

that the substitutes followed plans for classroom instruction 

and ~ssignm0nts left by the classroom teacher 80% of the time. 

This BO% compliance was to reflect an improvement of at least 

~0% ~s measured by comparing classroom t2acher 1 s response 

t.o a subst~1tut.e effectiveness survey prior h1 the proj(1ct 

w i t h t hr• 1.J' ;H➔ ht" r • s Q v a l u a t i on o f subs t i t u t r, ' t: p e r f o rm ,1 n c e 

'Jur1nq t},,, lmpl•~mentatjon. 

()f ~Ian Hf) tear·lH"'r:; rP:c;pondinq tn t'he sub~titut0 l~ff,"\CtlVf'·

n ,. ·:.; .H s u ,r v" y , 1 d rn i n j s t Pr 0 d pr i o r t o Uw pr o j cc l 1 ·, i n d i , • <'.\ t Pd 



represents a 38.4% compliance. During the implementation 

period 112 of the teachers said that substitutes did follow 

lesson plans. This 90.3% compliance represents an increase 

of 51.9% indicating that the objective was met. 

The third objective of the writer was to present evi~ence 

that substitute teachers left satisfactory summaries of day's 

activities for classroom teachers 80% of the time. This 80% 

compliance was to reflect an improvement of at least 50% 

as measured by comparing classroom teacher's response to a 

substitute teacher effectiveness survey prior to the project 

with the teacher's evaluation of substitute performance during 

the implementation. 

Fifteen, or 17.4% of the teachers responding to the 

substitute effectiveness survey administered prior to the 

project indicated that substitutes always left a class by 

class summary of activities. During the implementation 

period, 107 teachers said that their substitute did leave an 

adequate summary of the day's activities. This 86.2% compliance 

represents an increase of 68.8% indicating the success of the 

objective. 
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CHAPTER V 

R E C O M M E N D A T I O N S 

The purpose of this project was to design a strategy 

to improve the effectiveness of substitute teachers through 
f 

increased substitute awareness of what is expected of them. 

This strategy involved the substitutes, the administrators, 

and the classroom teachers. 

Although developed specifically for a high school 

setting, it was the writers intention to structure a trans

portable model. The program is easily transferrable to a 

junior high or elementary school situation since the 

concepts involved are the same regardless of grade level. 

Modifications would be minor. 

It is the writer's recommendation that model lesson 

plans should be written with specific examples tailored 

to the level of the school so that their applicability 

would be obvious to the teachers. 

Folders provided to the substitute by the administration 

would, of course, reflect the policies and rules of the 

particular school. 

The writer had certain additional recommendations to 

maKe regarding the use of the strategy in the future. 

Even though the project was successful when introduced 

mid year, the writer feels that its acceptance and integra

tion into the school would be gn:l-atl y c•nhanccd i r it, \HH,~ 



initiated during pre-school. 

Model lesson plans and other guidelines for teachers 

would be more effective if they were distributed and 

explained at a short workshop rvther than being merely 

distributed to teachers in their mailboxes. 

For the secondary schools these workshops should be 

departmentalized so that instructions on lesson plans 

could be more specific and subject oriented. On the elementary 

level the workshops should be held by grade level. 

A synopsis of the strategy and its successful imple

mentation will be mailed to administrators in the county 

school system. The synopsis will be sent to the associate 

superintendent for instruction, the assistant superintendent 

for instruction, the director of secondary education, the 

director of elementary education, the director of instructional 

personnel, the north ar~~ superintendent, the north area 

secondary administrator, and the secondary education curricu-

lum specialist for the north area. The writer's name and school 

will be included so that administrators who wish further 

information might obtain it. 

Because of the success of the strategy, it will be 

continued in the p~acticum setting as indicated in the 

let:t r from the prind.palJ (Appendix A) 
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APPENDIX A 

LETTER FROM PP.INCIPAL 



Date: October 23, 1986 

SUBJECT: Substitute Teachers 

Our school has a committee composed of facul y members 
whose responsibility it is to meet periodically w th the 
p~incipal to make him aware of various concerns o the 
faculty. At one such meeting it was brought to my attention 
that f acu 1 ty members are concerned about U,c performance 
of some substitute teachers in our school. 

After meeting witl1 the Assistant Principal responsible 
for substit te teachers and the writer of the practicum 
proposal, it uas agreed that the writer would attempt to 
improve the situation by developing and implementing 
~ program to increasP the effectiveness of the substitute 
teachers in our school. If this program proves to be 
successful its use will become an ongoing part of our 
substitute teacher program~ 

;7:;_ly, 
!iugh E. ~ 
rr1nc1pa~r-ady ( 
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APPENDIX B 

DOCUMENTATION 



SUBSTITUTE EFFECTIVENESS SURVEY 

1. When your absence has required a substitute in your 
classroom, have your instructions, including lesson 
plans, been relayed to the substitute? 

... - . Did the substitute follow your plans for classroom 
instruction and assignments? 

Always__2:3 Sometimes~ Never 2 

3. Did the substitute leave a list of students who were 
absent for you, as well as reporting th~ absences to 
the attendance office? 

Al,,ays 41 Sometimes 42 Never 3 

4. Did the substitute leave a record for you, indicating 
whether the notffibrought by students who had previously 
been absent were excused or unexcused? 

Always 30 Sometimes 47 Never~ 

33 

5. Did the substitute leave information, including collected 
papers, etc., for you so that it was easily located? 

Always 50 
,..,r:: 

Sometimes_:_:_ Never_1_ 

6. Did the substitute leave a class by class summary of 
the day's activities? 

1S . 60 11 Always_·_· Sometimes__ Never __ 

7. Was you cl~ssroom, lab, office left in good order? 

-11 Al,:aye __ 
. ,1] 

Sometimes __ 2 Never __ 

R. Do you find that you ~ere satisfied with the overall 
p0rformanc~ or your substitute? 

r" . • 'iH .:, ome t 1 mC' s __ 
·., 

Never_ 

9. Do vou see a nr~d for improvement and uniformity in tho 
inr;tructions and materials qivtH1 to substit.utr• tt:H1chars 
concern.iwJ UtP school in qcrH?t<i)l? 

~ir,. H;,...,u:~ you been asked by tidnd1li: .. iU·/1tirn1 t-c> ralc~ HH• 
,- r r N: ! i ·,u· nf!n.n of your t;~·.ubs t.. it u t.e? 
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October 17, 1986 

Teachers at our school are strongly ~ncouraged to maintain 

emergency lesson plans so that in the event of illness, stu

dents will continue to receive quality instruction. Our 

school also employs permanent substitutes who are familiar 

with school policies, students, and the "regular" teachers. 

If a regular teacher is fortunate enough to have a "permanent 

sub" in while he/she is out, things generally go smoothly; 

and students continue in the process of learning. 

Hovcvcr, our school also draws substitutes from a 

central "pool". These people may or may n0t be familiar with 

school policies or general teaching principles. The following 

are common problems that continue to surface: 

1. Late arrival of substitutes--even when called early. 

2. Failure to use lesson plans that the regular teacher 

has designated. 

3. Unfamiliarity with subject matter--minimum competency 

questionable. 

-1. Failure to follow standard school policies such as 

disciplinary referrdls, passes, etc. 
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October 25, 1986 
TOPIC: TEACHER SUBSTITUTES 

Many improvements have been made in recent years in the area 
of teacher substitutes. When I first began teaching (at 
another school), I was sometimes asked to cover a missing 
teacher's class since the overburdened assistant principal 
did not have sufficient time to find a substitute. The 
re~ponsibility ~or orienting the substitute was delegated to 
the department chairmen, who may have had a first period 
class and little or no time to guide a substitute. Occasion
ally both lesson plans and roll book were missing. Since 
coordination between schools was lacking, a substitute might 
be called many times with requests for the same day. As there 
was a shortage of telephone lines into the school, an ill 
teacher mould often be forced to dial again and again before 
reaching an open line. 

At each school site, there are now permanent substitutes who 
are familiar with the procedures within thei~ assigned 
school. The assistant principal requests additional 
substitutes by calling a central clearing office downtownn. 
He has several phone lines. He orients newcomers, providing 
them with packets that he has compiled. Easily accessible 
computer printouts of class rosters have removed the 
difficulties caused by missing roll books. 

I believe that these changes have been beneficial. However~ 
some of the old problems still persist and new ones have 
arisen. A highly qualified individual may apply as a 
substitute yet face a prolonged del~y before being placed on 
the list. (Thisis a county office prctlem.) None of the 
permanent substitutes may be comp~tent to teach in the field 
where the need exists. There is no ~"~nty four hour 
telephone number available for a ~eacher who becomes 
extremely ill during the night. Teachers who should be heme 
in bed will often come to school to prepare lessons for a 
substitute, and sometimes those plans will be ignored oy the 
substitute. There is no for~al evaluation of the substitute 
by the teacher nor evaluation of teacher plans by the 
substitute. Perhaps the informal pro-cedure is best. We 
certainly do not need more ;aperworke But, perhaps the most 
outspoken LS the only viewpoint expressed. 

1 believe that the subject of teacher substitutes is an area 
highly suitable for investigation. Additional guidelines may 
be needed for new substitutes. Formal procedures may be 
needed for teachers preparing lesson plans for substitutes. 
Improved procedures for compiling substitute lists, for 
evaluating substitutes end for evaluating teacher plans 
substitutes be benef ial. 



Date: October 28, 1986 

Subje-::t: Substit~te T0achers 

~he accountability of the efforts of substitute teachers 
leaves much to be ~esired. There seems to be an all-out
effort to standardize teaching efforts. There s~ould, there
fore, be the same intensity of effort to standardize the work 
of substitute teachers. 

The overall attitude seems to be to "cover the class'i 
a.1d if teaching takes place or if progress is made, well, 
that's a bonus. Some administrator should be assigned the 
task cf "weeding out the deadwood in the I sub' ranks 11 ! 
Evaluations of the sub by the tc~cher and of the t9acher 1 s 
plans by the sub would be a st2rting point in this quest. 

It is extremely recessary that progress is made while 
the teacher is absent. Many substitute teachers find it 
confusing when no real ground work is 1 out for them. 
There also needs to be a half day substitute orientation 
program during pre-school. I honestly believe that 
substitutes really try to do their job but many times the 
:ack of organization within our educational structure makes 
their job more difficult 

Peg Schneider 
Science Teacher 



Date: November 14, 1986 

Subject: Substitute Teachers 

It has been my experience at this school that there 
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is not much consistency in the way substitute teachers 
execute lesson plans. Sometimes the substitute does not 
follow the plans that I have left& At times incorrect 
assignments have been given, the roll has not been recorded 
correctly, my room haz been left in a state of disarray. 
There have even been times when the substitute has left me 
no report whatsoever. I therefore cannot trust that my 
plans will be performed to my ~pecificat 

,_;? 
r7) ~._) 

I 

Lauren Berrigan 
Math Teacher 
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APPENDIX C 

EVALTJNrION FORMS 
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EVAWATION OF SUBSTl'£UTE TEACHER BY REGULAR TEACHER 

Substitute:~ _______________ Dates: From ____ To 

Substituted for: _____________________________ _ 

CLASSROOM TEACHER: 

Please comment below on the performance of your substitute and 
return this form to the office today. 

1. Lesson plans wPre followed as directed. 

2. Procedures for correcting papers were followed. 

). Adequate.• in format lon was lcf t for ml' hy 
su~stitute regarding day's work. 

4. Chrnsroom, dt·Hk. boukH, pn11t•r~, t·tc., Wt!fl' 

left in order. 

5. Overall appr~isal of substitute: 

yes no 

yes no 

yes no 

yes nv 

On a 5-point appraisal seal e (f/1 excellent to flS poor), please circle 
the number that best describes the substitutc's performance. 

1 2 3 4 5 

6. REMARKS: 

7. If you have any concernfl about having thiR teacher asRlgned to this 
school agair please discuss with th~ building prlncipul. 

NO'iE: This form is avaUablP. for inspection hy substitute upon requ\.'St. 
Conlerencu may be arranged with the princip:al/ushtant 1a•inclpal H ,h.Hii.rl'd. 

Regul11r Tenc:her 

Schoul 

·-



I substituted for 

, SUBSTITUTE TEACHER'S EXPERIENCE REPORT 
(Turn in with key at end c,f the day) 

on --(-na_m_e_o_f_r_e_g_u_l_a_r __ t_e_a_c_h_e_. r_)___ ------( d_a_t_e_) __ _ 

1. I was "-::!lc:1n,ea ,nd assisted by the office staff. ___ yes no 
Conanents: 

2. The Substitute Teacher information provided contained the teacher's daily 
schedule. including any duties. ___ yes no 

3. The Attendance directions .ere adequate. ___ yt•s __ no 
Comments: 

4. The seating charts were up-to-date and responsible students were labeled 
on the chart for eac-h class. ____ yes __ no 
Cor.unents: 

5. Lesson plans werv up-to-date and contained sufficient specific and d~tailed 
information for me to perform satisfactorily. ___ yes no 
Comments: -----------

6. Teacher's editions of necessary textbooks were available. __ yes __ no 
Comments: 

7. The special standards, instructions and information provided by the teacher 
in the Substitute material proved adequate. __ yes no 
Comments: 

8. t had a satisfying day(s) at 
Comments: 

School. __ y~s 

J h~ve these specific suggestions to lmprove the Substitute s~rvlec at 
th 1 » ic hoo l : 

Date 

no 

40 
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APPENDIX D 

POST IMPLEMENTATION DATA 



RESULTS OF TEACHERS' EVALUATIONS OF SUBSTITUTES 

Lesson Plans Were Followed as Directed 

Adequate Information was Left 
~egarding Day 1 s Activities 

Yes 

107 

Overall Appraisal of Substitute Performance 
(#1 excellent to #5 poor) 

1 

67 

2 

26 

3 4 5 

11 

No 

13 

17 



Connie 

DOCUMKNT RELEASE 

Permission is hereby given to Nova University to distribute 
copies of this applied research project on request from 
interested parties. It is my understanc!ing that Nova 
University will not charge for this dissemination other than to 
cover the costs of duplicating, handling, and mailing of the 
materials. 

Signed: ~-~I. lJ<.__ 
student's name -

Date: __ lt_._6_, ...... /_tt_, __ _ 
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