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Introduction

This handbook was developed to ensure that a substitute teacher is equipped with the information and
tools to be successful. The Alabama Education Association and the Association of Classroom Teachers
are committed to providing the support needed for successful substitute teaching experiences. The
service provided by substitute teachers to the children and teachers of local school districts is extremely
important. Students must continue to learn, even when the regular teacher is absent The services of
well-prepared, responsible substitute teachers are essential to meeting the educational needs of all
students.

In becoming a substitute teacher in Alabama, one must remain flexible in availability because substitute
teachers are needed not only for teachers taking sick or personal leave, but also on days when teachers
are taking advantage of professional development opportunities. There are many benefits of substitute
teaching. As Alabama continues to hire teachers to meet growth in population or through attrition, there
will become a greater demand for qualified substitute teachers. Individuals may obtain an affinity for
the job and gauge whether or not it is something of interest to pursue as a career. Also, most states do
not require a Bachelor's Degree in order to become a substitute, so it is possible to substitute while
continuing one's education toward a four-year degree.

The Alabama Education Association and the Association of Classroom Teachers know that substitute
teachers are valuable members of the education family and that the service provided to the students and
teachers of local school districts is extremely important Students must continue to learn even when the
regular teacher is absent. The services of well-prepared, responsible substitute teachers are essential to
meet the educational needs of the students served.

Local school districts expect and depend upon substitutes to honor times that have been confirmed for
work. Therefore, if substitutes become unavailable for a period of time, they should notify their hiring
districts) so that valuable time will not be lost trying to make contact for filling substitute positions.

Note to the Substitute;

Most of all—have fun and enjoy the assignment! If after you have substituted for awhile you find that
you dread to hear the telephone ring, this may not be the job for you. But, if you are all charged up by
the idea that you could be stepping into a new classroom never really knowing what you might find, but
loving the challenge, you could be on your way to being a successful and confident substitute teacher.
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Becoming a Substitute Teacher in Alabama

Required Training, Qualifications, and Education

According to the Alabama Administrative Code, 290-3-2-.32, Substitute Teacher License:

1. Requirements. The Substitute Teacher License, which is valid for five years and is renewable, shall
be issued only when ajl of the following requirements have been met:

a. Arecommendation on Form SUB from a superintendent or administrator who wishes to employ
the applicant as a substitute teacher.

b. Official transcript(s) or copy of a diploma verifying graduation from high school or completion
of the equivalent of a high school program. Required documentation shall be kept on file by the
employing superintendent or administrator. A certificate of attendance shall not meet this
requirement.

c. Acriminal history background check as required by the Alabama Child Protection Act of 1999 .
as amended, and Rule 290-3-2-.02(9).

2. Restriction. A Substitute Teacher License may not be used as the basis for employment as a
regular, full-time teacher.

3. Valid Period. The valid period of the license shall be five scholastic years. It may be reissued by
following the same procedure used in issuing the initial Substitute Teacher License.

4. Portability. An individual who holds a valid Substitute Teacher License may be employed in any

Alabama public or nonpublic school.

After state requirements are met, substitute teachers should check with their Local Education Agency
(LEA) for any other local requirements.

License, Credentials, or Certification

Potential substitute teachers are required to submit certain documentation before being hired as a
substitute teacher in Alabama. They include, but are not limited to, the following: filing an initial
Substitute Teacher Application through a local school system/district with the $30.00 application fee,
completion and submission of the Alabama Substitute Teacher License form, and successful completion
of any substitute teaching seminar or training at the local school system/district level.

Salary Expectations

. The average substitute teacher salary in Alabama is funded mostly through the legislature. Additional
funding is sometimes provided by local boards of education. (In Alabama, the salary range for
substitutes is between $35.00 and $100, depending upon the local school district.)
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Two Types of Substitute Teachers

Substitute teacher requirements vary from district to district in Alabama. One should always check with
a local school district for its specific requirements.

Emergency or short-term substitute teachers are designed to provide brief coverage for teacher
absences. In Alabama, this does not require an associate’s degree from a postsecondary institution or a
baccalaureate degree.

Regular, licensed, certified or long-term substitute teachers are those who make a career out of
filling in for regular teachers that need leave time. These positions usually require a candidate to
complete some kind of credential or certification program that can include a Bachelor's degree with
certification in education. Those interested in this career path should check with the local hiring district
for specific regulations and requirements.

Substitutes Becoming Full-time Teachers

Once a substitute has spent some time in a classroom, he or she may decide to become a teacher
full-time. If his or her license is a short-term or emergency type and the substitute did not complete
the state's education curriculum to receive it, he or she will have to complete state requirements to
become a full-time teacher.

Standards of Conduct, Professionalism, and Ethics

Standards of Conduct

The Alabama State Department of Education (ALSDE) is committed to establishing a workforce
dedicated to the education of the state's youth and creating an environment conducive to productivity for
the benefits of its employees and students. The ALSDE and Local Education Agency (LEA) will recruit
and employ highly professional employees who demonstrate ethical behavior on the job and outside the
workplace.

All employees hired as substitute teachers are expected to maintain a standard of dress, personal
appearance, general decorum, and behavior that reflects positively on their status as employees and as
role models for students. The ALSDE and each LEA expect that substitute staff will set examples for
students that will serve them well in their own conduct and behavior and that will contribute toward an
appropriate instructional atmosphere. It is a condition of employment that those employed by state and
local agencies as substitute teachers will perform their duties and comply with all policies and
regulations set forth by local school boards and the state school board as well as state and federal laws
and regulations.
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Professionalism in Behavior

Substitute teachers should always have a back-up plan for routines, procedures, rules, and appropriate
instructional activities. They should review and familiarize themselves with the plans left by the regular
teacher and look for posted rules, routines, schedules, procedures, seating charts, and a grade-level chair or
same-subject teacher on the hall for support. They should stand at the door and greet students as they
enter, directing them to put things away properly and to organize their materials and start on any
assigned work left by the regular teacher. They will collect any notes sent by parents, guardians, or
other teachers. The substitute will introduce himself or herself with a confident, assertive, and pleasant
voice. The professional substitute will be positive and treat students with respect and let them know
expectations at the beginning of the day or class period. They will be firm, fair, and consistent. They
should try to learn the students' names and.call them by their names as quickly as possible. They should
also establish a signal for transitioning from one activity to the next. Students may forget what is said,
but they will never forget how they were made to feel,

A substitute teacher must focus consistently on positive behavior and think prevention. He or she
should be aware of potential problem behaviors. A substitute should always address the problem, not
the student, when dealing specifically with the negative behavior. The substitute should rrunimize
reactions to difficult situations, trying to stay calm and not speaking or acting in a hurtful way toward
students. It is never a good practice to make an example of another student One should try to speak to
disruptive students in private or at least away from other students. Close proximity is a good key
behavior. Substitutes should move among students offering assistance and giving reminders as needed.
The school day should be structured so that there are time frames provided for transitioning between
activities or classes. Make sure to have the attention of all students when instructing, keeping
perspective and maintaining a good sense of humor. Substitutes would find it helpful to leave notes
about specific actions for the regular teacher, especially with regard to any classroom management
issues. If there have been no issues, it would help the regular teacher to also know this.

The helpful aspects of substituting would be to follow these guidelines: be consistent; be clear; be
fair; and maintain foresight.

Disclosure of private information is prohibited by the federal Family Educational Rights and Privacy
Act (FERPA). This includes discipline informatioru academic, and/or medical conditions. If a substitute
has a doubt about what is confidential, it is confidential. A substitute should know that students are not
allowed to leave the campus during the school day without the expressed permission of the
administration. Also, only a nurse or appropriate health care personnel should administer medication,
whether prescription or over-the-counter.

Professionalism in Attire

All employees are expected to dress appropriately for the occasion and their profession. Extreme or
ostentatious apparel or appearance is to be avoided. One's personal appearance reflects the attitude and
interest in employment. Neatness, cleanliness, and a pleasant manner are always appropriate and
important when setting the proper example for children or exhibiting professionalism. Substitutes
should address questions regarding the appropriateness of attire with the immediate supervisor. Adults
who dress professionally receive more respect from students than those who dress too casually.



02/15/2013 16:25 1-205-486-8833 HALYVILLE CITY BOE PAGE 10/12

Every school district has a different dress code. If a substitute is in doubt about what to wear, the

following tips will come in handy.

1. Always dress professionally. Do not wear blue jeans on the first day. A nice pair of black or khaki
pants with a nice shirt, blouse, or polo shirt is always appropriate.

2. No matter what everyone else is wearing, make sure that shirts or blouses are not too low cut or
revealing. Working with students means that substitutes may spend a lot of time leaning over
student desks to help with work.

3. Substitutes will spend a lot of time standing, sitting, and leaning over to get on a student's level.
Wear clothes that are comfortable. Do not wear clothes that are too tight or that restrict bending.
Make sure that sitting in a chair does not reveal a gap between the bottom of a shirt and the top of
pants. Skirt lengths should be long enough to cover thighs when sitting and standing. Wearing
clothing that makes one feel confident will make for an easier day. Wearing clothes that makes one
feel self-conscious takes away from interaction with students and should be avoided.

4. Being comfortable is especially true for shoes. Substitutes will be amazed at how much time is
spent standing. The wrong pair of shoes may be painful. Never try to break in a new pair of shoes
when substituting. Shoes that will last throughout the day (painlessly) should be selected.

5. Never assume that every school has Casual Friday until actually substituting on a Friday. Dress as
would be appropriate for any other day of the week until verification is met for casual days.

6. Always bring a jacket Different facilities operate at different air-conditioning levels and
temperatures vary greatly. It may be too hot in the winter, yet too cold in the summer. Once at a
school or classroom, the substitute is there for the day and needs to feel comfortable for the whole
time.

These guidelines should be used in compliance with any dress code. Women should wear appropriate
length skirts or slacks, tops with adequate coverage, and comfortable shoes. Men should wear a collared
shirt, slacks, and comfortable shoes. Athletic apparel is only appropriate when substituting in a physical
education class.

The Alabama Code of Ethics for Educators

Substitute teachers along with regularly assigned teachers are expected to provide an environment that is
conducive to learning for every child every day. The Alabama Educator Code of Ethics defines nine
standards for ethical and standard behavior for teachers. The standards are listed below.

Standard 1-Professional Conduct
An educator should demonstrate conduct that follows generally recognized professional standards.

Standard 2-Trushvorthiness
An educator should exemplify honesty and integrity in the course of professional practice.

Standard 3 - Unlawful Acts
An educator should abide by federal, state, and local laws and statutes.
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Standard 4 - Teacher/Student Relationship

Expectations of the Substitute Teacher

As an employee of the school system, the following expectations of the substitute teacher are warranted.

1

A friendly welcome, policies, and procedures of the school system; expectations for the specific
assignment with the established schedule; and directions to the classroom should be provided the
substitute teacher upon arrival.

The provision of a lead teacher on the assigned hallway and/or a teacher in the same subject area for
the day's assignment provide a support system for the success of the substitute teacher and should be
implemented for the purpose of teaching, learning, and a safe learning environment.

A follow-up visit from a building administrator scheduled in the morning and the afternoon to ensure
smooth operations for the day's assignment is strongly encouraged.

The provisions of attendance rosters and a detailed lesson plan(s) for the day's assignment are
standard procedures for substitute teaching. (The assigned lead teacher who will provide support to
the substitute teacher or the building administrator should assist with the location of the lesson plan,
a review of the schedule, and an examination of the classroom layout.)

A layout of textbooks, manuals, equipment, and other supplies needed to complete the lesson plan of
the day should be provided by the teacher for the substitute teacher.

A seating chart is needed for the substitute teacher to correspond with each class.

Class rules are expected. (Even if class rules are posted on the classroom wall, the teacher should
leave a printed copy for the substitute teacher in addition to the attendance roster and the lesson

plan.)
Support Support Support

11
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SUCCESSFUL SUBSTITUTE TEACHINGIS ... A

TWO-WAY COMMITMENT
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Expectations of =~ AMAMAAA Expectations of

the School AANNANE the Substitute
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Expectations of the School System

Given the qualifications, training, credentials, and code of conduct/professionalism and ethical standards
for a substitute, the local school district (also known as the school system or local education
agency/LEA) expects the substitute to meet the following conditions.

1. The substitute teacher needs to know how to find the location of the school and to be punctual. (A
map of the school can be requested in the principal’s office, upon arrival, in order to locate the
classroom.)

2. The substitute teacher needs to be punctual and is required to stay at the school for the full

assignment unless there is an extenuating circumstance that prompts an approved release by the

principal.

The substitute teacher is required to dress professionally and appropriately for the assignment.

The substitute teacher is expected to follow the guidelines for classroom management, attire, and

ethics. (Substitute teachers should not leave students unattended at any time.)

The teacher’s routine and lesson plan are expected to be followed by the substitute teacher.

The substitute teacher should refrain from eating food and drinking beverages in the classroom

during classroom time.

The substitute teacher is expected to have technical skills for maintaining discipline,

It is expected that cell phones and computers for personal business will not be used by the substitute

teacher during scheduled classes.

9. A request for assistance is expected from the substitute teacher when lesson plans are not
understood, accidents occur, or student behavior is not manageable.

10. An evaluation of the day's assignment is expected in order to build upon success and to correct
undesirable conditions.
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