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Abstract 

 King, Thomas, Kristian. Ed.D. The University of Memphis. May 2016. Designing 
Effective Professional Development for Substitute Teachers. Major Professor: Trey 
Martindale, Ed.D. 
 
Substitute teachers are brought into a classroom in the absence of the permanent teacher 

to ensure continuous instruction occurs and students are afforded a safe learning 

environment. Most substitute teachers must immediately ask themselves two questions 

when they walk into the classroom: “Do I have control?” and “What am I supposed to 

do?” Unfortunately, maintaining instructional continuity is not always possible simply 

due to the challenges substitute teachers must face in this position as a temporary teacher. 

The purpose of this study was to create an online orientation course to identify what 

instructional topics best prepare substitute teacher candidates to enter a K-12 public 

classroom. 

 Data were collected from the literature and participants to identify the skills they 

believed were needed to prepare substitute teachers for the classroom. The data collected 

guided the development of an online instructional intervention administered to 13 

substitute teachers in a rural Mississippi high school. The results of the study aligned 

with the existing research and identified a need for continuous professional development 

in classroom management and teaching strategies to further develop and equip quality 

substitute teachers.    
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Chapter 1: Introduction 

Substitute teachers have two important responsibilities in K-12 classrooms in 

the United States. First, substitute teachers are expected to deliver student instruction 

in the case of the full-time teacher’s absence. Second, the substitute teacher is 

expected to manage the classroom, so that it provides a safe and positive learning 

environment for all students. The process of serving as a substitute teacher and 

upholding these two responsibilities is challenging. Varying classroom cultures, ever-

changing school policies, diverse student populations, and random classroom 

assignments all negatively impact the success of substitute teachers (Duggleby & 

Badali, 2007).  

Statement of the Problem 

A significant problem in our public school system is how to maintain 

continuity of instruction when the full-time teacher is not available (Lassman, 2001; 

Thorpe, 2004). The demand for high quality substitute teachers continues to increase 

in the K-12 educational system. Generous paid leave, Family and Medical Leave Act 

allowances, and in-service training requirements contribute to teachers’ time out of 

the classroom and increase the demand for substitute teachers (Gershenson, 2012; 

Jones, 1999). The National Council on Teacher Quality (2014) reported a 6% full-

time teacher absentee rate in K-12 public schools. This absentee rate leads to students 

spending nearly one year throughout their K-12 career with a substitute teacher 

(Kronholz, 2013; NCTQ, 2014; Thorpe, 2004). This teacher absentee rate has 

influenced educators to demand professionally trained substitute teachers (Zubrzycki, 

2012).  
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School administrators classify substitute teachers into one of two categories: a 

long-term teacher fill-in, or an emergency add-in to supervise the class and ensure 

classroom discipline is upheld until the full-time teacher returns (Jentzen & Vockell, 

1978). Nevertheless, most substitute teachers arrive at a school and enter an assigned 

room without the proper professional development for the assigned responsibilities 

(Drury, 1988; Uusiati, Pietila & Maata, 2014). Although substitute teachers are 

expected to manage a class filled with highly diverse and possibly disruptive students, 

ensure students complete assigned lessons, and maintain continuity all within the 

rules and procedures of the local school district (Thorpe, 2004), these substitute 

teachers have usually not received specific training for any of these expectations.  

Most substitute teachers have never received any formal training that would 

help them effectively execute their assigned responsibilities (Minthorn, 2000; Uusiati 

et al., 2014). Substitute teachers not only need professional development, but they 

strongly desire opportunities to learn new skills to implement in the classroom 

(Simmons, 1991). Professional development for substitute teachers should be a 

continuous process, addressing the expressed needs of the substitute teachers 

involved (Tracy, 1988).  

Unfortunately, school districts evaluate the success of a substitute teacher 

based upon his or her ability to maintain order in the classroom. This is because most 

substitute teachers are not able to implement effective instructional strategies or 

continue the full-time teacher’s lessons (Pitkoff, 1989). The literature presented 

identified two key content areas typically emphasized when training substitute 

teachers. The first introduces basic instructional strategies, and the second is designed 



 
	
3 

for classroom and behavior management. The most common formats used for 

substitute teacher trainings are face-to-face workshops, and more recently, web-based 

training modules (NEA, 2012). 

Substitute teacher professional development is a significant need for K-12 

school districts to ensure substitute teachers are prepared before entering the 

classroom. This study will identify the skills and knowledge substitute teachers need, 

and measure the effectiveness of an online orientation course that addresses these 

needs. 

Purpose of the Study 

 The purpose of this study was to identify the skills and knowledge needed in 

substitute teacher professional development. This study identified skills substitute 

teachers need before being placed in a classroom. The data collected guided the 

design and development an online instructional intervention for substitute teachers in 

a local public high school. This intervention addressed specific instructional problems 

identified through survey responses and school administrator interviews. This study 

was designed to document the intervention’s instructional effectiveness and overall 

design. The Morrison, Ross, Kemp (MRK) instructional design model was used to 

guide the development of the instructional intervention.  

The goal of this research study was to identify skills substitute teachers need 

to possess before entering the classroom. The study measured the effectiveness of 

professional development presented through online instruction that was designed 

using or preparing substitute teachers for the classroom. Instructional design 

principles were used to guide the design and development of the unit. The data 
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collected in the instructional intervention identified which elements contributed to the 

participants’ mastery of the learning objectives.  

Research Questions 

This study was guided by the following questions:  

1. What skills and knowledge do school district administrators, mentor teachers, 

and substitute teachers identify as important for substitute teacher professional 

development? 

2. How do the skills and knowledge identified for substitute teacher professional 

development vary among administrators, mentor teachers, and substitute 

teachers? 

3. Upon completion of the substitute teacher professional development, what 

topics did participants identify as important in preparing them for the 

classroom, and what modifications to the professional development were 

recommended? 

  Definitions 

To better understand the context of the study, the following definitions are 

provided.  

Asynchronous learning: For the purposes of this study, asynchronous learning 

is learning that occurs at one’s own schedule.   

Educator professional development: For the purposes of this study 

professional development for educators is more than just on-the-job training. 

Professional development is the process of gaining new skills and insights into 

current pedagogies and how best to use given resources in the classroom. Professional 
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development occurs in multiple stages, which may include orientation, pre-service, 

and in-service. For this study, professional development refers to pre-service 

substitute teacher candidates.  

Full-time Teacher: For the purposes of this study a teacher is someone who 

teaches others, often someone holding a professional position that shares knowledge 

in specific areas of expertise with others. Teachers in this study hold full-time 

permanent positions within a K-12 setting. 

K-12 setting:  For the purposes of this study the K-12 setting refers to the 

kindergarten through twelfth grade that children attend in a public school setting. 

Mentor teacher – For the purpose of this study, a mentor teacher is a full-time 

teacher that aids new hire teachers and serves as a point of contact and support for 

substitute teachers. 

Online professional development: For the purposes of this study online 

professional development (OPD) is any professional development delivered online 

either synchronously or asynchronously. For this research study, OPD is self-paced 

asynchronous instruction. 

Professional Development:  For the purposes of this study professional 

development is a learning that is a process of improving knowledge and skills through 

access to instruction and training opportunities.   

Synchronous learning: For the purposes of this study synchronous learning 

takes places as a teacher and learner interact simultaneously.   

Substitute teacher: For the purposes of this study a substitute teacher is 

someone who replaces a classroom teacher temporarily in order to continue 
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instruction and maintain discipline within a K-12 classroom. 
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Chapter 2:  Review of Literature 

This review of literature provides an overview of the use, status, and training 

of substitute teachers in K-12 public schools. First is a review of the characteristics of 

substitute teachers, and the challenges substitute teachers face daily. The review also 

identifies the common practices in substitute teacher professional development. Skills 

and knowledge that school districts desire substitute teachers to possess are identified; 

in order to include each in professional development activities and better continue 

instruction in the absence of the full-time teacher. 

The Substitute Teacher 

Historically, substitute teachers have been given various labels by full-time 

teachers, students, parents, and administrators. Some of these labels are favorable 

because of the high quality of work done by a substitute teacher. Other labels are not 

so favorable.  Among the unfavorable labels given to substitute teachers are 

babysitters, fill-ins, strangers, outsiders, warm bodies to watch the students, objects of 

pity, and necessary evils (Abaddal-Haqq, 1997; Shreeve, Nicely-Leach, Radebaugh, 

Morrill, & Slatton, 1987). Even so, Shreeve et al. (1987) acknowledge substitute 

teachers as “emergency personnel covering, on short notice, the full responsibilities 

of the full-time teacher” (p. 218). 

Substitute Teacher Criteria and Recruitment 

To be considered for a substitute teacher position, one must meet certain 

criteria set forth by local and state agencies. Screening varies by state, but most states 

share common screening techniques. Requirements may include a high school 

diploma, a criminal background check, one’s college transcripts, first aid training, and 
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in some states, actual teacher certification (Snyder, 1995; Wyld, 1995). Substitute 

teacher candidates undergo fingerprinting, provide personal references, submit a 

record of past employment, and present proof of educational level obtained (Haines, 

2005).  

Although potential substitute teachers include parents, retired teachers, recent 

education graduates, and working adults with flexible schedules such as police, fire, 

and airline pilots (Brace, 1990), substitute teachers are becoming challenging to find 

in some areas (Gershenson, 2012). Unlike historical practice, schools are now 

actively recruiting substitute teachers. School district recruiting practices often 

include visiting college campuses and retirement and vacation resorts and 

implementing creative advertising campaigns (Russo, 2001). The reasons people 

work as substitute teachers vary, but most do so to supplement their incomes. Rarely 

do substitute teachers work for more than one academic year. Substitute teachers are 

often identified as professionals’ in-between employment in their related fields of 

expertise. However, some work as substitute teachers in order to assess and gather 

credible experience in the K-12 public school environments (Nidds & McGerald, 

1994;Wyld, 1995).   

Challenges of the Substitute Teacher 

Studies have identified the biggest challenge substitute teachers face in the 

field as classroom management (Galvez-Martin, 1997; Nidds & McGerald; 

Ostapczuk, 1994). In a study by Minthorn (2000),  80% of the respondents (K-12 

substitute teachers) reported they were more concerned with discipline than teaching 
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strategies. Minthorn’s study was conducted in a district that employed 9,500 teachers 

and 1,625 substitute teachers. On average, 678 substitutes were being used every day. 

Another major challenge for substitute teachers is the lack of communication 

with full-time teachers and administrators, which may leave a substitute teacher 

feeling unable to fulfill expected responsibilities. Minthorn (2000) found that only 

25% of school administrators met with substitute teachers on a daily basis. This lack 

of communication and feedback from a school’s administration is a missing 

component, leaving substitute teachers potentially ineffective as teachers. 

Many substitute teachers view themselves in a negative manner due to the 

lack of support received from full-time teachers and administration (Lassman, 2001). 

Fewer than one in five school districts in a national study by Henderson, Protheroe, & 

Porch (2002) provided performance evaluations for substitute teachers. Knowing 

one’s performance will be evaluated establishes accountability and provides a sense 

of professionalism (Henderson et al., 2002). Both administrators and full-time 

teachers should provide feedback to a substitute teacher. In addition, full-time 

teachers should follow-up with administrators to provide feedback on how well the 

lesson plans were followed, the condition of the room, and any feedback students 

provided about completion of assignments and classroom management (Lassman, 

2001).   

Henderson et al. (2002) identified areas in which administrators should 

evaluate substitute teachers. These areas include classroom management, 

communication between the substitute teacher and the full-time teacher, interactions 

with students, lesson plan implementation, enthusiasm, language use, cooperation 
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with staff and faculty, and the care shown toward the classroom and instructional 

materials. 

A negative self-image is another challenge faced by substitute teachers. 

Shreeve et al. (1987) suggested that self-talk is usually negative, and that many 

substitute teachers carry a low self-esteem. Full-time teachers often exaggerate this 

negative self-image by frequently portraying substitute teachers negatively in the 

classroom, community, and in staff meetings. Full-time teachers also often discard the 

work the substitute teacher assigned, leaving students with a sense that substitute 

teachers are not genuine teachers (Carey, 1960). 

Need for Professional Development Programs 

Substitute teachers are not visible to policy makers and educational reforms 

but are a necessity in every public school district (Weems, 2003). Substitute teachers 

are often identified as a problem in our educational system due to their lack of 

training, incompetence, and inexperience in the public K-12 classroom (Weems, 

2003). 

In 1999, a study in New Jersey concluded that 90% of the school districts 

provided no training to substitute teachers (Henderson et al. 2002). A 2000 survey of 

school districts nationwide was conducted to assess the level of training substitute 

teachers received before entering the classroom. The results included the finding that 

90% of school districts offered 2 hrs or less of skills training, while 53% of districts 

offered no training (Smith, 2000). A nation-wide study conducted by the Substitute 

Teaching Institute at Utah State University, 126 participants from 33 states indicated 
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substitute teachers should receive training prior to interacting with students (Haines, 

2005). 

A primary reason professional development programs are needed for a 

substitute teacher is the legal liability school districts encumber by employing 

substitute teachers. The U.S. legal system regards substitute teachers as equal to 

administrators, full-time teachers, and principals in terms of being stewards of 

children and liable for acts of negligence (Cotton, 1995).  

While the legal issues are important to administrators, full-time teachers 

identified several other issues that arise when working with substitute teachers.  

Henderson et al. (2002) identified many problems school districts experience from 

having substitute teachers in their classrooms, including the following:  a) little to no 

experience with the curriculum, b) lack of flexibility, c) leaving a messy room, d) 

misunderstanding proper relationships with students, e) a lack of continuity in 

classroom routines, and f) assigning the wrong assignments. Most of these problems 

can be corrected via staff professional development.  

Professional Development for Teachers 

Professional development is defined as the process of learning in order to stay 

up-to-date on skills needed for personal and career advancement (Vu Cao, Vu, & 

Cepero, 2014). Murphy-Latta’s (2008) research shows that there has been a need for 

professional development public school educators since the 1960s. Due to increased 

standards and expectations, teacher professional development is often perceived as a 

solution to help meet the requirements for highly qualified teachers (Vu et al. 2014). 
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Continued professional learning is necessary for anyone working with children in a 

learning environment (NSDC, 2011).  

After reviewing 400 academic research articles, Dede, Ketelhut, Whitehouse, 

Breit, and McCloskey (2008), identified the following five topics as the ones most 

common presented in teacher professional development sessions:  

1. goals for improvement, such as classroom management strategies and    

improved learning outcomes 

2. methods for improvement, or interventions to improve teacher pedagogy 

3.  suggestions related to content and skills 

4. instructions on how best to teach 

5. surveys to evaluate the program. 

One way to ensure these professional development sessions are presented 

successfully is through online professional development (OPD) opportunities. Online 

professional development is growing in popularity because full-time teachers can 

schedule the coursework within their own time restraints. School districts especially 

enjoy the format because they do not have to pull multiple full-time teachers out of 

the classroom in order to provide professional development opportunities (Vu et al., 

2014).  

In Benson’s (2004) research study, she attested online professional 

development offers many benefits. Professional development in an online format is 

easily scalable. School districts can provide professional development sessions across 

multiple schools without having to make use of local resources in face-to-face 

interactions. Content can be added or modified at the one source, and all schools 
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within the district will receive the updated content. Policies, news, and other vital 

resources can be made easily accessible. Additionally, because adult learners often 

prefer to have a sense of control of the presented content, the online platform proves 

to be efficient. Content can be divided into units and organized so that the learner is 

not overwhelmed. This is difficult to accomplish in a traditional face-to-face course 

(Benson, 2004).  

OPD can be offered in three formats: asynchronous, synchronous, and self-

paced. Asynchronous OPD allows full-time teachers to complete coursework at times 

of their choosing while still meeting course deadlines. Synchronous OPD requires 

full-time teachers to participate in collaboration and communication activities at the 

same time as their classmates. Vu and colleagues (2014) explained that self-paced 

units allow full-time teachers to complete modules or objectives at their own pace and 

generally do not have a hard deadline.  

According to Dede et al. (2008), four categories should guide the design and 

development of OPD. The four categories are program effectiveness, design, 

technical design, and learner interactions. Program effectiveness involves the 

participants’ satisfaction and awareness to changes in pedagogical outcomes. Program 

design includes pedagogical strategies and methods of delivery. Technical design 

encompasses communication, multimedia tools, and their implementation to meet 

learning objectives, and learner interactions include the quality of online 

communication, interaction, and collaboration (Dede et al., 2008). 
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Professional Development for Substitute Teachers 

School district administrators may be concerned that they cannot afford to 

provide regular staff development sessions for substitute teachers. Most school 

districts’ budgets do not allocate funds for substitute teacher training and 

development (Henderson et al., 2002). Even so, school districts often include 

substitute teachers in their regular faculty meetings and provide one general training 

session covering as many topics as possible without going into too much depth. 

School districts also make training a condition of employment from the date of hire, 

or implement a dual pay schedule for those who attend a certain number of training 

sessions per year. 

Professional development programs for substitute teachers frequently occur in 

stages over an extended time period even after the substitute teachers have begun 

working with students. School districts often provide substitute teachers with a 

printed copy of a substitute teacher handbook and then offer an orientation session, 

which is followed by some type of organized professional development at various 

points in an academic year. These sessions vary in length, format, and quality. Full-

time teachers in the school district suggest topics and skills to be taught. Teachers are 

key stakeholders in the training process and offer great insight in the expectations of 

the substitute teachers (Purvis & Garvey, 1993).  

Substitute teacher training can typically be divided into two categories: pre-

service training and in-service training.  

Pre-service training. Pre-service training includes any training or 

development that substitute teachers will participate in before being placed in a 
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classroom. Unlike regular full-time teachers, many substitute teachers have not had 

field experiences or any form of job shadowing.  

In Tracy’s (1998) research pre-service training typically includes topics such 

as procedures, rules, policies, and basic classroom management strategies. It should 

follow a tier approach, starting at the district administration level and working down 

to each building level. Some pre-service substitute teacher training programs include 

basic teaching strategies. She identified this stage of professional development as 

district-level training, stating the first objective should be to establish knowledge and 

a sense of professional identification within the district itself. During this district-

level training, Tracy suggested the school district should emphasize professionalism 

and attitudes substitute teachers should possess. Substitute teachers should also be 

informed of the district’s expectations, its overall philosophy, and the evaluation 

procedures administrators will conduct. Most districts include pre-service training 

objectives in handbooks, manuals, or face-to-face orientation sessions (Tracy, 1988). 

Ostapczuk (1994) compiled a list of the most important components of a 

substitute-training program. Among his list were in-service training, collaboration 

between substitute teacher and school district, evaluation of substitute teachers, 

recruitment procedures, and the fifth most requested item was a handbook or manual 

on policies and procedures. Jones (1999) agreed with the list, insisting that during 

pre-service training, substitute teachers should be given a handbook or manual 

providing daily operational duties the substitute teacher is expected to execute. Other 

researchers suggested the manual should include how and where to sign in and out, 
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bell schedules, emergency procedures, discipline procedures, dress code, and other 

classroom administrative duties (Lassman, 2001; Shreeve et al., 1987).  

Brace (1990) identified additional components to include in a substitute 

teacher manual: contact information and job duties of all administrative and support 

staff, pay scales, a school calendar, and parking arrangements. Others insisted 

included content should be current and presented in a clear, concise manner (Brace, 

1990; Drury, 1988) and that substitute teachers should complete an orientation 

session to introduce these policies and procedures prior to any advanced professional 

development sessions (St. Michel, 1995). Henderson et al. (2002) suggested the 

following topics be included: 

• school or district introductions 

• school district mission 

• safety and security guidelines 

• arrival and departure procedures 

• feedback for classroom teachers 

• a school mapIdeally, the handbook or manual should be presented to the 

substitute teacher candidate at orientation. Requiring a new substitute teacher 

orientation is regarded as an extremely important step in establishing a quality 

substitute teacher program (Pitkoff, 1989). Orientation for new substitute 

teachers can either be delivered in a traditional face-to-face format or moved 

entirely online. 
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In-service training. The second category of substitute teacher professional 

development is in-service training. Ostapczuk (1994) identified the need for in-

service training as the most requested component by substitute teachers. In-service 

training allows school districts to introduce new school policies and basic 

instructional strategies. These programs often address how to teach students with 

special needs, how to handle student confidentiality and legal issues, and how to use 

advanced classroom management techniques (Jones, 1999). According to Ostapczuk 

(1994), classroom management and student discipline were the two most requested 

topics provided by practicing substitute teachers.  

Introducing even basic classroom instructional strategies presents a challenge 

for the school districts because substitute teachers typically do not have prior 

knowledge of pedagogy. Based on Ostapczuk (1994) and Tracy (1998), common 

instructional strategies introduced are lesson planning, delivery methods, and 

adapting lessons when material and content is poorly prepared or missing. Because 

full-time teacher absences are not always planned in advance, substitute teachers are 

often required to create an emergency lesson or activity that will be general in nature 

and allow students to stay engaged throughout the class meeting (Tracy, 1988).   

Building-level professional development.  Substitute teachers may be asked 

to work at several buildings throughout the week. These substitute teachers will need 

building- or grade-specific training. Each school is different with its policies and 

procedures and overall school culture. Building-specific handbooks, folders, or 

manuals can be provided with specific policies and procedures. In some instances, 

administrators may require an individual staff meeting, individual orientation session, 
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or a one-on-one tour with the substitute teacher even if the substitute teacher has 

performed the same activities elsewhere in the district (Tracy, 1988). 

Views toward substitute teachers. While school administrators understand 

the importance of substitute teachers, these teachers are not viewed as professional, 

licensed teachers (Weems, 2003). Weems also noted that administrators and licensed 

teachers often categorized substitute teachers into one of three categories: guerilla 

educators, deviant outsiders, or incompetent, unqualified teachers. Because of these 

perceptions, substitute teachers often view themselves as just someone in the 

classroom to temporarily help students until the licensed, professional full-time 

teacher returns (Shreeve et al., 1987). Jentzen and Vockell (1978) pointed out that 

substitute teachers are often rated lower than student teachers in regards to 

effectiveness, perhaps because of the lack of pedagogical training. 

         Establishing Substitute Teacher Training Programs 

School districts are left to decide how to establish and design a substitute 

teacher-training program. Bontempo and Deay (2003) reported that of 90 research-

based publications hosted on ERIC published from 1966 to 2003, only a few 

addressed the problems substitute teachers have in the classroom. In Bontempo and 

Deay’s (2003) study, 175 substitute teachers completed a survey about the situations 

they thought they were least prepared to deal with. A content analysis identified these 

seven categories where substitute teachers perceived professional development was 

needed to better support their performance in the classroom:  
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• discipline 

• classroom procedures and plans 

• knowledge of program 

• learner differences 

• school rules and regulations 

• organizing learning experiences 

• presenting themselves in a professional role (Bontempo & Deay, 2003).  

The following section further explains categories that have been found to be 

beneficial for teacher professional development programs.  

Professionalism 

Substitute teachers must act professionally in each situation while managing 

the responsibilities of their position, even if substituting is a temporary position to 

help meet financial obligations (McHugh, 2001). Teachers, whether full-time or 

substitute teacher, serve as moral leaders in the classroom (Noddings, 1994; 

Sergiovanni, 1992), but substitute teachers often do not regard themselves as 

respected teachers. Tomei and Cornett (2002) noted that substitute teachers can gain 

respect and recognition by dressing appropriately, arriving at the assignment on time, 

and sticking to the school and classroom routines. The apparel, actions, and attitudes 

portrayed by substitute teachers all influence how others see them professionally.  

Jones (1999) asserted that professionalism is also portrayed through hygiene, 

courtesy, grooming, and promptness. 

Arriving early. Preparation time is vital for substitute teachers. Arriving 

early, reviewing lesson plans, and conducting administrative procedures before the 
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students arrive are all responsibilities of a substitute teacher. Preparation and 

confidence are key in order to provide a strong and positive classroom environment 

for students. Early arrival also allows substitute teachers to get familiar with the 

surroundings and instructional materials (Henderson et al., 2002; Shreeve et al., 

1987). 

Flexibility.  Henderson et al. (2002) encouraged substitute teachers to be 

prepared for anything and expect the unexpected, acknowledging some days will be 

easier and the class will have sufficient work left by the full-time teacher, and other 

days they will have to improvise. Because substitute teachers are expected to adapt to 

any classroom environment they may encounter, flexibility is a job requirement 

(Shreeve et al., 1987).  

Attitude. Substitute teachers need to have a sense of humor, a positive 

attitude, and a readiness to adapt to various classroom settings (Henderson et al., 

2002). Resilience is a key attribute for substitute teachers to possess, allowing them to 

learn from both positive and negative classroom experiences and focus on the positive 

(Tomei & Cornett, 2002). 

Documentation. Brace (1990) suggested that substitute teachers record a 

classroom report for the full-time teacher and for administrators. The report to the 

full-time teacher should include occurrences such as absences, faulty or missing 

equipment, tardiness, and disruptions or misconduct. The report to the administrator 

should include any issues that hindered instruction, such as missing lesson plans or 

serious misbehavior (Brace, 1990).  
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Classroom Procedures and Plans  

One cannot teach specific classroom procedures in a substitute teacher 

professional development session. Instead, substitute teachers need to understand and 

observe the regular classroom routines and procedures. Substitute teachers can be 

placed in multiple classrooms, schools, or even districts daily. Accordingly, Tomei 

and Cornett (2002) stated that conforming to the school’s and classroom’s daily 

routines will provide the substitute teacher with the greatest success. These routines 

are part of the student’s school culture and learning environment. 

Classroom Management 

Although substitute teachers are not expected to come in and be experts in 

learning theories or pedagogical practices, experts agree they are expected to provide 

and maintain a safe learning environment in which learning can occur (Haimes, 2005; 

Tomei & Cornett, 2002). Substitute teachers should be firm, set clear guidelines, and 

keep the students focused on the current task (Nidds & McGerald, 1994). The 

substitute teacher’s authority is not solely based on experience or titles, but in 

meaningful interactions with the students. This is often an area substitute teachers 

find challenging because they either do not know how to interact appropriately with 

students or they do not have enough time to foster meaningful interactions with them 

(Weems, 2003). 

Classroom management is impacted by many variables. Entire college courses 

have been developed to train teacher candidates how to manage their future 

classrooms. Since this is the most significant concern expressed by substitute 

teachers, a majority of professional development is dedicated to managing student 
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behavior (Bontempo & Deay, 2003). Smith (2009) identified five key skills for 

behavioral management in the classroom: 

1. Keep students on task. 

2. Maintain a high rate of positive student-teacher interactions. 

3. Teach expectations. 

4. Respond non-coercively. 

5. Avoid being trapped. 

In this section, some of the most common skills and practices for managing a 

classroom are identified and explained.  

Keep students on task. After classroom administrative duties are complete, it 

is vital to get students engaged and working. If possible, ask students to read or write 

a journal entry from a provided prompt. The sooner they are engaged, the less likely 

the students will misbehave. Substitute teachers can help keep students on task by 

walking around the classroom. The physical presence of the teacher moving about 

decreases inappropriate behavior (Smith, 2009). 

Maintain positive student-teacher interactions. Substitute teachers hold a 

very social position; therefore, they are expected to interact with a diverse population 

daily. Positive interactions are to be the norm, especially with students. They try to 

ensure all students are heard by listening attentively and thinking before responding. 

Researchers warned that substitute teachers should never criticize, gossip, or slander 

the full-time teacher (Jones, 1999; Purvis & Garvey, 1993). In her research on 

classroom management by substitute teachers, Thorpe (2004) noted classroom 

management success was dependent on the level of relationships established with the 



 
	

23 

students. She recommended that students’ names should be learned quickly, and a 

positive attitude should be portrayed from the beginning. 

As recorded by Chiu and Tulley (1997), the student-teacher relationship should be 

one of appropriate dominance. Wubbels, Brekelmans, van Tartwijk, and Admiral 

(1999) define appropriate dominance as a teacher’s ability to provide strong guidance 

and clear purpose in academics and student behaviors. This practice includes 

communicating clear expectations and consequences. Marzano and Marzano (2003) 

stressed the use of assertive behaviors when teachers interact with students, which is 

not to be confused with aggressiveness. Assertive behaviors may include facing the 

students, displaying confident body language, keeping a strong posture, and using a 

clear, deliberate voice. 

Interactions should be positive in nature. Smith (2009) reported teachers allow 

98% of appropriate behaviors to go unrecognized, and are often two to three times 

more likely to address the inappropriate behaviors in a classroom. Providing verbal 

praise, smiling, and offering positive reinforcement will often encourage a positive 

classroom environment. 

Identify clear expectations immediately.  Henderson et al. (2002) state one 

of the first tasks to be accomplished when entering a room is to let the students know 

academic and behavioral expectations. Identifying expectations early portrays a sense 

of self-confidence and establishes who is in charge. Students need to know exactly 

what will happen if they are not staying on task or if they misbehave (Henderson et 

al., 2002). According to Smith’s (2009) research, substitute teachers should identify 

classroom, instructional, and procedural expectations at the very beginning of class. 
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Students should know exactly what they are expected to do, how to do it, what tools 

will they use, and how much time is allocated. According to Smith, the key step is to 

have the students acknowledge or restate the expectation.  

Use non-coercive response to inappropriate behaviors.  Smith (2009) states      

inappropriate behaviors can be inconsequential or consequential. Inconsequential 

behaviors are those that do not disrupt the learning environment, such as chewing 

gum or playing with a pencil. Substitute teachers often choose to ignore this type of 

behavior, as the attention often escalates into a classroom disruption. Consequential 

behaviors are those that disrupt the learning environment. This type of behavior 

should be addressed without threats or force. Sarcasm or threatening a student often 

leads to embarrassment and anger. Situations can easily escalate, so teachers should 

address this behavior privately and attempt to redirect the student’s attention back to 

the task at hand (Smith, 2009). 

Maintain self-control. Teachers should never lose control of their temper. 

They should always model the expected behavior. Humans who lose control say and 

do things without fully thinking through the outcomes. Henderson et al. (2002) 

asserted that when a teacher loses control in the classroom, students feed on the 

negative energy and actions. Smith (2009) identified several traps substitute teachers 

can land in if students are allowed to take control of the situation, including the 

criticism trap, the common sense trap, the questioning trap, the sarcasm trap, the 

pleading trap, and the threat trap. Each situation occurs when the substitute teacher 

uses negative bargaining to try to increase positive behavior. Students can see this and 

will take advantage of the situation, often escalating inappropriate behavior.   
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Provide positive reinforcement. Most school districts today have some form 

of positive reinforcement plan. Verbally reinforcing positive behavior can often be 

seen as a preventive discipline (Henderson et al., 2002). Thorpe (2004) found by 

leaving a list of students’ names that were behaving or on task, disruptive behavior 

was minimized. Since positive behavior was the center of attention, the entire 

classroom was energized and possessed a positive energy. 

Correcting negative behavior is often best practiced in one-on-one sessions. 

When students are called out in front of their peers, they often feed off the attention 

and escalate the situation. Students are to be firmly corrected, but only when no one 

else can hear the conversation. Common practices include taking a misbehaving 

student to the side, out in the hall, or speaking to the student after class (Henderson et 

al., 2002). Henderson et al. identified a practice known as extinction, which is the 

practice of ignoring the small classroom infractions and concentrating only on major 

events that prevent or disrupt learning. Ignoring the student chewing gum is an 

example of extinction. The disruption by confronting this type of misconduct is 

greater than simply letting the student break this classroom rule. 

Teaching Strategies 

Although it is unrealistic to expect substitute teachers to have pedagogical 

knowledge, substitute teachers should be ready to implement certain strategies in any 

of the classes they teach throughout the day. Tomei and Cornett (2002), identified 

strategies substitute teachers should be prepared to implement, including teaching, 

reflecting, classroom management, and basic learning theories. Research by Utah 

State University (Smith, 2009) noted that professional development sessions for 
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substitute teachers should introduce basic teaching strategies such as brainstorming, 

concept mapping, K-W-L, cooperative learning, questioning, and effective use of 

instructional materials. K-W-L charts are great tools for substitute teachers in 

classrooms in which they know very little about the subject area. K-W-L charts act as 

an outline for students to teach the substitute teacher about the content. K-W-L charts 

ask the student “What do I know?” “What do I Want to know?” and “What have I 

Learned?”. These strategies can easily be used with most generic lesson plans left by 

full-time teachers (Smith, 2009). 

Basic instructional strategies can be applied in various subjects and allow for 

the substitute teacher to continue instruction when little is known about the subject 

matter. Often full-time teacher lesson plans are very generic, but a substitute teacher 

can have students create graphic organizers, work in groups, or review content 

previously covered. Smith (2013) suggested that if reviewing, students can answer 

questions by the ask, pause, call method, or each student can submit review questions 

and then exchange papers with a classmate.  

Benefits of Substitute Teacher Training Programs 

Benefits of a substitute teacher professional development program are 

numerous and impact many throughout the school district. An effective professional 

development program has an impact on the school administrators, full-time teachers, 

substitute teachers, students, and parents. Geoffrey Smith, an expert in substitute 

teacher training programs, identified four key benefits of these programs: a reduction 

in complaints from students and faculty, lower school liability, improvement in the 

quality of education, and elimination of procedural uncertainty (Henderson et al., 
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2002, p. 35). Substitute teachers who are properly trained and provided continued 

support possess higher self-efficacy, resulting in confident substitute teachers that 

positively and professionally interact with students in the classroom (Smith, 2014).  

A professional development program for substitute teachers also reduces the 

liability school districts are exposed to by employing substitute teachers. How to 

handle physical and verbal altercations, how to set boundaries in establishing 

relationships with students, and how to show professionalism in interacting with 

students with special needs are examples of sensitive areas that can easily be 

addressed with proper training. 

Russo (2001) found that districts that offered pre-service training to substitute 

teachers increased retention rates with their substitute teacher list by up to 50%, and 

substitute teacher complaints decreased by 300 occurrences in one year. Investing in 

substitute teacher development increases the amount of interaction cooperation 

among faculty and substitute teachers. Communicating full-time teacher expectations 

to substitute teachers in areas such as attendance reporting, seating charts, lesson 

plans, and possible discipline issues helps alleviate potential problems (Shepherd, 

1997). A well-equipped substitute teacher will be more at ease with the students and 

more able to meet their social, behavioral, and academic needs. According to 

O’Connor (2009), a skilled substitute teacher who can interact with students and 

continue instruction in the full-time teacher’s absence will also help ease the minds of 

parents and help build trust in the school. 
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Barriers to Implementing Substitute Teacher Training 

A substitute teacher PROFESSIONAL DEVELOPMENT program shares 

many of the same challenges as programs in public K-12 schools. The primary barrier 

to implementing professional development programs in public schools is financial 

(Dede et al., 2008). Funding is required for items such as program development, 

instructors, technical support, and administrative costs. Resource allocation is another 

challenge, as administrators must choose where to allocate resources among the many 

possible PROFESSIONAL DEVELOPMENT needs within their school (Sprague, 

2006). In school districts where substitute teachers are seen as mere fill-ins, resources 

will be used for the PROFESSIONAL DEVELOPMENT sessions needed for full-

time faculty. 

When contemplating this issue, one must also consider the willingness and 

motivation of the substitute teachers to complete professional development. Turnover 

is often high with substitute teachers, and often substituting is a temporary position 

until more permanent employment is secured.  Substitute teachers may not be 

motivated to partake in PROFESSIONAL DEVELOPMENT, especially if ongoing 

sessions or pre-service certification is required. Substitute teacher candidates may 

experience frustration or apprehension during PROFESSIONAL DEVELOPMENT 

sessions, particularly if material is presented online in a computer-based format 

(Lind, 2007). 
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Chapter 3:  Methodology 

This study served two purposes. First, the researcher sought to identify the 

skills and knowledge substitute teachers need to ensure continued effective 

instruction and a safe learning environment in the absence of a full-time teacher. 

Second, the researcher sought to determine if an online orientation course would be 

successful in preparing substitute teachers in the identified areas of need.  

Research Questions 

This study was guided by three research questions.  

1. What skills and knowledge do school district administrators, mentor teachers, 

and substitute teachers identify as important for substitute teacher professional 

development? 

2. How do the skills and knowledge identified for substitute teacher professional 

development vary among administrators, mentor teachers, and substitute 

teachers? 

3. Upon completion of the substitute teacher professional development, what 

topics did participants identify as important in preparing them for the 

classroom, and what modifications to the professional development were 

recommended? 

Context  

The research study was conducted at a 9th through 12th grade public high 

school in rural Mississippi. Enrollment for the 2014-2015 academic year was 1,144 

students. During the study, 70 full-time teachers were employed at the school, which 

included those working in the Career and Technical Center. The school’s mentor 
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teacher program consisted of 22 teachers and 1 administrator. This program offers 

guidance to first year teachers and substitutes. There were six administrators located 

at the school, with one assigned to manage substitute teacher assignments. Ninety-

three percent of the teachers were listed as highly qualified in core subject areas, and 

the substitute teacher “pool” (collection of willing substitute teachers) consisted of 10 

to 15 part-time substitute teachers.  

Participants 

Participants in this study were 13 part-time substitute teachers, 22 mentor 

teachers, and 6 administrators. Substitute teachers’ ages ranged from 26 to 58 years, 

and there were 9 females and 1 male. None of the substitute teachers possessed any 

formal education or training in pedagogy or classroom management. The amount of 

experience varied among participants. Two substitute teachers had seven years of 

experience in the classroom as a substitute teacher while the remaining eight had 

between one and four years of experience. One participant had earned a bachelor’s 

degree and the remaining nine were high school graduates and had taken or were 

currently taking courses at a higher education institution. 

The ages of the mentor teachers and administrators ranged from 28 to 62 

years. Each had earned a bachelor’s degree, and 15 participants had earned advanced 

degrees. Participants were all adults and did not have or report any disabilities that 

needed accommodating. 

Materials 

The purpose of the instructional intervention in this study was to prepare 

substitute teachers for the daily duties they need to perform. The instructional 
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intervention consisted of three units that introduced the critical skills and knowledge 

identified during the needs assessment. A needs assessment (SAK survey; Appendix 

A) was used to identify the content to include in the instructional intervention, with a 

goal analysis that ranked the goals from most to least important. The learner, 

contextual, and task analysis reports identified influential factors to be considered 

before the instruction was designed.  

The first unit introduced administrative duties such as checking in and out, 

reporting student attendance, fulfilling lunch and planning period responsibilities, and 

covering assigned duties. The second unit presented professionalism and addressed 

appropriate dress for substitute teachers, communication with students and school 

staff, personal technology use, and student confidentiality. The third unit discussed 

classroom management and procedures and included topics such as lesson plans, 

emergency procedures, discipline, behavior management, proper student-teacher 

interactions, and bullying policies.  

Content was presented primarily as text, but images and illustrations were 

used in situations that were applicable. For example, illustrations and images were 

used to show content such as appropriate dress code, and emergency procedures. The 

unit included a variety of scenarios common to what a substitute teacher encounters 

during a typical day, and offered an opportunity for practice during the instruction.  

The learner was presented practice questions within the lesson to prepare for the 

posttest. Feedback was immediately available after submitting one’s responses.  

The instructional intervention was hosted in SoftChalk Cloud. Learners had 

the ability to freely move forward and backward within each unit and were required 
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to master the content with a score of 80% or higher. The time to complete the unit 

ranged from 25 to 35 mins. The Morrison, Ross, and Kemp  instructional design 

model (Morrison, Ross, Kalman, & Kemp, 2010) was used to guide the design and 

development of the online intervention. A full description of all the instructional 

design documentation is included in the Appendix G of this study.  

Instructional objectives were created that aligned with the goals identified in 

the goal analysis. The instructional strategies (initial and generative), along with 

practice and feedback for each instructional objective presented, were included in the 

objectives. To evaluate the learners and the instructional intervention’s effectiveness, 

participants completed a pre- and post-test. The summative evaluation included the 

unit’s posttest and a survey to measure the intervention’s instructional design. 

Instruments 

Instruments used for data collection were developed based upon the topics 

identified in the literature and discussions with a Subject Matter Expert (SME). 

Likert-scale surveys were created in Google Forms to collect quantitative data to 

address the research questions in this study.   

Instrument 1: Skills and Knowledge Survey (SAK) 

The Skills and Knowledge Survey (SAK; Appendix A) was used to collect 

data that addressed Research Question 1: “What skills and knowledge do school 

district administrators, mentor teachers, and substitute teachers identify as important 

for substitute teacher professional development?” and Research Question 2: “How do 

the skills and knowledge identified for substitute teacher professional development 

vary among administrators, mentor teachers, and substitute teachers?”. The SAK 
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survey was developed by the researcher with input from the high school principal.  

The survey consisted of 18 items. The first item was open-ended and asked 

participants to list any topics they believe should be included in the professional 

development. Next, 17 topics ranked the ranked on a 5-point Likert scale of 

importance: very important, important, moderately important, of little importance, or 

unimportant.  

Instrument 2: Post-Intervention Participant Survey (PIP) 

The Post Intervention Participant Survey (PIP, Appendix B) was created to 

measure the perception of the participants after completing the unit designed for this 

study. The PIP survey addressed Research Question 3: Upon completion of the 

substitute teacher professional development, what topics did participants identify as 

important in preparing them for the classroom, and what modifications to the 

professional development were identified? 

The researcher created the PIP survey with input from the high school 

principal. The PIP survey consisted of both Likert-scale and open-ended questions. A 

5-point Likert scale to rate of importance was used to collect the data for questions 1-

16. The instrument was designed for participants to choose one of the following 

choices: very important, important, moderately important, of little importance, or 

unimportant. Questions 17-22 were open-ended questions. 

Research Design 

The study employed survey research to collect data. This study was 

descriptive in nature, and surveys were used to collect quantitative data from 

participants. Experts have explained quantitative data as encompassing respondents’ 
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opinions, attitudes, preferences, and concerns on various issues, topics, conditions, 

and circumstances while describing the way things are (Gay & Airasian, 2003; Rea & 

Parker, 2005). 

Gay and Airasian (2003) identified two main ways data can be collected with 

surveys: self-reported instruments and observation. This study used self-reported 

surveys by asking participants to respond to statements and questions about 

themselves. Descriptive survey research often uses one of two types of survey 

classifications: cross sectional or longitudinal. This study implemented cross-

sectional surveys, as data were collected during a single point in time and not 

multiple points. 

Data Collection 

Likert-scale and open-ended surveys were used to collect data from 

participants. Data collected guided the development of the needs assessment and 

instructional intervention while addressing the study’s research questions. Table 1 

shows the relationship between the study’s research questions and the data collection 

instruments, while Table 2 identifies survey items that correspond with Research 

Questions 1 and 2. 
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Table 1 

Research Questions and Data Sources       

Research Questions       Survey Items 
1. What skills and knowledge do school 

district administrators, mentor teachers, 
and substitute teachers identify as 
important for substitute teacher 
professional development? 

Skills and Knowledge Survey  

 

2. How do the skills and knowledge 
identified for substitute teacher 
professional development vary among 
administrators, mentor teachers, and 
substitute teachers? 

Skills and Knowledge Survey  

 

3. Upon completion of the substitute 
teacher professional development, what 
topics did participants identify as 
important in preparing them for the 
classroom, and what modifications to 
the professional development were 
identified? 

Post-Intervention Participant Survey  
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Table 2 
 
Survey Items from Skills and Knowledge (SAK) Survey (Appendix A) and the 
Associated Research Questions 
 
Research Questions    Survey Items 
 
1. What skills and 

knowledge do 
school district 
administrators, 
mentor 
teachers, and 
substitute 
teachers 
identify as 
important for 
substitute 
teacher 
professional 
development? 
 

2. How do the 
skills and 
knowledge 
identified for 
substitute 
teacher 
professional 
development 
vary among 
administrators, 
mentor 
teachers, and 
substitute 
teachers? 

Survey item 1 was an open-ended item that asked participants to 
identify specific topics they would want included in substitute teacher 
professional development. Survey items 2-17 addressed participant 
perceptions using a 5-point Likert scale of importance. The choices 
were very important, important, moderately important, little 
importance, and unimportant. 

1. Are there any specific topics you identify should be included 
in substitute teacher professional development? 

2. Punctuality. 
3. Check-in and out procedures. 
4. Daily responsibilities of substitute teachers (duties, lunch 

schedule, and planning period). 
5. Attendance reporting. 
6. Dress. 
7. Communication with the full-time teacher.  
8. Criticizing curriculum, teachers, students, and policies. 
9. Personal use of technology, cell phones, and social networks. 

10. Student confidentiality. 
11. Follow lesson plans provided by the teacher. 
12. Emergency procedures. 
13. End of day procedures. 
14. Discipline procedures. 
15. Behavior management procedures. 
16. Proper interactions with students. 
17. Identify and report bullying, harassment, and suicidal 

behaviors. 

  

Intervention Data. After completing the instructional intervention, 

participants completed instrument 2: Post Intervention Participant (PIP) Survey 

(Appendix B). Table 3 shows how each survey item corresponds with Research 

Question 3.
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Table 3 
 
Survey Items From Instrument 2: Post-Intervention Participant Survey (Appendix B) 
and the Associated Research Question 
 
Research Questions    Survey Items 
 

Upon completion of 
the substitute 
teacher professional 
development, what 
topics did 
participants identify 
as important in 
preparing them for 
the classroom, and 
what modifications 
to the professional 
development were 
identified? 
 

Survey items 1-17 addressed participant perceptions using a 5-
point Likert scale of importance. The choices were very important, 
important, moderately important, little importance, and 
unimportant. Items 18-22 were open-ended allowing participants 
to provide feedback on the content presented in the intervention.  

1. Punctuality. 
2. Check-in and out procedures. 
3. Daily responsibilities of substitute teachers (duties, lunch 

schedule, and planning period). 
4. Attendance reporting. 
5. Dress. 
6. Communication with the full-time teacher.  
7. Personal use of technology. 
8. Criticizing curriculum, teachers, students, and policies. 
9. Personal use of technology, cell phones, and social 

networks. 
10. Student confidentiality. 
11. Follow lesson plans provided by the teacher. 
12. Emergency procedures. 
13. End of day procedures. 
14. Discipline procedures. 
15. Behavior management procedures. 
16. Proper interactions with students. 
17. Identify and report bullying, harassment, and suicidal 

behaviors. 
18. What was the single most important topic presented that 

you identify best prepared you for the classroom? 
19. Based on your response to the previous question, why do 

you identify this was the most important topic presented 
in the training module? 

20. What topics would you like to see added to the 
orientation-training module? 

21. What topics should be presented in greater detail in 
future professional development sessions? 

22. Would you recommend this training to others? 

 

Procedures and Data Analysis 

A needs analysis and instructional intervention guided the procedures for this 

study. Participants were introduced to the study in a general faculty meeting held at 
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Appendix B 

Post-Intervention Participant Survey 
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Appendix B (Cont.) 
Post-Intervention Participant Survey 
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Appendix C 
Informed Consent Form 

 

 

 

        Institutional Review Board 
                

        315 Administration Bldg. 
    Memphis, TN 38152-3370 

        Office:  901.678.2705 
        Fax:  901.678.2199 

 

IRB #:3613 
Expiration Date:  Page 1 of 3 

  Consent to Participate in a Research Study 

Professional Development for Substitute Teachers 

 

WHY ARE YOU BEING INVITED TO TAKE PART IN THIS RESEARCH? 

You are being invited to take part in a research study about Professional Development for Substitute Teachers. 
You are being invited to take part in this research study because you are a licensed teacher in a public K-12 
school district or you were hired as substitute teacher in this school district. If you volunteer to take part in this 
study, you will be one of about 30 people to do so.   

WHO IS DOING THE STUDY? 

The person in charge of this study is Kris King (Lead Investigator, LI) of University of Memphis Department of 
Instruction and Curriculum: He is being guided in this research by Dr. Trey Martindale. There may be other people 
on the research team assisting at different times during the study. 
 

WHAT IS THE PURPOSE OF THIS STUDY? 

The purpose of this study is to identify the skills and knowledge substitute teachers should possess in order to 
prepare them to enter into a K-12 classroom. The information collected in this research will be used to create a 
substitute teacher orientation module. 
 

WHERE IS THE STUDY GOING TO TAKE PLACE AND HOW LONG WILL IT LAST?  

The research procedures will be conducted at Grenada High School. You will need to come to Computer Lab 
Room 41 1 time during the study.  Each of those visits will take about 30 mins.  The total amount of time you will 
be asked to volunteer for this study is 35-40 mins over the next 2 months. 
 

WHAT WILL YOU BE ASKED TO DO? 

Participants will be asked to complete three surveys and participate in trial run of the instructional module. 
Each survey is will take five minutes or less to complete. The field test of the instructional unit will take 25-
35 minutes of your time. During the field test, participants will complete the pretest and posttest within the 
module. 
 
The first survey will consists of topics and skills necessary for substitute teachers to be presented in a 
training module and you will be asked to rate the level of importance of each. 
 
The second survey is the attitude survey. After the field tests of the instructional module are completed, 
participants will be asked to complete a survey on the design, functionality, usefulness, and effectiveness.  
 
The third survey will be provided after the completion of the instructional unit and will ask participants to 
rate which topics were most beneficial in preparing substitutes for the classroom. 
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Appendix C (Cont.) 
Informed Consent Form 

 

 

 

        Institutional Review Board 
                

        315 Administration Bldg. 
    Memphis, TN 38152-3370 

        Office:  901.678.2705 
        Fax:  901.678.2199 

 

IRB #:3613 
Expiration Date:  Page 2 of 3 

WHAT ARE THE POSSIBLE RISKS AND DISCOMFORTS? 

To the best of our knowledge, the things you will be doing have no more risk of harm than you would experience 
in everyday life. 

WILL YOU BENEFIT FROM TAKING PART IN THIS STUDY? 

By participating in this research study, you will help identify what content is to be used in creating a 
substitute teacher orientation module. Equipping substitute teachers with the skills and knowledge to be 
successful will help students, teachers, and administrators when the regular teacher is absent. 

Your willingness to take part, however, may, in the future, help society as a whole better understand this research 
topic. 

DO YOU HAVE TO TAKE PART IN THE STUDY? 

If you decide to take part in the study, it should be because you really want to volunteer.  You will not lose any 
benefits or rights you would normally have if you choose not to volunteer.  You can stop at any time during the 
study and still keep the benefits and rights you had before volunteering  

WHAT WILL IT COST YOU TO PARTICIPATE? 

There are no costs associated with taking part in the study. 

WILL YOU RECEIVE ANY REWARDS FOR TAKING PART IN THIS STUDY? 

Participants that complete the field test of the substitute teacher module will be provided one Wal-mart Gift 
card worth $10.00 each. 

WHO WILL SEE THE INFORMATION THAT YOU GIVE? 

We will make every effort to keep private all research records that identify you to the extent allowed by law. 

Your information will be combined with information from other people taking part in the study. When we write 
about the study to share it with other researchers, we will write about the combined information we have gathered. 
You will not be personally identified in these written materials. We may publish the results of this study; however, 
we will keep your name and other identifying information private 

 No names will be collected. Names that are given during the field tests for the gift cards are optional and will be 
destroyed upon completion of the module that day. 
 
CAN YOUR TAKING PART IN THE STUDY END EARLY? 

If you decide to take part in the study you still have the right to decide at any time that you no longer want to 
continue.  You will not be treated differently if you decide to stop taking part in the study.   

The individuals conducting the study may need to withdraw you from the study.  This may occur if you are not 
able to follow the directions they give you, if they find that your being in the study is more risk than benefit to you, 
or if the agency funding the study decides to stop the study early for a variety of scientific reasons  
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Informed Consent Form 

 

 

 

        Institutional Review Board 
                

        315 Administration Bldg. 
    Memphis, TN 38152-3370 

        Office:  901.678.2705 
        Fax:  901.678.2199 

 

IRB #:3613 
Expiration Date:  Page 3 of 3 

 
 
WHAT IF YOU HAVE QUESTIONS, SUGGESTIONS, CONCERNS, OR COMPLAINTS? 
 
Before you decide whether to accept this invitation to take part in the study, please ask any questions that might 
come to mind now.  Later, if you have questions, suggestions, concerns, or complaints about the study, you can 
contact the investigator, Kris King at tkking@memphis.edu.  If you have any questions about your rights as a 
volunteer in this research, contact the Institutional Review Board staff at the University of Memphis at 901-678-
2705.  We will give you a signed copy of this consent form to take with you.  
 

WHAT IF NEW INFORMATION IS LEARNED DURING THE STUDY THAT MIGHT AFFECT YOUR DECISION 
TO PARTICIPATE?  

If the researcher learns of new information in regards to this study, and it might change your willingness to stay in 
this study, the information will be provided to you.  You may be asked to sign a new informed consent form if the 
information is provided to you after you have joined the study. 
 
If you have questions or concerns regarding this study and the subject’s rights, please contact Beverly Jacobik via 
email irb@memphis.edu or by phone at 901-678-3074. 
 
By signing below, you affirm that you are 18 years of age or older. 
 
 
 
 
 
 
 
Signature of person agreeing to take part in the study          Date 
  
_________________________________________ 
Printed name of person agreeing to take part in the study 
  
_________________________________________   ____________ 
Name of [authorized] person obtaining informed consent          Date 
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Appendix D  
Email to Participants 

 
 

 

Name: Email Address: 
	

Please Return Survey to Mary Bailey – B Building 
 

Request to Participate in a Research Study 
	

Professional Development for Substitute Teachers 
 
Hello, my name is Kris King and I am a graduate student at the University of 
Memphis. I am in the Doctoral program in Instructional Design and Technology 
and I am currently writing my dissertation. The purpose of this study is to identify 
the skills and knowledge substitute teachers should possess in order to prepare 
them to enter into a K-12 classroom. The information collected in this research will 
be used to create a substitute teacher orientation module. Please be aware that your 
participation in this study is voluntary. 
 
Participants will be asked to complete three surveys and participate in trial run of 
the instructional module. Each survey is will take five minutes or less to complete. 
The field test of the instructional unit will take 25-35 minutes of your time. During 
the field test, participants will complete the pretest and posttest within the module. 
 
The first survey will consists of topics and skills necessary for substitute teachers to 
be presented in a training module and you will be asked to rate the level of 
importance of each. 
 
The second survey is the attitude survey. After the field tests of the instructional 
module are completed, participants will be asked to complete a survey on the 
design, functionality, usefulness, and effectiveness.  
 
The third survey will be provided after the completion of the instructional unit and 
will ask participants to rate which topics were most beneficial in preparing 
substitutes for the classroom. 
 
By participating in this research study, you will help identify what content is to be 
used in creating a substitute teacher orientation module. Equipping substitute 
teachers with the skills and knowledge to be successful will help students, teachers, 
and administrators when the regular teacher is absent. 
 
Participants that complete the field test of the substitute teacher module will receive 
one Wal-mart Gift card worth $10.00. To be eligible for the gift card, please 
leave your name and email address at the top of this letter. (Gift cards are 
distributed after the study is completed). Data will not be identifiable and your 
name will not be used. 
 
If you have any questions, you may contact me at tkking@memphis.edu and I 
thank you for your time and participation. 
 
Kris King 
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Appendix E 
Instructional Intervention Pre- & Post-test 

Value: 10 
If a student is sarcastic or rude to you, it is acceptable to argue and/or yell as 
long as you do not curse. 

  a. True 
  b. False 

 
Value: 10 
A student comes to you and communicates that other students are harassing 
her and posting inappropriate things on Facebook about her. According to the 
school's policy, what should you do? 

  a. Login to Facebook and view the comments during class with student. 
  b. Document the issues she is reporting and contact and administrator or 

guidance counselor. 
  c. Tell her to delete her Facebook account and it will all eventually stop. 
  d. Report the harassment to her parents and the local police. 

 
Value: 10 
Professional dress for substitute teachers includes denim jeans. 

  a. True 
  b. False 

 
Value: 10 
Review the items listed below and select four that should be included in the exit 
report you leave for the permanent teacher. 

  a. The time you arrived at school. 
  b. Names of students that did not finish the work or had trouble 

understanding the lesson. 
  c. Any activities that prevented the entire class from completing class work 

(fire drills, programs, bad weather, technology issues). 
  d. Input on ways to you would improve the lesson. 
  e. Names of students that misbehaved or had to be sent to the office. 

 
[mark all correct answers] 
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Appendix E (Cont.) 
Instructional Intervention Pre- & Post-test 

Value: 10 
After filling in for Mr. Smith's special education classroom, the substitute 
teacher goes home that afternoon and discusses a student's disability with his 
wife. Is he maintaining confidentiality concerning the student's health? 

  a. Yes 
  b. No 

 
Value: 10 
Mr. Jones witnesses two students acting inappropriately in the lunchroom. He 
knows the family of one of the students. Mr. Jones notices that another teacher 
is escorting the two students to the office. He later finds out how the discipline 
was handled, and he doesn't believe the two students deserve to be 
suspended. What should Mr. Jones do in this situation? 

  a. Contact the other teachers after school and discuss the situation. 
  b. Call the parents of the students after school and tell them what he saw 

and what he believes should or should not happen. 
  c. Make a comment on Facebook about how disgusted he is with the way 

things were handled today at school. 
  d. Meet with an administrator to discuss what he saw and provide details 

on the situation. 
 
 
Value: 10 
Review the list below and mark all that apply. 

Substitute teachers are allowed to use what personal technologies in the 
classroom? 

  a. Tablets 
  b. Cell Phones 
  c. Computers 
  d. iPods 
  e. None of the Above 

 
[mark all correct answers] 
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Instructional Intervention Pre- & Post-test 

 
What is the warning signal for a fire? 

  a. One long, continuous ring of the bell. 
  b. An announcement over the intercom. 
  c. Three short rings of the bell. 

 
 
If a student shows signs of depression or you hear other people stating the 
student has made comments about suicide, what is the correct course of action 
according to the school policy? 

  a. Contact the student's parents before leaving school that day. 
  b. Pull the student aside during class and have them talk about their 

issues. 
  c. Document the issues or signs and contact and administrator or guidance 

counselor. 
  d. Contact the Department of Human Services and report the issue to 

them. 
 
 
A student comes to you and communicates other students in the school are 
bullying her. According to the school district's policy, what should be your next 
step? 

  a. Listen to her issues and call her parents during the planning period or 
after school. 

  b. Pull the students that are bullying her to the side and address the issue 
with them directly. 

  c. Tell the student that this is part of growing up and it will eventually end. 
  d. Document the information that she has told you and without drawing 

attention to the student, communicate the situation to an administrator or 
guidance counselor. 
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Appendix E (Cont.) 
Instructional Intervention Pre- & Post-test 

 

Substitute teachers are allowed to leave campus during their planning period. 
  a. True 
  b. False 

 

An employee of the school district may be terminated if proven to have violated 
the district's social media policy? 

  a. True 
  b. False 

 
 
According to the school district's policy, it is acceptable to escort a student out 
the door by their arm. 

  a. True 
  b. False 

 
 
According to the school district's social media policy,it is acceptable to discuss 
with students who was at the party that was thrown at the local club over the 
weekend on social media. 

  a. True 
  b. False 

 
 
Mrs. Smith is substituting for Mr. Green's Algebra class. Mrs. Smith had an 
issue with one student in class today. This student was very disruptive and 
refused to complete his work. Mrs. Smith knows this student's parents and 
considers calling the parents after school. According to the school's policy on 
contacting student's parents, what should Mrs. Smith do? 
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Appendix E (Cont.) 
Instructional Intervention Pre- & Post-test 

 
  a. Mrs. Smith should call the parents during the school day (preferably on 

the assigned planning period). 
  b. Mrs. Smith should not call the parents and discuss the behavioral issues 

with an administrator. 
  c. Mrs. Smith should email or text the parents as soon as possible. 

 
 
What is the warning signal for a physical threat to the school and the school 
goes on lockdown? 

  a. One long, continuous ring of the bell. 
  b. A "Code Charger" or "Charger is Loose in the Building" announcement 

over the intercom. 
  c. Three short rings of the bell. 

 
 
According to the school district's policy, it is acceptable to speak to a student 
outside the classroom privately for 5-7 minutes while students are 
unsupervised. 

  a. True 
  b. False 

 
 
According to the district's policy, when disciplining students it is acceptable to 
lead the student out by the arm or shoulder. 

  a. True 
  b. False 

 
 
What is the warning signal for a tornado? 

  a. One long, continuous ring of the bell. 
  b. An announcement over the intercom. 
  c. Three short rings of the bell. 
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Instructional Intervention Pre- & Post-test 

 
Mrs. Johnson is substituting for Mr. Rogers' Algebra class all week. Steven is a 
student in Mr. Roger's Algebra class 5th period. Mrs. Johnson realizes she 
knows Steven's parents, so she adds him as a friend on Facebook. She goes 
home and interacts with Steven and joins in a conversation with other students 
on Steven's Facebook page. Has Mrs. Johnson done anything inappropriate 
according to the district's social media policy? 

  a. No. They are family friends. 
  b. Yes, a violation of the Social Networking policy has occured. 

 
 
A student complains of a headache and asks for some Tylenol. What is the 
best thing to do for this student? 

  a. Allow the student to ask classmates if they have medicine. 
  b. Give the student the Tylenol. 
  c. Send the student to the office if you believe the student is too sick to 

remain in the classroom. 
 
 

Where is the time clock located in which all substitute teachers must sign in 
before reporting to the office? 

  a. In the guidance counselor's office. 
  b. In the "A" building teacher's lounge. 
  c. In the "B" building office. (9th Grade Building Office) 
  d. In the "B" building teacher's lounge. (9th Grade Building) 

 
 
What are two reasons professional dress is critical in an educational setting 
where young learners are present? 

  a. To prevent students from making jokes at you. 
  b. Professional dress commands more respect. 
  c. To earn more pay as a substitute. 
  d. Teachers set the standard for students. 

[mark all correct answers] 
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Instructional Intervention Pre- & Post-test 

 
It is acceptable under the district's social media policy to post a picture of 
student's working in class on Facebook as long as you do it after hours on your 
own time. 

  a. True 
  b. False 

 
 
As a substitute teacher in a new classroom, what topics should you refrain from 
discussing with students? Select all that apply. 

  a. Religion 
  b. Sports 
  c. Sex and relationship advice 
  d. Politics 
  e. Weather 

[mark all correct answers] 
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Appendix F  
Formative Evaluation: Pre- & Post-test Results 

 

Participant 
 

Pretest 
 

Posttest 
 

Participant #1 32 92 
Participant #2 84 84 
Participant #3 72 84 
Participant #4 44 96 
Participant #5 60 92 
Participant #6 32 96 
Participant #7 84 96 
Participant #8 60 96 
Participant #9 32 100 
Participant #10 32 88 
Participant #11 60 92 
Participant #12 72 92 
Participant #13 84 92 
	

The researcher collected data from the pre and posttest (Appendix E) during the 

field trials. Participants completed a pretest before instruction began, completed the 

intervention, and followed by the post-test. The data collected provided raw test scores 

from the pre- and post-tests, and test results were saved in SoftChalk’s online grade 

book. The researcher exported scores into Microsoft Excel to analyze and report the 

findings. 
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Appendix G  
Instructional Design Documentation 

Purpose. The purpose of this study is to address the need for instruction among 
substitute teachers before they enter the classroom.  Administrators have expressed a 
strong need to require an online orientation course to be completed by all substitute 
teachers before they are allowed enter the classroom.  
 The substitute teacher is a vital component in the daily operation of a school. In 
a teacher’s absence, they hold the responsibility to maintain a safe learning 
environment while continuing instruction. This study will identify the topics that 
teachers, administrators, and substitute teachers believe should be included in an online 
orientation course. 

Process. The study was conducted using a combination of online surveys and 
traditional paper based forms. Survey instrument 1 (Appendix A) was distributed to 
mentor teachers, substitute teachers, and administrators at the site of research. The 
survey was hosted on Google Drive and a hyperlink was sent to the SME and lead 
mentor teacher in charge of distributing the survey via email. A paper version was also 
made available at an after school faculty meeting.  Substitute teachers were given a 
paper copy to complete when they signed in for the day. Data were collected in an after 
school faculty meeting. A few surveys were completed throughout the following week 
from those that were not in attendance. 

Learners that will complete this unit do not possess any known disabilities that 
will prohibit successful completion of this instructional unit.  Therefore, no 
modifications are needed at this time.  If the need arises, modifications can be made to 
accommodate the learner. All learners in this target audience are adults.  The maturity 
level of this group should result in higher learner motivation.  Learners will complete 
this instructional unit to improve their skills in the classroom.  Preparing a lesson to be 
taken by substitute teachers requires the content to be effective and beneficial.  The 
adult learners will find it beneficial that this unit is designed to prepare them to enter 
the classroom with the skills needed to help make their daily routines easier 
 
Contextual Analysis 

Orienting Context 
Learner goals. Although this instruction is required for employment, learners have 
expressed a desire to strengthen their skills before entering the classroom. While the 
reasoning for employment varies from supplemental income to classroom experience, 
learners express a desire to be successful in the classroom. 
Learner perception. Learners understand that this training course is required for 
employment.  Most see the training as beneficial and have expressed their desire to 
learn about certain topics to the SME in prior faculty meetings. The orientation course 
is seen as a mandatory training session that will benefit them in the classroom. 
Learner Accountability. Learners are required to complete this orientation course and 
pass with at least an 85% on the posttest. Learners will not be allowed into the 
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classroom until they have successfully completed the course. Their vested interest is in 
completion of the course to secure a position as a substitute within the district.   

Appendix G (Cont.) 
Instructional Design Documentation 

Instructional Context 
Lighting. The online course will be offered in one of the three high school computer 
labs. Lighting is sufficient in all three labs and there should be no issues completing the 
instructional unit. 
Noise. The computer labs to be used are internal classrooms and external noise should 
not be an issue.  Doors can be closed if traffic is heavy in the hall.  The instructor will 
regulate noise created within the classroom.  Learners will have the opportunity to wear 
headphones if they choose to cancel any noise out. 
Temperature. The instructor will maintain the temperature within the computer lab.  
The temperature will be kept at a moderate level to help keep learners comfortable. 
Seating. Learners will be seated at individual computer stations.  Computers are evenly 
spaced on counters with adjustable, rolling chairs for each workstation. 
Accommodations. The instructional unit will be offered to local school district 
substitute teachers therefore no accommodations are required at this time. If 
accommodations are needed, the SME will address these issues with staff on hand. 
Equipment.  Equipment will be provided by the local school district.  Computer labs 
will offer individual computer stations, printers, tables, and chairs.  
Transportation. No special transportation is required for this instructional unit.  
Learners will be local school district substitute teachers and will use their personal 
vehicles to attend class at the high school.  
Technical Support.  School district technical support will be on call if the need should 
arise.  
 
Transfer Context 
Access and Use of Information.  Upon completion of the course, learners will have 
the opportunity to immediately apply the knowledge gained from this instructional 
unit. Teachers are absent often and substitute teachers are needed on a daily basis. The 
skills and knowledge acquired will be applied daily during employment within the 
district.  
 Support. Learners will have the opportunity to continue professional development 
through regular faculty meetings and special topic sessions as the year advances.  
Mentor teachers will be asked to guide substitute teachers and assist when problems 
arise. The district has one administrator assigned to guide and support substitute 
teachers on a daily basis.  
 
Task Analysis 
The task analysis of this instructional unit will consist of a topic and procedural 
analysis.  The task analysis will introduce the content substitute teachers will need to 
know before entering the classroom.  
Topics will include: 

• Substitute teacher professionalism 
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• School policies and procedures 
• Classroom management   

 
Substitute teacher professionalism 
1) Teacher appearance. 

a) Professional wardrobe for male substitute teachers. 
i) A collared shirt, tucked in, with khaki pants or dress slacks. 

b) Professional wardrobe for female substitute teachers. 
i) A dress or slacks that does not fit tight and allows one to move freely. 

Blouses should not be low cut and fabric should not be see-through.  
c) Importance of professional appearance.  

i) Professional wardrobe commands more respect in the classroom. Teachers 
set the standard and expectations for the students.  

2) Portray a positive attitude. 
a) Components of a professional attitude. 

i) Accountability, caring, honesty, team player, open-mindedness, respect, and 
diversity.  

b) Professional behavior if one does not agree with practices within the classroom 
or school? 
i) Discuss issues with an administrator. Never share your feelings with 

students, teachers, or parents. Never criticize the teacher, school, or 
administrators. 

3) Communicating with faculty and staff. 
a) Characteristics of a good communicator. 

i) Posture, distance, eye contact, facial expression, voice quality, & 
minimizing distracting behavior. 

b) Recording the day’s activities. 
i) Substitute teachers should fill out the exit report if available. Leave the 

teacher a note of any issues they will need to address along with how much 
of the work assigned was completed.  

4) Interacting with students. 
a) Best practices for interacting with students. 

i) Always treat students with respect.  
ii) Quick to forgive, difficult to offend. 
iii) Model desired behaviors. 
iv) Use professional language. 
v) Communicate expectations.  
vi) Never touch a student. 

b) Steps to initiate and direct student responses. 
i) Pause, monitor, ask meaningful questions, & check for understanding. 

c) Policies for substitute-student interactions on social networks. 
i) [Attach copy of the district social media policy.]. 

d) Discussing sensitive topics. 
i) Refrain from discussing sensitive topics such as religion, sex education, 

politics, etc…). 
5) Interacting with parents 
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i. Policy for substitute teacher-parent contact. 

ii. Communicate the concerns to the classroom teacher and they will make contact 
with the parents. 

School policies and procedures 
1) Check-in and check-out procedures 

a) Location of the time clock. 
i) In the teacher’s lounge in the main office. 

b) First thing to do upon arrival on campus. 
i) Clock in and then report to an administrator. Ask about any special duties in 

which you are responsible. 
c) Before the students arrive, substitute teachers should prepare for the day.  

i) Locate and review the teacher’s lesson plans, class rolls, attendance forms, 
class seating charts, etc. 

ii) Introduce yourself to teachers in adjacent classrooms. 
iii) Prepare for the day’s lesson and be ready to begin class when the bell rings. 

d) Steps substitute teachers should do at the end of the day when the 3:15 bell 
rings. 
i) Stand outside the door and monitor students until the hall clears. 
ii) Straighten up the classroom and the teacher’s desk. 
iii) Leave a note for the teacher on how the day went and include anything that 

they will need to address when they return. 
iv) Complete the substitute teacher exit report if you were provided one by the 

administrator that morning. 
v) Before leaving campus, be sure to clock out in the teacher’s lounge. 

2) Bullying, harassment, and suicide awareness 
a) Handling bullying or harassment issues in the classroom. 

i) Without drawing attention to the student, send the student to the counselor’s 
office and allow them to discuss their issues with one of the high school 
counselors.  

b) Student shows signs of depression or suicidal behaviors.  
i) Contact the office and relay your concerns to an administrator or high 

school counselor.  Request that the student be contacted to discuss their 
issues. If the situation needs immediate attention, send the student to the 
office without drawing attention to them and contact an administrator to 
communicate the issue at hand. 

3) Student Confidentiality 
a) Definition of student confidentiality. 

i) Confidentiality is the obligation to not share information that was obtained 
in confidence. 

b) School district’s policy on confidentiality. 
i) Substitute teachers should maintain confidentiality on all matters within the 

school setting. 
ii) Substitute teachers should not share academic, social, nor personal issues 

observed within the school setting. 
4) General expectations of the substitute teacher. 
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a) Classroom assignment  
b) Leaving campus. 
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c) Prohibited actions in the classroom. 

i) Reading personal materials 
ii) Sleeping 
iii) Conducting personal business 
iv) Using technologies (cell phones, tablets, computers, iPods ..) 

d) Secure the classroom by locking the door and securing valuables. 
e) Provide a safe learning environment. 

i) Do not give permission for students to leave campus. 
ii) Report any accidents to the office immediately. 
iii) Do not give medicine to students. 
iv) If students seem ill, contact the office immediately. 
v) No persons from outside the school are allowed to question or interview 

students unless accompanied by an administrator. 
vi) Students are not to be checked out of your classroom unless called out by 

the office. 
f) Instructional and classroom duties. 

i) Follow lesson plans left by teacher. 
ii) Present an overview of the lesson along with clear instructions. 
iii) Walk the class and keep students on task. 
iv) Assign homework. 

Classroom management 
1) Emergency procedures 

a) The warning signal for a tornado. 
i) Three short rings of the bell. 

b) The procedures to follow during a tornado. 
i) Relocate students to areas offering the greatest tornado resistance. When 

reaching the designated shelter areas, students and teachers will be seated 
with their backs to the walls, knees drawn up, and head between their knees. 
Coats and jackets, when available, could be used to cover head, arms, and 
legs to reduce injuries from flying glass or other debris. 

c) The warning signal for a fire. 
i) One long continuous ring of the bell. 

d) The procedures to follow during a fire. 
i) Follow the evacuation route located by the classroom door. Take the class 

roll and get out of the building. Ensure your students follow you to your 
assigned meeting place. Take roll and report any students that are missing.  

e) The warning signal for physical threat to the school or its occupants (school 
lockdown). 
i) An administrator will announce over the intercom “Code Charger” or “the 

Charger is loose in the building.”  
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f) The procedures to follow during a lockdown situation. 
 

i) Lock the door to your room if you have a key. If you do not, buzz the office 
and let them know you do not have a key to your classroom.  

ii) Move students away from the door and out of the line of sight from 
windows. 

iii) Keep students calm and quite.  
iv) Do not let anyone in or out of the room. 
v) Remain in the room until an administrator announces the “all clear.”  

2) Standard classroom responsibilities to be fulfilled. 
a) Check attendance and record absences and tardies. 
b) Check dresscode. 
c) Follow the teacher’s lesson plan. 
d) See if the full time teachers has any duties.  
e) Review the lunch schedule and lunch room seating chart. 
f) Keep notes throughout the day to recap the day’s activities for the full time 

teacher. 
3) The district’s policy on the use of technology and cell phones in the classroom. 

a) Cell phones, tablets and other personal technology are not to be used in the 
classroom when students are present.  

b) The teacher’s computer should not be used in order to protect student data and 
teaching material. 

4) End of day responsibilities. 
a) Leave summary of day’s activities for teacher. 
b) Collect the student’s work and leave on teacher’s desk. 
c) Straighten up the room and teacher’s desk. 
d) Secure all textbooks and instructional resources. 
e) Turn off equipment and lights. 

5) Managing student behavior  
a) Disruptive students 

i) Remove students that disturb the learning environment from the class by 
contacting the office and sending the student with a referral to the office. 

ii) Do not send disruptive students out of the room unsupervised or without 
contacting the office first.  

b) Referral process 
c) Avoiding Negligence  

i) Never touch a student or use corporal punishment. 
ii) Do not keep a student after class or after school. 
iii) Do not argue or embarrass a student. 
iv) Do not put yourself in situation where you are alone with a student. 

d) Tips to prevent student misbehavior. 
i) Begin class as soon as the bell rings. 
ii) Be mobile in the classroom. 
iii) Keep students busy. 
iv) Never leave students unattended. 
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v) Do not let students leave the classroom. 
vi) Keep students in their seats. 
vii) Express confidence and enthusiasm. 

viii) Learn and use the student’s names as soon as possible. 
ix)  Be fair, friendly, firm, and consistent. 
x) Treat students with respect and do not use sarcasm. 

 
Objectives.  
1. Given sample scenarios, the learner will identify the professional actions of 

substitute teachers. 
2. Given sample scenarios, the learner will identify appropriate actions to take 

according to school policies and procedures. 
3. Given sample scenarios, the learner will identify the appropriate action to take 

to correct student misbehavior. 
 
Content sequencing. Content was presented in three sections.  

1. Administrative – School policies and procedures. 
2. Professional – Actions and characteristics to be seen as a teaching professional. 
3. Classroom management – Tips and introductory content to help manage 

students in the classroom. 
 

Instructional strategies. The content was self-paced in organized into three units. 
Content was presented in text and images were used to illustrate concepts when 
appropriate. Practice questions were used and feedback was immediately available 
within each unit. 

Designing the message. The instructional intervention was developed in SoftChalk 
Cloud. Text was formatted with proper headings and subheadings and adequate white 
space was included for easy reading. Content was chunked along with use of images to 
strengthen the content and make it easily consumable. 
 

 

 
 
Instructional delivery. This course was 100% online and available for two weeks. 

The course was private and only to those that were provided a link. Participants 
completed the intervention in the school computer lab, which took an average of 40 
minutes. 
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Evaluation. Evaluation of data were conducted during the needs assessment and 
the post intervention participant survey. The needs assessment data were collected from 
the SME and participants in the Skills and Knowledge Survey (Appendix A). The SME 
provided a list of topics he wanted to include in the instructional intervention via a 
phone conversation. Literature was reviewed along with the list from the SME to create 
the SAK survey. The SAK survey (Appendix A) collected data from participants and 
this information was used to design the intervention. 

The intervention included an 18 question pre and posttest used to evaluate the 
instructional effectiveness of the intervention. Thirteen participants completed the 
intervention and 12 participants increased their score between the pre and posttest. One 
participant recorded the same score on both assessments. 

	
	


