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Substitute Teacher Handbook 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​  
The Saugerties Saugerties Central School District welcomes and thanks you for 
making the choice to accept the responsibility as a substitute teacher here in our 
wonderful district. Substitute teachers play a vital role in keeping learning, 
stability, and support consistent for students each day. By stepping into classrooms 
with flexibility, patience, and care, substitute teachers help ensure that every 
student continues to feel valued, safe, and encouraged to learn. Your willingness to 
serve schools at a moment’s notice makes a meaningful difference in the success 
of students, teachers, and the entire school community.  
 
This handbook is provided as a reference for some of the policies, procedures and 
general guidelines for our schools. If you have any questions after reviewing this 
material, please contact the respective main office.  
 
Building Substitute Folders 
 
Your Substitute Folder will have the following relevant information for your 
reference: 
 

​Map of the school building 
​Period/Bell/Teacher schedule 
​SHELL emergency response details 
​Code of Conduct information 
​DASA guidance 
​ Incident Report forms 
​Note Sheet for teacher 
​Seating charts (if used) 
​Teachers’ teaching schedule and duty schedule, with explanation of daily 
routine, duties and stations 

​Names of students with specific medical problems (i.e., allergies, 
medications, etc.) 

​Specific individual school protocols and procedures (i.e., lunch, student 
attendance, recess, dismissal, etc.) 

​Other building-specific information 
​Ask Questions - School buildings are dynamic places with many activities 

​Are there any emergency drills happening today? 
​Are there any special events that I should know about? 
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Professional Expectations for Substitute Teachers 

1. Arrive Prepared and On Time 

Substitute teachers are expected to: 

●​ Arrive early enough to review plans and prepare materials 
●​ Report to the main office upon arrival 
●​ Obtain attendance procedures, schedules, emergency information, and 

classroom keys/access 
●​ Review duty assignments (hall duty, lunch duty, dismissal, etc.) 

2. Follow the Teacher’s Lesson Plans 

The classroom teacher remains responsible for instruction and classroom 
management, and substitutes are expected to follow the plans provided whenever 
possible.  Lesson plans may be found in a variety of places. These include but are 
not limited to: attached to the folder, or accessible in Frontline, you receive in the 
morning; in the teacher’s mailbox; or in the teacher’s classroom.  If you have any 
difficulty finding your teacher’s lesson plans for any given day, please notify the 
main office immediately. 

This includes: 

●​ Teaching assigned content 
●​ Maintaining classroom routines 
●​ Using provided instructional materials 
●​ Following accommodations and modifications when noted 
●​ Leaving notes regarding completed work and student behavior 

If plans are unavailable: 

●​ Follow grade-level expectations 
●​ Use appropriate educational activities 
●​ Contact neighboring teachers, main office, or administration for support  

3. Maintain Classroom Management 

Substitutes are expected to: 
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●​ Ensure timely and accurate attendance taking 
●​ Maintain a safe, orderly, respectful classroom 
●​ Use age-appropriate behavior management strategies 
●​ Enforce school and classroom rules consistently 
●​ Avoid confrontational or escalating interactions 
●​ Seek administrative support when necessary 

Best practices include: 

●​ Setting expectations immediately 
●​ Remaining calm and professional 
●​ Keeping students engaged 
●​ Avoiding power struggles 

4. Prioritize Student Safety 

Student safety is the substitute teacher’s highest responsibility. 

Substitutes should: 

●​ Understand the NYS SHELL emergency responses (See Folder) 
○​ Shelter-in-Place/Shelter 
○​ Hold-in-Place/Hold  
○​ Evacuation/Evacuate 
○​ Lockdown 
○​ Lockout 

●​ Supervise students at all times; Do not leave students unattended 
●​ Report safety concerns immediately 
●​ Secondary students are to remain in their seats, or assigned area, until the 

bell rings to transition to their next class.  Do not allow students to gather in 
doorways. 

You are also expected to monitor: 

●​ Acts of bullying 
●​ Threatening behaviors or statements 
●​ Harassment 
●​ Unsafe behaviors 
●​ Medical or emotional concerns 
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Discipline 
 

The District Code of Conduct is included in your substitute folder. Please review it 
carefully, as it outlines important expectations, guidelines, and procedures. 

Each teacher (including substitute teachers) is responsible for the management and 
supervision of their assigned classroom. Under no circumstances should students 
be left unattended. If assistance is needed, the principal, assistant principal, 
supervisor, director, or department chair is available to provide support and 
guidance. Classroom concerns should generally be addressed at the classroom 
level first, using professional judgment and available strategies. However, 
situations involving significant or urgent concerns should be referred immediately 
to the principal or assistant principal. 

Substitute teachers are expected to be familiar with and consistently enforce 
school and classroom rules. 

Expectations in Special Education Settings 

When substituting in special education or co-taught classrooms, substitutes are 
expected to: 

●​ Follow student accommodations and modifications 
●​ Maintain confidentiality regarding disabilities 
●​ Collaborate respectfully with paraprofessionals and co-teachers 
●​ Support behavioral and academic plans 

Mandated Reporting Responsibilities 

In New York State, substitute teachers are considered mandated reporters when 
serving in schools. They must report suspected abuse, neglect, or misconduct 
according to district procedures and NYS law. 

This includes: 

●​ Suspected child abuse or neglect 
●​ Allegations of abuse in an educational setting 
●​ Threats of self-harm or harm to others 
●​ Sexual misconduct concerns 
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●​ Serious safety concerns 

Best practice: 

●​ Immediately notify administration or the designated school official (school 
counselor, social worker, or psychologist) 

●​ Document factual observations only.  Note what was seen and heard. 
●​ Avoid conducting independent investigations 

Confidentiality Expectations 

Confidentiality is an essential responsibility for substitute teachers because they 
may have access to sensitive student information, including academic records, 
behavioral concerns, medical needs, disabilities, family situations, and personal 
conversations. Students, families, and staff trust school employees to protect this 
information and handle it respectfully and professionally. 

Substitute teachers must follow the requirements of the Family Educational Rights 
and Privacy Act (FERPA), which protects the privacy of student education 
records. Information learned at school should only be shared with appropriate 
school personnel who have a legitimate educational need to know. It should never 
be discussed with friends, family members, other students, or on social media. 

Maintaining confidentiality helps: 

●​ Protect student privacy and dignity 
●​ Build trust within the school community 
●​ Create a safe and respectful learning environment 
●​ Ensure compliance with federal and district policies 
●​ Support professionalism and ethical conduct in schools 

Even casual conversations outside of school can unintentionally violate 
confidentiality. Substitute teachers should always use discretion and seek guidance 
from school administrators if they are unsure whether information can be shared. 
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Professional Conduct Expectations 

Substitutes are expected to act as professional educators at all times.  You will be 
required to sign in upon entry and sign out upon dismissal. 

Professional conduct includes: 

●​ Using appropriate language 
●​ Maintaining professional boundaries 
●​ Treating students respectfully 
●​ Remaining neutral and non-political 
●​ Modeling professionalism 

Substitutes should never: 

●​ Share personal social media with students 
●​ Exchange personal contact information 
●​ Use inappropriate humor or sarcasm 
●​ Engage in discriminatory behavior 
●​ Use physical discipline 

NYSED’s educator ethics guidance emphasizes maintaining student dignity, 
fairness, and professional integrity. 

Communication Expectations 

With Students 

Substitutes should: 

●​ Give clear directions 
●​ Maintain respectful interactions 
●​ Encourage participation 
●​ Avoid public embarrassment or humiliation 

With Staff 

Substitutes should: 
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●​ Collaborate respectfully with teachers and aides 
●​ Follow administrator directions 
●​ Seek clarification when needed 
●​ Leave detailed notes for the classroom teacher 

With Parents 

Substitutes should: 

●​ Refer parent questions to administration or the classroom teacher 
●​ Avoid discussing confidential matters directly with parents unless directed 

to do so 

Technology & Digital Expectations 

Substitutes are expected to: 

●​ Use district technology appropriately 
●​ Protect passwords and student data 
●​ Follow acceptable use policies 
●​ Monitor student technology use 

Substitutes will not: 

●​ Use personal phone during instruction 
●​ Take unauthorized recordings or photos 
●​ Access inappropriate websites 

Documentation & Reporting 

Substitutes are expected to: 

●​ Document behavioral incidents 
●​ Leave notes summarizing the day 
●​ Report injuries, conflicts, or concerns (See section “Student Illness/Injury”) 

Effective substitute notes often include: 

●​ Lessons completed 
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●​ Student participation 
●​ Behavioral concerns 
●​ Students who were especially helpful 

Common Best Practices for Success 

Substitute teachers play a role that is far more important than it often appears on 
the surface. On any given day, they are the steady presence that keeps learning 
moving forward when the regular classroom teacher is away. For students, a 
substitute can be the difference between a disrupted day and a meaningful one, 
between lost time and continued growth. 

Doing your best as a substitute teacher matters because students are always 
watching how adults show up. A calm, prepared, and respectful substitute helps 
maintain a sense of safety and normalcy in the classroom. That stability supports 
learning, behavior, and emotional well-being—all of which are essential for 
students to succeed. 

Even short-term interactions can leave lasting impressions. A substitute who takes 
the role seriously can inspire curiosity, reinforce expectations, and model 
professionalism that students carry with them long after the day ends. In many 
ways, substitutes help uphold the culture and values of the school itself. 

Simply put, showing up with care, effort, and consistency isn’t just about getting 
through the day—it’s about making sure every student still has the opportunity to 
learn, grow, and feel supported, no matter who is standing at the front of the room. 

●​ Be firm, calm, and consistent 
●​ Learn student names quickly 
●​ Avoid arguing with students 
●​ Circulate around the classroom 
●​ Use positive reinforcement 
●​ Leave the classroom organized 
●​ Ask questions when unsure 
●​ Document significant incidents factually 

Substitutes should avoid: 

●​ Ignoring lesson plans 
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●​ Using excessive downtime or movies 
●​ Sharing confidential information 
●​ Raising their voice excessively 
●​ Making promises or threats they cannot enforce 
●​ Using sarcasm or humiliation 
●​ Becoming overly familiar with students 
●​ Leaving students unsupervised 

District Policies Substitutes Must Follow 

The Saugerties Central School District requires compliance with policies and 
procedures as approved by the Board of Education.  Below are direct links to some 
of the most referenced policies.  Please use THIS LINK to see all SCSD BOE 
policies. 

●​ District Code of Conduct 
●​ DASA (Dignity for All Students Act) 
●​ Child abuse reporting requirements 
●​ FERPA/confidentiality laws 
●​ Technology acceptable use policies 
●​ Emergency response procedures 
●​ Anti-harassment and discrimination policies 

Parking 
 

Please see each school secretary for specific information. 
 
Personal Property 

 
It is strongly suggested that personal property (i.e. pocketbooks, keys) and school 
property (i.e. hall passes, grade books, etc.) be secured at all times. Saugerties 
Central School District is not liable for theft or vandalism of personal items.  

 
Student Illness/Injury 

 

All students who report feeling ill or who are injured should be escorted to the 
nurse’s office immediately with a student escort. Substitutes will notify the nurse’s 
office and main office directly regarding any situations that may require nursing 
attention. 

https://go.boarddocs.com/ny/saugerties/Board.nsf/Public
https://www.saugerties.k12.ny.us/faq-resources/policies-plans-procedures/district-code-of-conduct
https://www.saugerties.k12.ny.us/faq-resources/policies-plans-procedures/dasa-complaints
https://ocfs.ny.gov/publications/Pub1159/OCFS-Pub1159.pdf
https://www.saugerties.k12.ny.us/faq-resources/policies-plans-procedures/ferpa
https://www.saugerties.k12.ny.us/faq-resources/policies-plans-procedures/computer-use-policy
https://www.saugerties.k12.ny.us/faq-resources/policies-plans-procedures/school-safety-agreement
https://www.saugerties.k12.ny.us/faq-resources/policies-plans-procedures/non-discrimination
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Please refer to the map in your substitute folder for the location and phone number 
of the nurse’s office. 

 
Assignment of Substitutes 

 
In most instances, substitutes will be contacted through our district application 
called “Aesop” within our Frontline application. It will ask you to substitute for a 
specific teacher in the Saugerties Central School District. The program will then 
inform the principal, or their designee, that you will be reporting to school for that 
teacher.  The district reserves the right to change substitute assignments in the 
best interest of the educational program. 
 
Please note that the Saugerties Central School District may share substitute names, 
addresses and phone numbers with area districts in emergency situations. Also, 
please note that the District does not guarantee frequency of employment nor that 
a new substitute will be called. Substitute work is “at will” employment.   
 
Substitute teachers will be provided a minimum of a 30-minute lunch break.  
Substitutes will not be provided “prep” period assignments and may be assigned 
other duties during a covered teachers preparation period.  
 
Important: Needs during the school day are evolving.  If you have an unassigned 
period of time on your schedule, then you are directed to report to the main office 
and inform the main office secretary of your availability.  The secretary will assign 
you to an area of need.    
 
Retirement 

 
Substitute teachers are eligible to join the New York State Teachers Retirement 
System and Substitute Nurses are eligible to join the Employee Retirement 
System. If you wish to join the system, an application must be filed with the 
Saugerties Central School’s Business Office so your contributions for retirement 
can be withheld from your salary. 
 
Further information may be obtained by contacting the New York State Teachers 
Retirement System, 1 Corporate Woods Drive, Albany, New York 12211-2395. 

        
Jr. High & Sr. High School Specific Guidance 

 

Most teachers in the Junior/Senior High School are assigned a supervisory duty. 
When scheduled, it is expected that substitutes will assume and carry out this duty 
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assignment. Please check with the relevant main office to confirm your specific 
duty location, expectations, and schedule. 

During class changes, substitutes should position themselves in or near the 
doorway in order to effectively supervise both the classroom and the adjacent 
hallway when able. This helps ensure a safe, orderly transition between periods.   

Substitutes are expected to become familiar with the basic routines and procedures 
of the school and the classroom to which they are assigned. If any questions arise, 
please do not hesitate to seek clarification from the appropriate staff member. 

Professional presence is essential. Your demeanor sets the tone for the classroom 
environment for the day.  Maintain a positive and respectful attitude. Students will 
respond directly to the tone, expectations, and level of engagement you establish. 
A confident, approachable, and interested presence supports a productive learning 
environment.  Be sure to provide an example for positive and welcoming conduct 
to students by giving the appropriate greeting of the day and smiling. 

At the same time, be firm and flexible. Each classroom and situation is different 
and will require sound professional judgment regarding instruction, management, 
and procedures. While it is essential to follow school and classroom policies 
consistently, it is equally important to apply them in a manner that is appropriate to 
the specific classroom context and student needs. 
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