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What should I provide for my Substitute? 
● Cover Letter/Lesson Plan 

● Important Information 

● Attendance 

● Class Rosters

● Class Seating Charts

● Bell Schedule

● Emergency Procedures

● Substitute Report 

● Emergency Lesson Plan



Cover 
Letter/Lesson Plan

● Here you provide basic 

information needed to 

conduct your class.



Important 
Information

● Here is where you provide 

procedures specifically for the 

substitute. This can include 

classroom and substitute 

procedures.



Attendance
● Here is where you provide 

attendance procedures for the 

substitute.



Class Rosters
● Class rosters are a must have 

in regards to attendance.

***Students names are hidden for 

privacy purposes of this project.



Class Seating 
Charts

● Class seating charts are 

extremely important for 

classroom management 

purposes. 

***Students names are hidden for 

privacy purposes of this project.



Bell Schedule 
● Allows the substitute to 

conduct each period in a 

timely manner.



Emergency 
Procedures

● A must have in case of 

emergancy.



Substitute Report
● To provide feedback for each 

period.



Emergency Lesson 
Plan

● Extremely important 

component to have in your 

sub-folder.



Sub-Folder 
Template

● Develop a template that will 

help you prepare for a 

substitute in your future 

classroom.

For the purposes of this assignment you are to 
complete a template for your future sub-folder:

● Cover Letter/Lesson Plan
● Class Seating Chart
● Substitute Report
● Emergency Lesson Plan


