
Woodstown-Pilesgrove 
Regional School 

District
Substitute Training 2016-2017



Welcome!!
Some important people to know:

      ECLC  MSS    WMS   WHS

   Ms. Cioffi     Ms. Cioffi   Mrs. Pessolano     Dr. Hoopes

Mrs. Carpenter Mrs. Hildebrand     Mrs. Whitling       Mr. Senor

Mrs. Manganelli Mrs. Simmermon       Ms. Keller



WPRSD Substitute Manual
● To access the substitute manual online follow the following steps:

○ Go to www.woodstown.org
○ Click “Sign-in” located on the top right of the page

■ Username: subs
■ Password: woodstown

○ On the right hand side of the menu bar, there will be a tab for “Resources”.  When you hover 

the mouse over “Resources”, the handbook will appear for you to select.

http://www.woodstown.org


Daily Procedures:
● Substitutes must report no later than 7:25am (ECLC is 7:30am)
● If substituting at the HS or MS please park in the Central Office parking lot (located 

across the street from the high school).  If substituting at MSS or ECLC please park in the 
teacher’s assigned parking number of which you are substituting that day.

● There will be a sign-in sheet is located in the main office
● After signing in, please report to designated secretary’s office for your assignment for 

the day (ECLC - Mrs. Manganelli, MSS - Mrs. Simmermon, WMS - Mrs. Whitling,            
WHS - Ms. Keller)

● The secretary will give you your schedule for the day which will include a time for lunch.  
If at any time during the day, you do not have a class to cover, please check in with the 
office to see if there is anything that you can help with.

● At the conclusion of the day, please report back to the secretary’s office to check out for 
the day (i.e. hand over collected work, submit any concerns/difficulties from the day, 
etc…)



Professionalism
● It is expected that all staff, including substitutes, will conduct themselves in a 

professional manner at all times
○ Arriving on time in the morning and to all class periods
○ Dressing in an appropriate manner (pg 15 in the Substitute Handbook)
○ Positive interaction with the staff and students
○ Phone etiquette (Greeting, name, and room number: example…”Hello...Mr. Senor...Room 213”)
○ Do not engage in conversations with the students that aren’t appropriate for school
○ Do not share your contact info with the students (cell phone, email, or social media)



Emergency Procedures
**The secretary will let you know if we are scheduled to have a fire/security drill that day”

● Fire Drill Procedures
○ Take note to the egress map posted in the room you are assigned to see how your class should 

exit the building
○ Make sure to have the class roster with you when you exit the building

○ Make sure you have an orange attendance slip to take roll once your class has exited the 

building and reported to their designated spot.  If unsure where to report, please ask another 

teacher or staff member.

○ Students are to remain with their respective class for the duration of the drill and are expected 

to stand in a single file line
○ Take attendance for your class noting anyone who is not present on the orange slip
○ An administrator will collect the slip from you prior to re-entering the building

○ When the bell sounds, please return to your classroom with your students and resume teaching 

activities



Emergency Procedures (cont.)
● Security Drill (Lockdown, Evacuate On-Site, Evacuate Off-Site)

○ In the event of a situation that requires an emergent response, a staff member will come over the 
loudspeaker to make the announcement for specific instructions.

○ If it is a lockdown situation (Code Red), you will ask the class to immediately move to a more secure 
location.  This could be a classroom in close proximity to your location or another area in which a staff 
member has the ability to secure the room.  

○ If it is a situation that warrants an evacuation (on or off-site), an administrator will again come over the 
loudspeaker and make the announcement with instructions on what to do.  In the event of an 
evacuation, please bring a copy of the class roster as well as the orange evacuation attendance slips to 
take attendance once the entire class has arrived at the destination.  Please escort your class out of 
the building and to the designated location.  

○ It is also recommended that in the event of an evacuation that you bring with you the red Emergency 
Binder located in/underneath the teacher’s desk.

○ In the event that the fire alarm is pulled during a lockdown, stay put until you hear someone come over 
the PA system to give further directions.



Do’s and Dont’s!



Do:
● Promote a positive learning environment 
● Walk Around the Classroom
● Make sure they have a pass 
● Follow the lesson plans left by the teacher 
● Call the office with any questions you have or if you need anything 
● Be on time: Sign in is 7:25 a.m. (MSS, WMS, WHS) 7:30 a.m. (ECLC)
● Follow district dress code expectations (professional dress)
● Address students calmly and professionally (do not escalate the situation)
● Call the office to notify them of disruptive students being sent to the office

○ Complete necessary referrals in the event this occurs 



Don’t:
● Sit and Read or Utilize Electronic Device
● Allow more than one student out of the room at the same time
● Use inappropriate language 
● Discuss personal matters with students 
● Discuss student/school matters 
● Communicate/Share information on social media with students 
● Send a student out of the room if they are not disruptive 



Handling 
Disruptive 
Students



● Do NOT escalate the situation 
● Maintain Proximity- the more visible you are, the fewer the incidents that will occur 
● If a student is not disruptive, do not remove them from the room (i.e. refusing to do work, but not 

disrupting the class) 
○ Note the student’s refusal to the teacher and the teacher will address the concern upon their return 

● Use a calm voice in managing the situation 
● Remain professional at all times 
● Remember that you are the adult 
● If the situation warrants the removal of a student (referral form must be completed, located in the main 

office): 
○ Call the office to notify them the student will be coming down and why 

■ Keep the description of the incident brief
■ Be aware the class is present, remain confidential 

● If the student refuses to leave (referral form must be completed, located in the main office):
○ Call the office and an administrator will arrive to assist 
○ After the student has exited the room, do not continue to discuss the situation, remain confidential 

Classroom Management Strategies:



Relationships 
with Students...



Please adhere to the following:
● Remember that you are the adult
● Communication with students outside of school is strongly discouraged 
● Remain professional at all times
● Maintain confidentiality - Students, student issues, or situations from school 

should NOT be discussed at any time 
● If a student comes to you with sensitive information, please refer them to their 

guidance counselor



Other Important 
Protocols...



Please remember...
● Do not utilize personal electronic devices during instructional time 
● No communicating with students outside of school (i.e. texting & social media)
● Do not take pictures of or with students 
● Do not contact parents directly 

○ Note all concerns and provide them to the teacher 
● Be aware of inappropriate use of technology by students (i.e. taking pictures of 

or recording other students or even yourselves)



What would you 
do?



Scenario #1
You are substituting for Mr. Stemberger.  When you arrive at his classroom, there 
aren’t any lesson plans on the teacher’s desk and class is going to begin in 10 
minutes.

What do you do?



Scenario #1 Response
You can either ask the team leader for that grade or subject for assistance or 
contact the secretary in the main office for that building to inform them that there 
aren’t any plans for the students.



Scenario #2
You are substituting for Mrs. Lynch’s class and a student is refusing to do the 
assignment that has been left for them to complete.  The student isn’t being 
disruptive, but is just refusing to do the assignment.  

What do you do?

What if the student was being disruptive?



Scenario #2 Response
- If the student isn’t being disruptive, just allow them to sit quietly until the end of 

the period.  It is also recommended that you leave a note for the teacher 
explaining the student’s refusal so that the teacher can address it upon their 
return.

- If the student is being disruptive, then politely ask them to report to the main 
office and please call the office to let them know that the student is coming 
down for being disruptive.  If the student refuses to leave, then call the office 
and request an administrator to come and retrieve the student.  After the 
student has been removed, do not bring any more attention to the situation 
and continue on with the lesson.



Scenario #3
You are substituting for Mr. Bialecki and as you’re getting the students situated and 
taking attendance you notice one student who is moving around from table to 
table.  You politely ask the student to find their table and take a seat.  The student 
becomes argumentative and says “you’re just a substitute, I don’t have to listen to 
you.”  

What do you do?



Scenario #3 Response
Continue to politely ask them to take their seat.  If they do eventually comply, then 
just leave a note for the teacher about what the student said and continue on with 
the lesson.  If the student continues to be disrespectful and rude, then politely ask 
them to report to the main office and call the office to inform them of the situation 
and that the student will be coming down.  



Scenario #4
A student asks to go to the bathroom.  After 25 minutes go by, the student still 
hasn’t returned.  

What do you do?



Scenario #4 Response
Call the office to inform them that the student hasn’t returned yet and they will send 
someone to go check on the student.



Scenario #5
You’re substituting for Mrs. Mullison and as you’re walking around monitoring the 
students as they work, you overhear two students talking about a fight that is 
supposed to happen after school down by the MPR.  

What do you to?



Scenario #5 Response
Inform the main office immediately so that they can look into the situation before a 
fight breaks out.  



Scenario #6
You’re substituting for Mr. Adams and as the students come into the room you 
notice that one in particular smells of marijuana and is acting a bit out of sorts.  

What do you do?



Scenario #6 Response
It is better to error on the side of caution when it comes to potential substance 
abuse.  You are protected by the law, so there is no need for fear of recourse.  You 
are more liable if you suspect something but don’t say anything.  So, discretely 
contact the main office and request that an administrator come to the room.  Don’t 
say the reason over the phone, for fear that the students might hear.  Once the 
administrator arrives, you can inform them quietly out in the hallway of the situation 
and the administrator will handle it from there.



Scenario #7
You are substituting for Mrs. Vinciguerra and you ask the students to put their cell 
phones away as they enter the room.  One student refuses to put their phone away 
even after a second request on your part.  

What do you do?



Scenario #7 Response
Continue to politely ask them to put it away.  If they eventually do, leave a note for 
the teacher explaining the situation.  If the student still doesn’t comply with your 
request, then politely ask the student to report to the main office and call the office 
to inform them of the situation.


