
TRAINER
GUIDE

Substitute Training



In this guide, you will find step-by-
step instructions on how to
conduct the training. 

Each page contains images of the
slides you will use from the slide
deck, questions of what to ask,
and videos to play, and activities to
direct. 

You can write notes or reminders
in the margin on the sides as
needed. 

Use this trainer guide to facilitate
the training, lead great
discussions, and help learners
apply the concepts.

Enjoy your training sessions! 

DEAR TRAINER,
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TRAINER GUIDE

SLIDES 1-2

Introduce yourself, the training and it's purpose. 

"Hello my name is ___ and I will be training you today
on how to be an efficient substitute teacher."

WELCOME: INTRODUCTION 

3 MINUTES

__________________________________________________________________

___________________________________________________________________________________________________

SLIDE #3 

Let the learners know what they'll be learning by stating
whats on the agenda for the training. 

"Today we will look at your role as a substitute teacher,
teaching strategies that you can transition in any classroom,
tips on how to have lessons ready, communication between
teacher and students and lastly, details on completing your
assessment." 

ACTION ITEMS

5 MINUTES

NOTES
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SLIDE #4

Discuss what a substitute teacher is and ask participants to
introduce themselves and why they want to become
substitutes. 

"Why do you want become a substitute teacher?"

7 MINUTES

__________________________________________________________________

SLIDE # 5

10 MINUTES
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DISCUSS  

Explain to participants the roles of a substitute teacher and
how each one is important when taking over a teacher's
classroom. 

Let them know that they will receive a learner's guide to write
down notes and findings through out the training. 

Hand out the learner's guides to the participants. 

DISCUSS  



SLIDE # 6

Inform the participants about the three teaching strategies
they can use in any classroom they encounter.

"While I explain each strategy please use the learner's guide
to write each one.This will allow you to reference it through
your planning process which we'll talk about next " 

WRITE

8 MINUTES

__________________________________________________________________

SLIDE # 7

Inform participates that Substitute teachers may have to  do
their own planning. Discuss that they will encounter teachers
that do not leave lesson plans. Explain the three ways they
can always stay prepared. 

"There will be times when a teacher does not leave lesson
plans. Here are some ways you will always stay prepared..." 

"Websites like teacherspayteachers.com, offer free and paid
recourses/lessons that you can gather and use when
needed". 

8 MINUTES
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WRITE



SLIDE # 8

"As a substitute teacher you are entering classrooms where
relationships and routines have been formed. Therefore, as a
sub you will need to think about how you are going to
approach new students everyday."

Read the two points and explain in detail the importance of
positive language for students. 

WRITE

5 MINUTESSLIDE # 9

"When it comes to teacher communication, you still need to
keep using potitive language. However, it also needs to be
clear and concise. Teachers want to know how the day went
or if any issues occurred but not every detail is important." 

Explain that one of the ways to communicate with teachers is
by leaving a note with only important information of the day. 

5 MINUTES
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WRITE



SLIDE # 10

Read the slide aloud. Then say, "Today we are going to take
some time to reflect on what skills you already have that can
be used as a substitute teacher. Then think about the
information that you learned and apply it, to create an action
plan on page 3."

After the page is completed tell the participants they will
share some of their action items with the group. 

Give participants time to complete the reflection page. 

WRITE/DISCUSS

5 MINUTES

__________________________________________________________________

SLIDE # 11

Ask participants if they have any questions and if so, they can
email you at anytime. 

"Do you have any questions about what was learned today?" 

15 MINUTES
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NOTES
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