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SOUTHWEST ALLEN COUNTY SCHOOLS 
POLICIES AND PROCEDURES 

FOR 
SUBSTITUTE TEACHERS 

 
Arrival 
 
When given adequate notification, substitute teachers should report to the assigned 
building at the time specified for staff.  If called late or on an emergency basis, substitute 
teachers should report their anticipated time of arrival to the substitute service, and this 
information will be communicated to the building principal.  The addresses, directions, 
telephone numbers, and key information for all schools in M.S.D. Southwest Allen 
County are included in this packet. 
 
Materials 
 
Upon arrival, substitute teachers should report to the school office and obtain materials 
provided by the teacher.  These materials should include daily schedules, emergency 
plans, lesson plans, location of supplies, and other essential information as listed for each 
building.  Substitute teachers should follow the planned lessons as closely as possible for 
the assigned classes.  This may include routine grading of assignments as directed.  
Substitutes are encouraged to leave written notes to assist or inform the teacher of 
activities and circumstances that occur during the day. 
 
Discipline 
 
Since a positive classroom atmosphere is essential to learning, substitutes are encouraged 
to utilize positive discipline techniques, which encourage responsible student behavior.  
All classrooms should be managed in a professional and orderly manner using discipline 
techniques that are consistent with district and building policy.  Serious disciplinary 
situations should be referred to the building principal for assistance.  Substitutes shall 
always refrain from physical abuse, verbal abuse, or corporal punishment in dealing with 
students. 
 
Supervision 
 
Students attending our schools are under our supervision during the school day.  
Therefore, students should not be left unattended or unsupervised at any time.  If an 
emergency situation occurs, the building principal or other teachers should be requested 
to provide assistance.  Substitute teachers are asked to supervise the use of the room and 
equipment during their assignment to ensure that facilities, materials, and equipment 
remain in good condition.  Substitute teachers are encouraged to seek assistance from 
building administrators, faculty, or staff if questions or problems arise. 



Evaluation 
 
Substitute teacher performance is informally evaluated by classroom teachers and 
building administrators.  Building principals shall be responsible for informing 
substitutes of any concerns and identifying potential areas of needed growth and 
development.  The school corporation reserves the right to remove any individual from 
active substitute service if performance does not meet acceptable standards. 
 
Report Form 
 
Substitute teachers shall complete the Substitute Teacher Report and return it to the 
school office at the end of the day.  A copy of this report can be made for the classroom 
teacher, or the substitute may leave additional written notes to inform the teacher of the 
day’s activities.  The Southwest Allen County School Corporation values quality 
substitute services, and we welcome the comments and suggestions from our substitute 
teachers. 
 
Inclement Weather  
 
In the event of impending inclement weather or other emergencies, substitute teachers 
should listen to local radio stations to determine if schools have been cancelled or 
delayed.  If possible, substitutes will be called by our substitute service to inform those 
already assigned of the closing or delay.  In any event, however, substitutes should not 
report on days when schools are closed, and they will not be paid.  If schools are delayed, 
substitutes should arrive in accordance with the delayed schedule for regular teachers and 
will be paid as originally employed.  If weather or an emergency prevents the arrival of a 
substitute, the substitute should contact the building principal or central office 
immediately.   
 
Rate of Pay 
 
Effective January 1, 2021, substitute teachers in Southwest Allen County Schools shall be 
paid at the rate of $90 per day.  Substitutes shall be paid one-half the regular rate if 
employed on a half-day basis.  Substitute teachers who are retired teachers from SACS 
will be paid at the rate of $100 per day.  After fifteen (15) consecutive days in the same 
assignment, substitute teachers with full certification shall be paid the appropriate rate on 
the teacher salary schedule.  Any break in service including absences will revert the pay 
back to $90 a day rate until the 15 consecutive days are again reached.  Substitute service 
is credited for payment to include the ten (10) day period prior to the week of regular 
payroll. 
 
If you have any questions regarding your substitute pay, please contact the secretary of 
the building in which you taught.  She will be able to verify that the days worked have 
been documented correctly for payment.  Further payroll questions should be addressed 
to Rita Gage in Payroll, Administration Building at 431-2032.  Additional questions 
regarding substitute teaching should be directed to Human Resources at 431-2050. 


