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CHAPTER I 

INTRODUCTION OF THE PROBLEM 

the substitute teaching service offered by the Hibbing 

elementary schools today is essentially the same as it bas 

been for quite a number of years. This phase of the educa-

tional program has not progressed far from the originally 

conceived idea of meeting the emergency and providing a re-

placement for the sick teacher. 

The size of the Hibbing school system and the persist-

ent demand for capable substitutes in the elementary schools, 

should have moved this problem from the emergency category to 

a central position of planning in the school year. 

To become a substitute teacher in the Hibbing elementary 

schools, the interested person applies for such a position 

at the superintendent's office. There his credentials are 

checked. According to the Minnesota statutes "Substitute 

teachers are required to hold certificates just as regular 

teachers are". 1 An investigation is made into the applicant's 

past teaching record. If these two specifications are 

lsee Appendix A. 
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adequately met, the applicant is classified as a primary 

teacher or an intermediate teacher; and his name is put on 

the substitute teaching list. This usually takes place be-

fore school begins; however, persons may apply at other times 

of the year. 

The following 1s a description of the procedure for 

obtaining a substitute when a regular teacher is to be ab-

sent from one of the Hibbing elementary schools for reasons 

or illness. 

Between 7:00 and 8:00 a.m. or between 12 noon and 12:30 

p.m. the regular teacher notifies the Assistant to the Super-

intendent, the personnel member in charge or administering 

the substitute teaching service for the entire school system. 

"If a teacher knows she is to be absent for more than one 

day, she should so state at the time of reporting out--so as 

to facilitate the securing of a continuing substitute."2 The 

Assistant to the Superintendent calls persons on the substi-

tute list and asks them to go to schools to teach specified 

grades. When one of the substitute teachers accepts the as-

signment, he prepares and goes to the appointed school. 

2see Appendix B. 
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School begins at 8:45 a.m. and at 12:45 p.m. At school the 

substitute reports to the principal's office to receive the 

necessary instructions for the day. He then goes to the 

schoolroom to begin his assignment as the substitute teacher. 

If the teacher is aware in advance that he will be al>-

sent for any reason, the preparation, essentially the same as 

that described above, is made in advance. 

After describing a substitute teaching program similar 

to the one currently functioning in Hibbing, Palos says, "The 

present method of substitute teaching procurement is obsolete 

and costly. . . tr3 

Today the Hibbing school district, of Hibbing, Minnesota, 

is large. It employs one hundred twenty-two elementary teach-

ers. Today these teachers are permitted to be absent for 

reasons of illness and accident or personal and professional 

obligations. The "fringe benefits" which are offered by the 

school system make absence much simpler for the teacher. A 

necessary concomitant of· these "fringe benefits" is an ad-

equate procedure for providing substitute teacher service. 

3Nichola.s C. Palos, "Problems of a Pinch Hitter", 
The Clearing House, (March, 1963), p. 393. 



The "Benefits in Addition to Salary" to which the writer is 

referring include: 
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... Seventy-day cumulative sick leave plus ten days 
current, for a total of 80 days; Board extensions of sick 
leave for persons disabled beyond accumulated leave; 
Budgeted funds to pay for classroom teacher's professional 
travel; Professional and civic leave allowance.4 

A study, by the writer, of the records of teacher ab-

sences which have occurred in the Hibbing elementary schools 

during the past five school years (1957-1962) has brought to 

light some i~teresting information. The chief causes of teach-

er absences in the Hibbing school system were personal ill-

ness and accident. Other causes are: serious illness or 

death of a member of the immediate family; court attendance; 

attendance at professional meetings; and personal emergencies. 

The following quotation·from Reeder is applicable to 

the Hibbi~g school system: 

Teacher absence due to sickness is seasonal, attaining 
its peak in January, February and March, and for perhaps 
unjustifiable reasons it is greater on Mondays than any 
other day of the week. It is greater among elementary 
school teachers and it is more frequent among women 
than men. It is greater in certain schools and school 
systems than in others, especially among systems with 

4 See Appendix C • 
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more liberal policies of pay for absence.5 

Contagious diseases also cause important fluctuations. 

In the writer's survey of the records of teacher ab-

sences, it was found that on an average day three elementary 

teachers are absent from the elementary schools of Hibbing. 

In view of this information the writer recommends that three 

full-time substitute teachers be employed in the Hibbing school 

system in addition to the twenty-two to twenty-six part-time 

substitutes who will be kept on the substitute teaching list. 

The following chart relates the number of monthly ab-

sences for the school years 1960-1961 and 1961-1962. In the 

writer's survey of records of teacher absences, it was found 

that these two years are representative samplings of the past 

five school years. 

Months of the Number of days regular Number of days regular 
School Year teachers were absent teachers were absent 

September 
October 
November 
December 
January 
February 
March 
April 
May 
Total number of days 

1960-61 1961-62 

66 
55 
64 
71 
68 
82 
56 
63 
52 1517·· 

69 
54 
66 
62 
74 
76 
54 
57 
49 

56I 

Sward G. Reeder, The __ Fundamentals _or Public School 
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The records revealed an approximate monthly average 

of suty and one-half days missed per month, by the total 

elementary teaching staff, over this five year period. The 

average number of school days per month 1n the Hibbing 

schools is approximately twenty; therefore, by implementing 

the following formula: 

Average number of days teachers 
Number of full-time= ____ m_i_s_s_e_d_p_e_r_m_o_n_t_h ___ _ 
substitutes needed Average number of school days 

per month 

The writer calculates that three full time substitute teach-

ers will be needed in the Hibbing elementary school substitute 

teaching services. "There should be, in every sizable school 

system, a group of unassigned teachers proportionate in num-

ber to the average percentage of absence of regular teachers. 

"6 

It would seem that factors, such as the size of the 

Hibbing school system, the demand for substitute teachers 

Administration, Fourth edition, (New York: Macmillan Book 
Company, 1958), p. 144. 

6aenjamin F. Pittenger, Local Public School Administra-
tion, (New York: McGraw-Hill Book Company, Inc., 1951), 
p. 176. 



and the knowledge that has been obtained regarding teacher 

absences, would have long since moved the substitute teach-

ing problem out of the emergency category that originated 

it. For surely the cost of the current program is great 

considering the lack of educational value procured. 

7 

In Hibbing the absences of some elementary teachers 

are of long duration, and some are only one day or one-half 

day. The majority of teachers are absent for only short 

periods of time (one-half day to two days). Principal number 

five expressed his opinion, and he is not alone in this view, 

when he said, ''When a substitute teacher is here for only one 

day, I feel it is pretty much a lost day for the children".7 

The problem of replacing absent teachers is not an 

easy one to solve. However, it is one that the administra-

tion has to meet each school day. It must be planned for, 

staffed and organized to fit the school's operation as does 

any other recurring need. 

THE PURPOSE 

The main purpose of this study is to propose a way of 

7see page 67. 
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providing for substitute teaching services in the Hibbing El-

ementary Schools, Hibbing, Minnesota. It is hoped that from 

this information a program can be devised and implemented 

that will better fit the needs of the present and future ad-

ministrative staff, teacher personnel and students. A pro-

gram which will make this very necessary facet of the school 

system much more pleasant and educationally more worth-while 

than it has been in the past. 

DEFINITION OF TERMS 

The following terms define and differentiate between 

the two types of substitute teachers, as referred to in this 

study: 

Full-Time.Substitute Teachers 

These are substitute teachers employed on a full-time, 

regular teacher contract basis. This category of teaching 

personnel will teach at the school in which they are needed, 

for as many days as they are needed, to fill the vacancies 

caused by absences of the regular teachers. 

Part-Time Substitute Teachers 

These are substitute teachers employed on a part-time 
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basis, rather than on a full-time, regular teacher's con-

tract. When·their services are needed to fill vacancies for 

absent teachers, they are notified by a member of the school 

perl:$onnel. 



CHAPTER II ' 

REVIEW OF THE LITERATURE 

In the field of education much has been written about 

teaching and teachers. However, there is not a great deal 

of material to be found in the specialized areas of substi-

tute teaching and substitute teachers. A summary of the lit-

erature concerning this topic will be given. 

Definition of a Substitute Teacher 

"A substitute teacher is usually defined as one assigned 

temporarily the duties of a regular teacher who is absent--to 

serve until the regular teacher returns or another is ap-

pointed. l 

... This implies the substitute must be both com-
petent and readily available, a difficult combination of 
prerequisites for one offered work on an irregular basis. 
The reasons prompting the vast majority of fully quali-
fied potential substitute teachers not to seek regular 
positions would undoubtedly keep them from being always 
ready for temporary work .... 2 

1william A. Yeager, Administration and the Teacher, 
(New York: Harper and Brothers Publishers, 1954), p. 223. 

2willard S. Elsbree and E. Edmund Reutter, Jr., Staff 
Personnel in the Public Schools, (Englewood Cliffs, New Jersey: 
Prentice-Hall Inc., 1954), p. 179. 
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Many educators believe that qualifications for sub-

stitute teachers should be the same as for regular elementary 

teachers. It seems a common practice to strive for this • 

. • . However, depending on the supply, various qual-
ifications may be waived, including experience, resi-
dence, marital status, health examinations, specific 
certification and certain types of preparation •... 3 

Spain, Drummond and Goodlad proport, in part, that: 

"Substitute teachers should be selected primarily on 

the basis of their understanding of children of various 

ages. 4 

Most educators agree that, regardless of their qual-

ifications, substitute teachers are expected to provide val-

uable learning situations for the students. 

It may occur that the substitute teacher will become 

a permanent member of the teaching staff. Because of this, 

school administrators should make every attempt to secure 

teachers who are as qualified as the regular teachers. 

Lawson reminds those in such a position: 

3yeager, ~- cit., pp. 223-224. 

4charles R. Spain, Harold D. Drummond and John I. 
Goodlad, Educational.Leadership__and.the_Elementary School 
Principal, (New York: Rinehart and Company, Inc., 1956),. 
p. 259. 
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••• No administrator should forget the fact that 
when a regular teacher, in whose absence the substitute 
is serving, fails to return to the position, it may be 
impossible without great difficulty and much unpleasant-
ness to refuse the permanent position to the substitute.5 

Goal of.Substitute Teaching Services 

According to Elsbree and Reutter: 

The goal of substitute service is to replace each ab-
sent teacher with a person capable of carrying on theed-
ucational program with as little loss to the students 
as possible •.•• 6 

To this may be added, with as little extra work for the 

regular teacher and as little inconvenience to the principal 

as possible. 

Administration. of the __ Substitute Teaching Services 

The opinion of many experienced educators is that the 

primary responsibility for the substitute teaching service 

belongs to the superintendent of schools. In some schools 

the process of getting substitutes to the classroom where 

they are needed is centralized; one person is responsible for 

5nouglas E. Lawson, School Administration Procedures 
and Policies, (New York: Odyssey Press, 1953), p. 51. 

6willard S. Elsbree and.E. Edmund Reutter, Jr., Staff 
Personnel in the Public Schools, (Englewood Cliffs, New Jers-
ey: Prentice-Hall, Inc., 1954), p. 179. 



13 

making up the lists of substitute teachers and for assigning 

each substitute teacher for the whole school system. In 

some schools the process is decentr~lized; this works nearly 

the same way, except that the principal makes the necessary 

arrangements for his own building.7 

Most school systems recruit substitutes largely through 

personal application to the superintendent. Weber states, 

in part: 

The usual practice is to encourage women in the com-
munity who might be interested in doing substitute work 
to file their names with school authorities indicating 
in what general areas they prefer to work. These people 
are then put on a substitute-teacher list and are called 
as needed. Very few schools carefully select replace-
ment teachers, and even fewer schools have developed any 
kind or program for educating such teachers for the job 
to be done. Often the substitute teacher is selected 
in terms of his ability to "maintain order" while the 
regular teacher is away.8 

It is considered sound practice for the substitute 
teacher to report to the principal's office and receive 
any information about special activities and reports that 
relate to this work .•.. 9 

7see Table II. 

8c1arence A. Weber, Personnel P.roblems of School Admin-
istrators, (New York: McGraw-Hill Book Company, Inc., 1954), 
p. 212. 

9w111ard S. Elsbree and Harold J. McNally, Elementary 
School.Administration.and Supervision, Second edition, (New 
York: American.Book C9mpany, 1959), p. 55. 
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The principal usually assists the substitute in find-

ing the materials essential for the day's work. When a sub-

stitute has command of the situation, there is no need for 

the principal to remain with him. 

Each school should provide an orientation program for 

its substitute teachers in order to acquaint them with the 

school system, the philosophy of the school, and the rules 

and regulations regarding the substitute service. This is 

done in varying degrees and in a variety of ways. 1O 

The following quotation from Elsbree and Reutter il-

lustrates this farther: 

.•• Some school systems have issued information bul-
letins for substitutes. Others invite potential sub-
stitutes to visit schools in which they may be assigned. 
When a temporary teacher first serves in a school he 
should be given a brief orientation which would be ex-
panded on each successive day in the school. A committee 
of teachers that would help substitutes get acquainted 
with professional as well as routine matters would be of 
value. Individual teachers could help immensely by keep-
ing up-to-date records of activities, which could be util-
ized in their absence. Definite efforts should be made 
to build up within the student body a desire to help 
substitutes rather than to bait them .•.. 11 

Workshops are suggested by administrators as helpful 

lOSee Table IV. 

11Elsbree and Reutter,~- cit., p. 181. 
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and effective means of orientating substitute teachers.12 

The persons who are substitute teachers also state that work-

shops are interesting and helpful to them. 13 

Evaluation of the substitute teaching service is nec-

essary. Adequate records as to the substitute teacher's com-

petencies should be kept to aid in administering the substi-

tute service. Educators, writing on the subject of substi-

tute teaching, do not make much mention of evaluation. 

However, Weber has this to say: 

Teachers should be encouraged to develop a system for 
evaluating the services of substitute teachers so that 
unsatisfactory substitutes could be eliminated from the 
active list, or at least relegated to the bottom posi-
tions on the list so they would be seldom used.14 

Through the cooperative efforts of those concerned, 

methods of evaluating these services could be developed. 

Some of the techniques may include observation, check lists, 

and rating scales. 

The majority of school systems employ substitutes on 

12weber, ~- cit., p. 219. 

13owendolyn Ohmit, "Help For the Substitute Teacher," 
The Clearing House, March, 1963, p. 399. 

14 Weber,~. cit., pp. 219 and 220. 
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a day-to-day basis. 15 A fiXed sum is then paid for each day's 

service, and usually no other benefits are enjoyed. In some 

school systems this flat rate of payment is somewhat flex-

ible.16 

Long term substitutes are often times paid on an an-

nual basis.17 This is sometimes based on the lowest step of 

the salary scale for regular teachers. 

There are drawbacks to being a substitute teacher as 

we presently think of them, these drawbacks are not generally 

conducive to a good substitute teaching program. Usually 

only a short notice of one or two hours can be given. Salary 

is usually not on par with that received by regular teachers. 

Lack of or insufficient orientation to their job causes many 

substitutes to be uncomfortable and insecure.18 

There seems to be considerable agreement among educa-

tors regarding the need for attention in the area of the sub-

stitute service. 

15Elsbree and Reutter,~- cit., p. 180. 

16see Table I. 

17 Yeager,~- cit., p. 225. 

18Elsbree and Reutter,~- cit., p. 180. 
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Pittenger says: 

Unfortunately, the substitute service is often treated 
as a makeshift. Unless the regular teacher's absence is 
exceptionally prolonged, about all that is attempted is 
to keep the class together and "do the best we can". With 
this point in view, the "best" is not likely to be good . 
. . . 19 

Elsbree and Reutter say: 

Unfortunately not much attention has been given to 
study of the problems involved in providing adequate sub-
stitutes for regular teachers absent from the classroom. 
In too many districts substitutes are regarded more as 
second-class teachers than as important members of the 
educational team •... 20 

Weber states: 

Unless a school system has developed a sound plan for 
the employment and assignment of teachers to replace 
teachers who are absent for brief periods, the children 
are likely to suffer.· Unfortunately, current practice 
in many of our schools is haphazard, unplanned, based 
upon convenience, and ineffective. 21 

Harlow and Andrews say: 

Today's use of part-time employees as substitute teach-
ers is administratively about as efficient as the horse 
and buggy is in transportation. 22 

19 8 Pittenger,~- cit., p. 1 o. 
20Els·bree and Reutter, ~- cit., p. 179. 
21 Weber, .21!· cit., p. 212. 

22J. G. Harlow and J. H. M. Andrews, "For Substitutes 
Use Your Better Teachers", The Nation's Schools, (October, 
1956), p. 51. 



Ohlnit feels: 

.•. This field needs to be recognized as a highly 
specialized professional service, not just a baby-
sitting service.23 

Trends in the Area of Substitute Teaching 

18 

In the area of the substitute teaching service, most 

schools still employ substitute teachers on a part time basis. 

However, as early as 1931, there have been recommendations 

urging the use of "permanent substitutes" in order to in-

crease the educational effectiveness of this service. 24 

Though it is used today, this practice is not prevalent. 25 

Some of the proponents of this method of employing substitutes 

recommend the following: 

Reeder makes the following recommendations: 

Large school _systems should consider the practicality 
of employing a few full-time substitutes, particularly 
for the elementary schools. School administrators, in 
districts which employ full-time substitutes, report 
that such substitutes give mu9h more satisfactory service 
than part-time ones. Full-time substitutes cost more, 
but they are often cheaper when results are considered . 
. . . 26 

23 8 Ohmit, .Q_Q. cit., pp. 39 and 399. 

24Harlow and Andrews, .2.E• cit., p. 52. 
25s ee page 24. 
26 Reeder, .Q.E. cit., pp. 175 and 176. 
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In their article, Harlow and Andrews state the follow-

ing: 

Absences of the order of 10%--8 to 15 a day in a 
hundred teacher system create a demand for a new cate-
gory of teachers. Far from being the usual substitutes, 
however, the teachers in this category should be among 
the most flexible, most congenial, and best trained 
people the system can afford. To function effectively 
in the absence of a regular teacher, these teachers 
should be thoroughly familiar with schools of the dis-
trict. They should be accepted members of the faculty 
and participate fully in faculty activities •.•. 27 

Harlow and Andrews go on to explain that this new cat-

egory of teachers will be hired on a full-time basis. The 

number of "reserve teachers," as they are referred to in 

this article, will depend upon the size of the school system 

wishing to implement this program. 

Pittenger states the following: 

.•• The problem is admittedly difficult, because 
good teaching service is not generally available on an 
irregular, part-time basis. Unless some way can be 
found to provide regular employment for a surplus group 
of roving teachers, substitute teaching will continue 
to be haphazard in most school systems. Even where there 
is a regular staff of substitutes sufficient to meet 
the normal demand, haphazard methods are likely to ob-
tain during the peakload periods of late winter or 
early spring.28 

27 Harlow and Andrews, .Q.B. c1 t., p. 51. 

28Pittenger, _Ql!. cit., pp. 175 and 176. 
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Palos presents this information: 

The reserve teacher plan is so simple that it is sur-
prising many schools have not tried to solve their pinch-
hitting problems with it. The minimum reserve teacher 
staff could be that required by the lowest daily absentee 
rate predicted in the school year. The reserve teacher 
staff, housed at the central office, could feasibly use 
their non-teaching time in curriculum improvement, edu-
cational research or administrative staff work. The 
plan has effective advantages such as affording knowledge 
of the personnel and educational resources of the dis-
trict, and makes for tight coordination of the entire 
educational program.29 

Lawson makes the following statement: 

... it generally is recommended that one or more 
(substitutes) be employed on a permanent, continuing 
contract and, when not actually serving as substitutes, 
be assigned to special duties. Such persons should be 
superior teachers, capable of giving skilled guidance, 
planning with pupils and teachers for special experience 
units, guiding pupil conferences, and otherwise enrich-
ing the total school program.30 

Research 

In the area of substitute teachers and substitute 

teaching, further research is needed. Anderson has indicated 

research is needed in order to determine the functions of 

the substitutes, to develop in-service training programs of 

29Palos, ~- cit., p. 395. 

30r.awson, .21!• cit., p. 52. 
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substitutes, to integrate the work or the substitute with 

that of the regular teacher and to evaluate the effectiveness 

of the substitute teaching and the entire substitute pro-

gram.31 

Elsbree and Reutter urge research in order to provide 

better over-all working conditions for the substitutes and 

to provide for better professional articulation between the 

substitutes and the educational program of the school STS-

tem.32 

31Earl W. Anderson, The Encyclopedia of Educational 
Research, (New York, Macmillan Company, 1950), p. 1424. 

32Elsbree and Reutter,~· cit., p. 181. 

e 



CHAPTER III 

ANALYSIS OF QUESTIONNAIRE RESPONSES 

This chapter consists of a presentation of the find-

ings of a questionnaire.l 

Two hundred of the questionnaires were sent to the 

following states: Illinois, Indiana, Iowa, Kansas, Michigan, 

Minnesota, Nebraska, and Wisconsin. The questionnaires were 

mailed to the superintendents of schools residing in selected 

cities, ranging in population approximating eleven thousand 

to twenty-five thousand. 2 This population range was selected 

because it is somewhat similar to that of Hibbing, Minnesota, 

(the population of Hibbing being approximately eighteen 

thousand). All the cities included in this population range, 

within these eight states, were polled. 

The primary purpose for conducting this survey was to 

determine what is presently being done in the area of sub-

stitute teaching in the elementary schools. The writer was 

especially interested in personal attitudes, ideas and 

1see Appendix D. 
2Rand McNally Commercial Atlas and Marketing Guide, 

Ninety-Third Edition, (New York: Rand McNally and Company, 
1962). 



feelings toward items two, eight, nine, ten, eleven, and 

twelve of the questionnaire. 
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The structure of the questionnaire included a format 

which explained the purpose of the survey, a a.efinition of 

the full-time substitute teacher, and a request for any other 

material pertinent to the area of substitute teaching. 

At the time the questionnaire results were analyzed, 

eighty-five per cent, or one hundred seventy forms had been 

returned. This left thirty school systems who did not respond 

to the questionnaire or to the follow-up form which was sent 

ten days after the initial mailing.3 

The writer did not attempt to compare the percentage 

of returns from cities of larger populations to cities of 

smaller populations because the size of the city is not al-

ways indicative of the size of the school system. 

Not all the respondents answered all the items on the 

questionnaire because two items, (two and seven), dealt only 

with those having full-time substitute teachers employed in 

their school systems. These items were responded to by only 

those twenty schools making up this category. 

3see Appendix E. 
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As will be seen later in this chapter, some respond-

ents did not respond to a number of items in addition to, 

two and seven. It is not known why some of these items were 

left unanswered; but notations on some or the questionnaires 

indicated that some questions were not fully understood, or 

that the choices given were constructed so that none or them 

would represent an answer which would apply. As will be 

noted, some choices were clarified or qualified by additional 

comments on the questionnaire. 

In order to facilitate the organization and interpre-

tation, the survey data were separated into two categories; 

one relating to schools employing full-time substitute teach-

ers and the other to schools employing only_part-time sub-

stitute teachers. The total number for the full-time sub-

stitute teacher section equaled twenty, while the total num-

ber for the part-time substitute teacher section amounted to 

one hundred fifty. The total number and per cent is pre-

sented for each category through the use of tables and list-

ings. The last two columns on the right side of each table 

represent the total number (one hundred seventy) and per cent 

(one hundred per cent) or questionnaires returned. 
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TYPE OF SUBSTITUTE TEACHING PROGRAM USED 

Item one or the questionnaire was constructed to as-

certain the respective type or substitute teaching program 

currently functioning in the school system from which the 

questionnaires were returned. 

A total of one hundred-fifty school systems, or eighty-

eight per cent of the population sampled, reported they had 

only part-time substitute teachers which are called when 

they are needed in the elementary grades. 

A total of twenty school systems, or twelve per cent 

or the population sampled, employ some full-time substitute 

teachers along with the part time substitutes for the element-

ary grades. 

One hundred per cent of the respondents indicated 

that their school system employed either part-time substitute 

teachers or a combination or full-time and part-time sub-

stitute teachers. Therefore, the writer assumed that not 

any of the respondents have only full-time substitutes, and 

that every school polled currently uses some type of a sub-

stitute teaching program. 



26 

SUCCE3S OF FULL-TIME SUBSTITUTE TEACHING PLAN 

Item two or the questionnaire was specifically directed 

toward only those twenty respondents who currently employ 

full-time substitute teachers. This item did not apply to 

the one hundred fifty schools employing only part-time sub-

stitutes; therefore, they did not respond. This item allowed 

the respondent an opportunity to evaluate the success of the 

full-time substitute teaching plan in his particular school 

system. 

It is evident that all school systems presently em-

ploying full-time substitutes are satisfied that this plan 

adequately meets the needs of their schools. 

SALARY PLAN IN EFFECT FOR PAYING SUBSTITUTE 
TEACHERS ACCORDING TO EMPLOYMENT 

Table I reflects the salary plan now in effect for 

paying substitute teachers, in accordance with whether they 

are paid on a flat rate or on a regular teacher's salary 

scale. 

In relation to the population surveyed, the table in-

dicates that one hundred per cent of the substitute teachers 

employed on a full-time basis are paid in accordance with the 
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TABLE I 

SALARY PLAN I N EFFECT FOR PAYING SUBSTITUTE TEACHERS 
ACCORDING TO EMPLOYMENT IN SCHOOLS WHERE COMMUNITY 

POPULATION APPROXIMATES 11,000-25,000 

N == 170 

Choices Number of Schools 
Full Time Part Time 
N % N % 

a) A salary scale similar to (and comparable 
to) the one used for paying regular 
teachers . 20 100 

b) A flat rate is paid to the substitute 
for each day of service . 120 80 c) Ot~ers specified: 
?laced on regular teacher sa l ary scale 
after: 

5 consecutive days of teaching 6 4 
10 consecutive days of teaching 7 5 20 consecutive days of teaching 7 5 25 consecutive days of teaching 5 3 90 consecutive days of teaching 5 3 

Total 20 100 150 100 

Totals 
N % 

20 12 

120 70 

6 4 
7 4 
7 4 
5 3 
5 3 

170 100 

I\) 
-.J 
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salaries received by regular, contracted teachers in their 

respective school systems. In contrast to this, eighty per 

cent of the substitute teachers employed on a part time basis 

were paid only a flat rate per day for their services. 

The other twenty per cent of those employing part-time 

substitute teachers come under regular contract after five, 

ten, twenty, twenty-five, or ninety consecutive days of sub-

stitute teaching. 

As these data reveal, there is much variation among 

school systems in the method of paying part-time substitute 

teachers. In view of the writer's research, it is felt these 

fluctuations may be due to the size of the school systems, 

the philosophy of the school's administrators or the economic 

status of the respective communities. 

PERSONNEL IN CHARGE OF NOTIFYING AND 
ASSIGNING THE SUBSTITUTE TEACHER 

Table II identifies the administrator or personnel 

member in charge of administering and supervising the sub-

stitute teaching programs in the various schools included 

in the survey. 

The data reveal that in fifty per cent of the schools 
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TABLE II 

PERSONNEL IN CHARGE OF NOTIFYING AND ASSIGNING THE 
SUBSTITUTE TEACHER IN SCHOOLS W.dERE COMMUNITY 

POPULATION APPROXIMATES 11,000-25,000 

N = 170 

Choices Number of Schools 
Full Time Part Time 
N % N % 

a) Superintendent 6 4 

b) Assistant Superintendent .10 50 4 3 
c) Director of Elementary Education~ 6 30 12 8 

d) Elementary Principals 4 20 95 63 

e) Others: 
Superintendent's Secretary 18 12 

Personnel Secretary 15 10 

T.otal 20 100 150 100 

Totals 
N % 

6 3 
14 8 

18 11 

99 58 

·18 11 

15 9 

170 100 
f\) 
\0 
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employing full-time substitutes, this program was administered 

by the assistant to the superintendent. In the same cate-

gory, thirty per cent of the programs were administered by 

the director of elementary education; and twenty per cent 

were administered by the elementary principals. It is inter-

esting to note that among the schools having full-tilne sub-

stitutes the superintendent did not, in any instance, directly 

administer the substitute teaching program. 

It is noted that the part-time substitute teaching 

programs were administered in four per cent of the cases by 

the superintendent, in three per cent of the cases by the as-

sistant to the superintendent, in eight per cent of the cases 

by the director or elementary education, in sixty-three per-

cent of the cases by the elementary principals, in twelve 

per cent of the cases by the superintendent's secretary, and 

in ten per cent of the cases by the personnel secretary. 

It is of interest to note that sixty-three per cent 

of the schools employing part-time substitute teachers have 

decentralized the administering of their substitute teaching 

program to the elementary principals. This is in contrast 

to the four per cent revealed in the full-time category, 

although their respective numbers and percentages vary 
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considerably. 

Not any of the schools having a full-time substitute 

teaching program reported the use of a secretary to administer 

the substitute teaching services. In view of this, the writer 

assumes that the supervision of the substitute teaching serv-

ice appears to be of enough importance in these school sys-

tems to warrant the services of a professional administrator. 

However, twenty-two per cent of the part-time substitute 

teaching programs are administered by secretarial personnel. 

In reference to the last choice, regarding secretarial 

personnel, the respondents indicated two types of secretaries; 

superintendent's secretary and personnel secretary. The 

writer wonders if these two kinds of personnel members may 

not perform the same duties but possess different titles. 

SCHOOL SYSTEMS HAVING A SPECIAL ORIENTATION 
PROGRAM FOR SUBSTITUTE TEACHERS 

Table III indicates that one hundred per cent of the 

schools systems possessing a full-time substitute teaching 

program support this service with a special orientation pro-

gram. Only thirty-five per cent of the school systems having 

part-time substitute teaching programs report a special type 
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TABLE III 

SCHOOL SYSTEMS HAVING A SPECIAL ORIENTATION 
PROGRAM FOR SUBSTITUTE TEACHERS 

Choices 

a) A special orientation program is in 
effect for substitute teaqhers. 

b) No special orientation program is in 
effect for substitute teachers. 

c) No response. 

Total 

. M = 170 
----

Number of Schools 
Full Time Part Time 
N % N % 
20 100 53 35 

92 61 

5 4 

20 100 150 100 

Totals 
N % 
73 43 

92 54 
5 3 

170 100 

\,J , ro 
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of orientation program for their substitute teachers; this 

leaves siJcty-one per cent of the school systems with no spec-

ial orientation program for their substitute teachers. 

Three per cent of the total population surveyed did 

not respond to this item. This three per cent was made up 

entirely of those having part-time substitute teachers. Prob-

ably these respondents did not feel the item pertained to 

them. 

METHO:00 OF ORIENTING SUBSTITUTE TEACHERS 

USED IN SCHOOL S'YSTEMS 

Table IV is an indication of the methods presently 

used in orienting substitute teachers in the school systems. 

This table closely parallels Table III in that the respondent 

was to indicate the orientation methods used in his particu-

lar school system. The respondents of some school systems 

indicated that they used only one method of orienting sub-

stitute teachers. The respondents of some school systems in-

dicated that they used only one method of orienting substitute 

teachers. The respondents of other school systems indicated 

that they used a combination of any or all of the methods 

suggested to orient their substitute teachers. 
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Choices 

TABLE IV 

METHOIB OF ORIENTING SUBSTITUTE TEACHERS 
USED IN SCHOOL SYSTEMS 

N = 170 

Number of Schools 
Full Time Part Time Totals 
N % N % N % 

a) Social meetings of all co-workers on an informal 
basis used as the only orientation method. 

b) Staff meetings in which all teachers learn of 
their responsibilities, the philosophy of the 
school, etc., is the only orientation method 
used. 

c) Trips or tours conducted to acquaint substitute 
teachers with the school district and the 
community as the only orientation method. 

d) Observing and participating in ~egular class-
_room activities with the ·regula~ teachers as 
the only orientation method used. 

e) Materials, such as handbooks, are available 
for every substitute teacher's use (the only 
orientation method used). 

f) No response to item. 
g) Combinations of .the above items: 

a,b,c,d, and e. 2 
a,b,d, and e. 7 
a,b, and e. 9 

·a and e. 2 
b,c, and e. 
band d. 
b,d, and e. 
b, and e. 
c,d, and e. 
d and e. 

Total 20 

10 
35 
45 
10 

100 

10 

11 

20 
49 
·4 

4 
4 

12 
2 
6 
9 
7 
5 
7 

15'0 

6 

7 

. 13 
33 
3 
3 

.l 
4 
6 
5 
3 
5 

100 

0 

10 

0 

11 

20 
49 

6 
11 
13 
14 

2 
6 
9 
7 
5 
7 

170 

0 

6 

0 

7 

12 
29 
3 
7 
8 
8 
1 
3 
i 
a 

100 
\.)I 
..f=' 

_ .. 

~-~-
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Forty-five per cent of the school systems employing 

full-time substitute teachers stipulated the use of a com-

bination of social meetings, staff meetings, and making ma-

terials available for the substitute's use. Thirty-five per 

cent of the respondents in the full-time category indicated 

a combination response of social meetings, staff meetings, ob-

serving and participating in regular classroom activities and 

making materials available for the substitute•s use. Ten 

per cent of these respondents indicated they used a combina-

tion of social meetings, staff meetings, trips a~d tours, ob-

serving and participating in regular classroom activities and 

making materials available for the substitute•s use. The 

other ten per cent of the respondents in this category stated 

that their school system oriented their substitute teachers 

by having them attend social meetings and making materials 

available for the substitute's use. 

The respondents representing school systems employing 

part-time substitute teachers indicated a much more diversi-

fied field of responses. Thirty-three per cent did not re-

spond to this item. Thirteen per cent of the respondents in 

the part-time category referred to making materials avail-

able for the substitutes use as the only orientation method 



used in their respective school system. Seven per cent of 

these respondents indicated observing and participating in 

regular classroom activities was the only orientation method 

used in their school system. SiX per cent of the respondents 

in the part-time category stated that their only method of 

orienting the substitute teacher was through the staff meet-

ings. 

The respondents of school systems employing the part-

time substitute teachers responded with the following com-

bination of orientation methods. Eight per cent of these 

respondents indicated a combination of social meetings and 

making materials available for the substitute's use. SiX per 

cent used staff meetings, observing and participating in reg-

ular classroom activities and making materials available for 

the substitute•s use to orient their substitute teachers. 

Five per cent used a combination of staff meetings and mak-

ing materials available for the substitutes use to orient 

their substitute teachers. Another five per cent used ob-

serving and participating in regular classroom activities as 

well as having materials available for the substitute's use 

to orient their substitute teachers. Four per cent orient 

their substitute teachers through the use of staff meetings, 
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and by having the substitutes observe and participate in reg-

ular classroom activities. Three per cent used a combination 

of social meetings, staff meetings, trips or tours, observing 

and participating in regular classroom activities and making 

materials available for each substitute's use. Another three 

per cent used social meetings, staff meetings, and materials, 

such as handbooks, to orient their substitute teachers. Three 

per cent also used a combination of trips and tours,· observ-

ing and participating in regular classroom activities and ma-

terials, such as handbooks, to orient their substitutes. One 

per cent used a combination of staff meetings, trips or tours 

and materials, such as handbooks, as methods of orienting 

substitute teachers. 

None of the school systems responding to the survey 

used social meetings of all co-workers on an informal basis, 

or trips or tours conducted to acquaint substitute teachers 

with the school district and the community, as an only method 

of orienting their substitute teachers. 

The writer has noted a higher percentage of responses 

to certain combinations, for example, social meetings and 

making materials available for the substitute's use in the 

part-time category; and social meetings, staff meetings and 



38 

making materials available for the substitutes use in the full-

time category. The fact that these items are responded to in 

clusters may indicate that this combination of methods of 

orienting substitute teachers in practical and effective. 

The high percentage of no response to item six by the 

respondents of the part-time substitute teacher category 

caused the writer to feel that either the respondents felt 

this item did not apply to them or that they do not practice 

any type of orientation activity. 

It is interesting to note, regarding the respondents 

of the full-time substitute teacher category, that all checked 

a combination of choices. However, in the part-time substi-

tute teacher category, slightly less than one-half of the re-

spondents indicated their school system practiced a combina-

tion of these orientation methods. 

According to the information in the preceding para-

graph, it appears that school systems possessing full-time 

substitute teaching programs have many more diversified ac-

tivities in their substitute teacher orientation program. 

In view of this same information, school systems em-

ploying part-time substitute teachers are more likely to have 

less diversification or activities in their substitute 
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teacher orientation programs. 

CERTIFICATION REQUIREMENTS OF FULL-TIME SUBSTITUTE TEACHERS 

AS COMPARED TO CERTIFICATION OF REGULAR CLASSROOM TEACHERS 

Table V presents the response or those schools employ-

ing full-time substitute teachers only. Thus, there were no 

responses from the one hundred fifty school systems employ-

ing part-time substitute teachers. 

Of the twenty school systems employing full-time sub-

stitute teachers, nineteen indicated that the full-time sub-

stitute teacher must meet the same certification require-

ments as the regular classroom teachers. 

One respondent made no reply in this item; it is not 

known why this item was left unanswered. Because of the co-

operation evidenced throughout the rest of the question-

naire, it is felt that the respondent merely overlooked this 

one item. 

The writer notes that certification requirements are 

usually set by statutes, these are adhered to by the state 

department of education. The laws regarding certification 

vary from state to state, therefore, the writer wrote to the 
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TABLE V 

CERTIFICATION REQUIREMENTS OF FULL-TIME SUBSTITUTE 
TEACHERS AS COMPARED TO CERTIFICATION OF REGULAR 

CLASSROOM TEACHERS 

N = 170 

Choices Number of Schools 
Full Time Part Time Totals 
N % N % · N % 

a) Yes, (requirements are the same). 19 95 19 95 
b) No, (requirements are not the same). 

c) No response 

Total 

·, ~. 

l 5 1 5 

20 100 20 100 

0 
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state offices of the eight states included in the survey 

to obtain the state regulations. These can be found in Ap-

pendiX A. 

OPINIONS EXPRE5SED REGARDING EXPERIENCE OF 

FULL-TIME SUBSTITUTE TEACHERS 

Table VI revealed the amount of experience deemed 

necessary to become a full-time substitute teacher. Of the 

twenty school systems possessing full-time substitute teach~ 

ers, eighty-five per cent felt that the full-time substitute 

teacher should have some teaching experience before becoming 

a full-time substitute. Of this eighty-five per cent, all 

felt that the full-time substitute teacher should have at 

least two years of experience. The remaining respondents, 

in the full-time category, indicated that previous teaching 

experience was not a prerequisite to becoming a full-time sub-

stitute teacher. 

Thirty-one per cent of the respondents in the part-

time category felt some teaching experience should be neces-

sary in order to become a full-time substitute teacher. Of 

the rorty-siX respondents included in the above thirty-one 

per cent, twenty felt at least one year of experience should 
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TABLE VI 

OPINIONS EXPRESSED REGARDING EXPERIENCE OF 
FULL~TIME SUBSTITUTE TEACHERS 

N = 170 

Choices Number of Schools 
Full Time Part Time 
N % N % 

a) Yes, (full-time substitute teachers should 
have previous teaching experience). 17 85 46 31 

b) No, (teaching experience is not necessary). 3 15 64 42 
c) No respons_e to i tern. 40 27 

Total 20 100 150 100 

Totals 
N % 

63 37 
67 39 
40 24 

170 100 

\~ . I'\) 
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be required; fifteen felt two years of experience would be 

desirable; and the remaining eleven indicated that three or 

more years of experience should be required of persons i n-

terested in becoming full-time substitute teachers. 

Forty-two per cent of the respondents in the part- tim3 

category felt that no previous teaching experience should be 

required of a full - time substitute teacher. 

Because of the fact that twenty-seven per cent of the 

respondents of the part- time category did not respond to this 

item, the writer assumes that they felt the item did not ap-

ply to them. 

The h igh percentage of response to the positive choice, 

from the respondents of the school systems employing full-

time substitutes, would probably indicate that previous teach-

ing experience is an important prerequisite in the selection 

of full-time substitute teachers. 

OPINIONS REGARDING THE RECRUITMENT OF THE FULL-
TIME SUBSTITUTE TEACHER 

Table VII indicates how a full-time substitute should 

be recruited in the opinion of respondents who were given 

three choices: a) take the full - time substitute from the 

present faculty, b) recruit these substitutes as persons new 
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TABLE VII 

OPINIONS REGARDING THE RECRUITMENT OF THE 
FULL-TIME SUBSTITUTE TEACHER 

N = 170 

Choices Number of Schools 
Full Time Part Time 
N % N % 

a) Taken from the present faculty and thus are 
14 43 familiar with the system. 70 29 

.b) Recruited as a teacher new to the system. 6 30 25 17 
c) Others. (Respondents checked both a and b.) 8 5 
d) No response to item. 74 49 

Totals 20 100 150 100 

Totals 
N % 

57 34 
31 18 

8 5 
74 43 

170 100 

-'=". 
-'=" 



to the system, or c) others, (respondents could list other 

possibilities). 
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Of the respondents whose school systems employ full-

time substitutes seventy per cent felt they should be taken 

from the present faculty; thirty per cent of this group in-

dicated they felt these substitutes should be recruited as 

new to the system. From these data the writer concludes the 

present full-time substitutes should be recruited as new to 

the system. From these data the writer concludes the present 

full-time substitute teachers in the schools surveyed are 

recruited from either source mentioned. They are taken from 

the present faculty or are new to the system. The larger 

number favoring selection from the present faculty rather 

than recruiting another teacher for this position is signifi-

cant, for this may indicate that the more prevalent prac-

tice is the most successful. 

The school systems employing only part-time substitute 

teachers reacted as follows: Twenty-nine per cent felt they 

should be taken from the present faculty; seventeen per cent 

felt they should be new to the school system; five per cent 

responded to "others" by indicating they should be either 

taken from the present faculty or be new to the system; and 
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forty-nine per cent did not respond to the item. In view of 

this information, it is known why such a high percentage in 

this category did not respond to the item; perhaps these re-

spondents felt the item did not apply to them. 

ECONOMIC POSSIBILITY OF EMPLOYING SUBSTITUTE 
TEACHERS ON A FULL-TIME BASIS WITHIN 

EACH SCHOOL SYSTEM 

Table VIII indicates the respondent's feeling in re-

gard to whether or not individual school systems could econom-

ically afford to employ substitute teachers on a full-time 

basis. 

One hundred per cent of the school systems currently 

employing full-time substitute teachers indicated they found 

it economically possible to employ full-time substitute teach-

ers. 

Of the schools employing only part-time substitute 

teachers, twenty-one per cent felt it would be economically 

possible for them to finance a substitute program utilizing 

full-time substitutes. Some additional comments by four of 

these respondents, (at this point in the questionnaire), 

indicated the desire to find out more information regarding 

a program using full-time substitute teachers. 
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TABLE VIII 

ECONOMIC POSSIBILITY OF EMPLOYING SUBSTITUTE TEACHERS 
ON A FULL TIME BASIS WITHIN EACH SCHOOL SYSTEM 

N = 170 

Choices 

a) Yes, it would be economically possible. 

b) No~ it would not be economically possible. 

c) No response to item. 

Total 

Number of Schools 
Full Time Part Time 
N % N % 
20 100 

20 100 

31 .21 

108 72 

11 7 

150 100 

Totals 
N % 
51 30 

108 64 

11 6 

170 100 ---------------------------------- ~-
-3 
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Seventy-two per cent of the respondents in the part-

time substitute category felt it would not be economically 

possible for them to employ full-time substitute teachers. 

At this point respondents made the following comments: ''We 

could easily afford to have one full-time substitute teacher; 

however, because or our situation, a single full-time sub-

stitute would not help much." 

Two respondents reported that 11 such a program may be 

possible," but they questioned the feasibility of it. 

Two respondents reported that because their community 

could supply large numbers of certificated substitutes, there 

was no need to employ full-time substitutes in their system. 

Seven per cent of the respondents in the part-time sub-

stitute category did not respond to this item. The reason 

for this lack of reply is unknown to the writer. 

From the information gained in the analysis of this 

item of the questionnaire, the writer feels that one of the 

main reasons many school systems do not employ full-time 

substitutes is because they feel they cannot financially af-

ford full-time substitute teachers. 
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TIME SUBSTITUTE TEACHERS WHEN THEY ARE NOT 

REPLACING ABSENT TEACHERS 
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Two items of the questionnaire were especially designed 

to give the respondent an opportunity to express personal 

opinion regarding the special functions of a full-time sub-

stitute teacher. It would also give the writer some ideas as 

to how much thinking is being done in the field of elementary 

substitute teaching services. 

The first item, (''What should these full-time substi-

tute teachers be doing on days when the attendance of regular 

teachers is high and they are not needed as substitute teach-

ers?"), was structured to elicit opinions regarding what 

these full-time substitute teachers should be doing when they 

are not needed to fill vacancies for absent teachers. The 

second item, ("In conjunction with question ten, what other 

types of activities might these full-time substitute teachers 

be involved in when they are not replacing absent teachers?"), 

was structured to elicit ideas or points of view regarding 

what other activities these full-time substitute teachers 

might be doing, when they are not needed as substitute 
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teachers. 

Thus the first item would reveal activities which may 

be currently practiced by school systems employing full-time 

substitute teachers; the second item would include sugges-

tions, in addition to those already listed, which could serve 

as a reserve list to be considered when expanding or re- eval-

uating the current program. 

As can be noted the suggestions are liste~ in order of 

importance; the item suggested most often appears at the top 

or the list. 

The writer surmised that to determine the percentage 

regarding a certain suggestion would be meaningless. It is 

not to be construed that all agree with the practicing of a 

certain suggestion, nor would it be reasonable to assume that 

any part or the total number practice a particular sugges-

tion. Therefore, only the number responding to a certain sug-

gestion will be related in the following tables. 

SUGGESTIONS FOR THE ACTIVITIES FULL-TIME SUBSTITUTE TEACHERS 

SHOULD BE ENGAGED IN WHEN THEY ARE NOT FILLING VACANCIES, 

AS SUGGESTED BY THOSE EMPLOYING FULL-TIME SUBSTITUTE 

TEACHERS 

Table IX includes generalizations based upon suggestions 
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by respondents of the schools employing full-time substitute 

teachers. The numeral placed to the immediate right of each 

suggestion indicates the frequency of this particular gener-

alization. The total number for this group equaled twenty, 

a return of one hundred per cent. Each respondent indicated 

six or more suggestions in his reply to this item. 

SUGGESTIONS FOR THE ACTIVITIES FULL-TIME SUBSTITUTE 

TEACHERS SHOULD BE ENGAGED IN WHEN THEY ARE NOT 

FILLING VACANCI:ES, AS SUGGESTED BY THOSE 

EMPLOYING PART-TIME SUBSTITUTE TEACHERS 

Table X includes generalizations based upon sugges-

tions by respondents of schools employing part-time substi-

tute teachers. The total number for this group equaled forty-

seven, (this is thirty-one per cent of the total one hundred 

fifty in this category). Each of these respondents indicated 

two or more suggestions in his reply to this item. 

These respondents revealed many interesting and worth-

while activities that the full-time substitute teachers may 

be involved in when not participating in the regular class-

room routine. 

From Table X it is apparent that all the suggestions 
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TABLE IX 

SUGGESTIONS FOR THE ACTIVITIES FULL-TIME SUBSTITUTE TEACHERS 
SHOULD BE ENGAGED IN WHEN THEY ARE NOT F.[LLING 

VACANCIES, AS SUGGESTED BY THOSE EMPLOYING 
FULL-TIME SUBSTITUTE TEACHERS 

N = 20 

Suggestions 

a) Home visitations for work on case histories, etc. 

b) Provide special help for slow or gifted children. 

c) Assist in curriculum work, unit development, 
special projects, and in developing teaching aids 
and materials. 

d) Assist in team teaching projects~ 

e) Becoming acquainted with school materials and 
texts. 

f) Observing classes. 
g) Assist in library work. 

h) Assist the nurses in screening and vision and 
hearing testing. 

i) Assist with visual aids work. 

j) Help in remed'ial programs and diagnostic work. 

k) Giving tests and summarizing results. 

Frequency of Response 
N 

19 
17 

17 
15 

15 
15 
12 

11 
10 

9 

9 
'.• \J1 • 

I\) 
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TABLE X 

SUGGESTIONS FOR THE ACTIVITIES FULL-TIME SUBSTITUTE TEACHERS 
SHOULD BE ENGAGED IN WHEN THEY ARE NOT FILLING 

VACANCIES, AS SUGGESTED BY THOSE EMPLOYING 
PART-TIME SUBSTITUTE TEACHERS 

. N = 47 

Suggestions 

a) Assist in curriculum work, unit development, special 
projects and developing teaching aids and materials. 

b) Becoming acquainted with school materials and texts. 
c) Provide special help for slow or gifted children. 
d) Assist in library work. 
e) Help in remedial programs and diagnostic work. 
f) Observing classes 
g) Assist·in team teaching projects 
h) Home visitations for work on case histories, etc. 
i) Free regular teachers in order that they may work 

on various in-service projects. 
j) Assist with visual aids work. 
k) Free regular teachers so they may attend committee 

meetings. , 

Frequency of Responses 
N 

25 
24 
19 
17 
17 
16 
15 
13 J 

11 
9 

6 
1) C~erical work, such as, assisting in the office, 

assembling or. correcting papers, bringing school 
records up-to-date, etc. 

m) Free regular teachers so they may have conferences with 
parents, principals, etc. 

5 
5 
3 
3 
2 

n) Proofread publications in their developmental stage. 
o) Survey new pupils. 
p) Giving tests and summarizing results. 

\J1 
\,J 
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made by the full-time substitute teacher category also ap-

pear in the suggestions recommended by those of the part-

time substitute teacher category. This would indicate that 

schools employing full-time substitute teachers are engaging 

them in activities which are acknowledged as worth-while and 

important functions by those employing only part-time substi-

tute teachers. 

The writer noted the following comparisons: 

Those employing full-time substitute teachers placed 

greatest emphasis upon activities centered around better un-

derstanding the individual child, (suggestions a and b of 

Table IX), in contrast the respondents of schools employing 

part-time substitute teachers, placed greater emphasis upon 

better organization of the teaching materials and the curric-

ulum, {suggestions a and b of Table X). 

Those respondents from schools employing part-time 

substitute teachers listed a few more activities than did 

those of the full-time substitute teacher category. These 

activities appeared to stress the importance of freeing the 

regular classroom teacher so that he may engage in other pro-

fessional duties, (suggestions 1, k, m, and 1). 
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OTHER SUGGESTIONS FOR THE ACTIVITIES FULL-TIME SUBSTITUTE 

TEACHERS MAY BE ENGAGED IN WHEN THEY ARE NOT FILLING 

VACANCIES, AS SUGGESTED BY ALL QUESTIONNAIRE RESPONDENTS 

Item eleven of the questionnaire stated: "In conjunc-

tion with question ten, what other types of activities might 

these full-time substitute teachers be involved in when they 

are not replacing absent teachers? Please list your sug-

gestions." 

An analysis of the responses to this item of the ques-

tionnaire revealed listings of suggestions so similar in na-

ture, that the writer round it too repetitious to construct 

separate listings; so one table will be used for both cate-

gories, (full-time substitute teachers and part-time sub-

stitute teachers). 

The respondents of the schools employing full-time sub-

stitute teachers responded to this item one hundred per cent, 

each contributing two or more suggestions. Only twenty-seven--

or eighteen per cent of the respondents or the schools em-

ploying part-time substitute teachers--made one or more sug-

gestions in response to this item. 

The following table will include generalizations based 

upon suggestions or the respondents. 
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The main reason for trying to initiate these responses 

was to obtain a list of activities to be used, if needed, 

when establishing, expanding or re-evaluating the substitute 

teacher program. 

Respondents of both categories (full-time substitutes 

and part-time substitutes) approximate agreement in sugges-

tions a, b, g, and k. In suggestions e, d, and j, however, 

they appear to differ. 

In view of the original purpose of these two items, 

the Table XI indicates the respondents have been thinking 

and have formed opinions regarding• the area of substitute 

teaching services. 

The higher percentage of response in reference to these 

two items, by those who now employ full-time substitutes, 

probably indicates that school systems employing full-time 

substitutes have organized special activities, such as thpse 

suggested, in which these substitutes participate. 

PRESENTATION OF RANDOM COMMENTS 

In the process of analyzing the survey returns, the 

writer noticed various annotations placed randomly on the 

pages of the questionnaire. These comments did not always 



TABLE XI 

OTHER SU8GESTIONS FOR THE ACTIVITIES FULL- TIME SUBSTITUTE TEACHERS 
MAY BE ENGAGED IN WHEN TrIBY ARE NOT FILLING VACANCIES, 

AS SUGGESTED BY ALL QUESTIONNAIRE RESPONDENTS 

N = 47 

Suggestions 

a) Assist in overcrowded rooms. 
b) Counse l students. 
c) Developing teaching materials ( units of study, 

picture files, arithmetic aids, etc . 
d ) Free regular teachers in order that they may 

teach classes in advanced music, dramat7cs, etc . 
e) Fr ee regular teachers so they may attend 

extention classe s. 
f) Free regular teachers so they may coach 

elementary sports activities. 
g ) Free regular teachers so they will have some 

preparation time . 
h) Help primary grade teachers with read ing groups, 

read i ng workbooks , etc. 
i) Supervise gymnasium activities . 
j) Supervise the. lunch progr ams. 
k) Supervise the playgrounds. 

Total number of responses 

Frequency of Response 
Full Time 
N -
15 

0 

1 6 

10 

5 

3 
14-

1 5 
1 
8 

10 

97 

Part Time 
N 

13 
1 

6 

0 

1 

2 

10 

7 
1 
3 
6 

52 

\.n 
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pertain to the item by which they were entered. 

The writer felt that many of the notations, described 

in the preceding paragraph, contained much merit and should 

be included in this report. The following are a few examples 

of these unsolicited comments: 

Full-time substitute teachers would cause resentment 
in the ranks of the "good old part-time substitutes;" 
because they would feel inferior and incapable of doing 
a good job. 

Good substitutes are as scarce as hen's teeth. 

In a good substitute teacher, the degree of teaching 
success is more important than the number of years of 
experience. 

In our case full-time substitutes would have to be 
quite versatile. 

Our principals act as the substitutes. 

Our substitutes do not need orientation because they 
are all acquainted. 

Substitutes should be invited to all in-service ac-
tivities. 

There is a definite need for research in this area. 
I would be pleased to be informed of the results of 
this survey. 

This program would be possible, but I question the 
practicality. 

We would use two or three and depend on part-time 
substitutes when absence is high. 

We need to do something. During the flu epidemic this 



year we were on the verge of sending children home--
that should bring action. 
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When you find out something, please let us know what 
we can do to improve the efficiency of our program. 

With this program in effect teachers may have a ten-
dency to miss more school. 

It was interesting to note this type of action was 

only indicative of the respondents representing the part-time 

category. It is the writer's feeling that this may have been 

a new experience. Many of the respondents had not been ac-

customed to thinking along the lines of having full-time sub-

stitutes, this may have been the reason for their extraneous 

comments. In the process of filling out the questionnaire, 

they wrote down various ideas whenever they came to mind, 

thus resulting in the randomly-placed notations. Responden~s 

from the full-time category had already dealt with or were 

currently dealing with situations similar to the items dis-

cussed in the questionnaire. 

In reference to the value of the various comments con-

tained in the general listing, the writer feels the list con-

tains interesting and worthwhile opinions which deserve spec-

ial consideration, especially if applicable to the respective 

school system. 



EVALUATION OF QUESTIONNAIRE CONSTRUCTION 

After analyzing and presenting the survey data, the 

writer arrived at the following conclusions regarding the 

construction of the questionnaire used in this survey. 
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In order to facilitate the organization and interpre-

tation of data, the questionnaire might have been constructed 

in two parts. Part one could have included items sampling 

factual information about the respective substitute teaching 

programs. For example, if they employed full-time substitute 

teachers only; part-time substitute teachers only; or a com-

bination of the two. Part two would have included opinion-

oriented items. For example, what types of activities might 

the full-time substitute teachers be involved in when they 

are not filling vacancies for absent teachers? 

If the questionnaire items would have been organized 

in the above manner, the writer feels there would have been 

fewer "no responses" to particular questionnaire items. In 

nine cases, respondents of school systems employing part-time 

substitute teachers only placed a large x over the entire 

page of the questionnaire. This indicated to the writer 

that these respondents felt the items did not pertain to 

them. 
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In addition to the over-all structure of the question-

naire, the writer feels some of the particular questionnaire 

items were poorly constructed in that they did not clearly 

indicate intended respondents. For example, item ten of the 

questionnaire reads, "What should these full-time substitute 

teachers be doing on days when attendance of regular teachers 

is high and they are not needed as substitute teachers: 

Please list your suggestions." 

The above item was intended to elicit a response from 

each anticipated respondent in the total population surveyed, 

(number equaled 170),.including both the full-time and part-

time categories. An analysis of the responses to this ques-

tion gave the following results: 

1) All of the schools using full-time substitute 
teachers responded to this item. 

2) Of the one hundred fifty schools using part-
time substitute teachers 
a) one hundred three did not respond. 
b) forty-seven did respond with suggestions. 

This the writer interprets to imply that the item was poorly 

constructed. 

The writer notes that another item pertaining to school 

systems possessing part-time substitute teachers programs, 

might have been included in the questionnaire. 



The item could have been constructed to read: 

If you have only part-time substitute teachers in 

your system, please check one of the following: 

___ a) This plan is satisfactory and adequately 

meets the needs of your schools. 

___ b) This plan is not adequate for our school 

system and leaves something to be desired. 
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This item would have been in direct relation to item 

two of the original questionnaire implemented in the survey. 

The writer feels it could have been of potential value to 

administrators planning or evaluating a respective substitute 

teacher program; also it might have been useful to others 

doing research in this area. 

In conclusion the writer wishes to report that, as a 

whole, she received adequate cooperation and participation on 

behalf of the entire population surveyed, (one hundred seventy 

questionnaires returned out of the original two hundred--or 

a return of eighty five per cent). All one hundred seventy 

respondents, including both the part-time and the full-time 

categories, responded to at least five of the items on each 

questionnaire. 



CHAPTER IV 

RECOMMENDATIONS FOR THE SUBSTITUTE TEACHER SERVICES 

OF THE HIBBING ELEMENTARY SCHOOIS 

POINTS OF VIEW OF HIBBING ELEMENTARY SCHOOL ADMIN-

ISTRATIVE PERSONNEL CONCERNING SUBSTITUTE TEACHING 

Administrators affiliated with the Hibbing elementary 

education program were asked the following questions: "How 

do you feel about our present system or substitute teaching? 

Do you feel the present substitute teachers do an adequate 

job?" The replies are as follows: 

Administrator Number One. Administrator number one 

said: 

Most or our substitute teachers are good. Most or 
them are married women and retired teachers who have 
had good teaching records and have now asked to be put 
on the substitute teaching list. They are, also, people 
who do not want to teach every day; however, they will, 
complete a year if this should be necessary. These sub-
stitutes are· the ones who teach regularly and are, for 
the most part, familiar with the program. 

The substitutes who teach infrequently are not as 
good. They have been relegated to the bottom positions 
on the list so they will be used seldomly. 

Our supply of substitutes is usually adequate. There 
is a stress at this time or the year, February and March, 
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so all the substitutes work at least every other day. 
Part of this stress is stemming from the fact that some 
of the substitutes are completing the school year for 
the regular teacher. 

Administrator Number Two. Administrator number two 

said: 

Our substitute teaching program is sort of a hap-
hazard thing. It needs improvement in that it needs 
m~re organization. Our substitutes apply for the job, 
are categorized as to primary or intermediate teachers 
and are called when needed. That is the present organ-
ization of the program. 

We feel our substitutes are doing an adequate job. 
However, this is a loose statement for we have no real 
way of knowing; we have no evaluation tool. We base our 
judgement on what we hear from the principals, this in 
turn is based on what they hear from the teachers. 

We need some evaluation of these substitutes by the 
teachers and the principals. We should include our sub-
stitutes in workshops and have some meeting with them 
in the fall. 

Principal Number One. Principal number one said: 

The person in charge of the substitute teaching serv-
ices here has sometimes had a hard time getting substi-
tutes, especially in placing them, they are sometimes 
sent just to "hold down the fort". In this area we need 
more systematizing. 

We should have a meeting with the substitute teachers 
to acquaint them wit.h the schools and some of the prac-
tices common to all the schools, such as, care of the 
attendance cards and fulfilling the extra duties the 
regular teacher may be expected to perform. 

The substitute should feel like a regular teacher. 
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He should be a professional-minded individual. 

Most of our substitutes are good ones. Substituting 
is a very hard job. I feel most substitutes lack the 
ability to keep the children occupied; consequently, 
they become bored. It always amazes me to see how happy 
the children are to see their regular teacher return. 

Principal Number Two. Principal number two said: 

The personnel administrator in charge or assigning 
the substitute teachers tries to keep the same substi-
tutes at a school. This is helpful, for then the sub-
stitute teachers are familiar with the school. 

Three-fourths or the substitutes which serve at our 
school are well qualified. However, it has at times 
been necessary to "make some adjustments". In this case 
I just request that this substitute never return, and he 
never does. 

Principal Number Three. Principal number three said: 

The substitute teachers we have had this year have 
been good. Usually the regular corps of substitute teach-
ers is good. On the whole, they handle children well 
and maintain good discipline. We have not always been 
so fortunate, for in years past some have been weak. 

We should have more good substitute teachers on the 
list. Occasionally it happends that there is no substi-
tute teacher to be had. If you need a substitute and 
happen to be at the tail end or the list, you may get a 
poor one. 

Now and then a substitute teacher arrives late, this 
is nearly always because they have been notified late. 
I feel we should try to get substitutes who live close 
to all the particular schools; then when a sudden emer-
gency comes up, they will be near at hand. 
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There have been some teacher comments on the work 
of the substitute teachers. The one I have heard most 
frequently is that the substitute teacher did not fol-
low the regular teacher's directions. Many times they 
try to cover too much and do not do a thorough job of 
teaching the material. 

Principal Number Four. Principal number four said: 

The substitute teaching service has been working much 
better than in the past. The substitutes feel that 
things are in better order for them. More teachers leave 
adequate lesson plans, seating charts and programs. 

The substitute teachers vary in ability; the majority 
are excellent and much of the time the same substitutes 
come. The personnel administrator is aware of the 
grade levels they work well with and tries to assign 
them accordingly. When he is hard-pressed and the good, 
stable, steady substitutes have been called to fill in 
for long stretches, he, out of desperation, calls sub-
stitutes who are not well-suited. Some of these sub-
stitutes have not taught for years. 

Occasionally substitutes are late. If a teacher be-
comes sick or is called away from school for emergency 
reasons at noon or during the day, a substi~ute is hard 
to get. 

All substitute teachers seem to be under more strain 
than regular teachers. The principal should foresee 
this and try to assist. If there are special problems 
in the school room, he should point this out in advance. 
He should be available to aid with discipline problems. 

Most of our substitutes are married women who enjoy 
teaching and want the extra money. Our community is 
comprised of many professional people whose wives have 
college educations and can substitute. Hibbing probably 
has more of these than most communities. 



Principal Number Five. Principal number five said: 

For the most part our substitute teachers are good. 
When we have an epidemic or are in desperate need of 
substitutes, we get some poor ones. 
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I realize that substitute teaching is a hard job at 
best. They feel inadequate and have difficulty grasping 
everything at once; they need time to "get their bear-
ings". 

The regular teachers can aid the substitutes by leav-
ing lesson plans for them. It would be helpful to the 
substitutes if they could attend the various workshops 
put on for the teacher's benefit. I am thinking or our 
new mathematics program and the workshop held in conjunc-
tion with it; this could have been an excellent way for 
them to acquaint themselves with this program. As it 
is now, if the regular teacher misses more than a week, 
it is hard for the substitute, and the children are los-
ing too much. It is necessary for the substitute to ac-
quaint himself with all the school materials he may be 
working with. 

Discipline is not too much of a problem; if the chil-
dren are under control for the regular teacher, they 
usually remain orderly for a substitute. 

I feel any kind of a substitute system would have its 
problems. Substitute teachers are getting scarce; but 
that is why poor ones are not too numerous, but they do 
exist. Whether the substitute teacher is good or not, 
when a substitute is here for only one day, I feel it is 
pretty much a lost day for the children. 

Principal Number Six. Principal number six said: 

Recently the substitutes have worked out pretty well. 
The personnel administrator in charge of the substitute 
service tries to send only the qualified teacher. For 
the most part we have been lucky to get experienced teach-
ers who have taught in our system previously. These 
teachers are very conscientious and professional. This 



is not always true, however, we do sometimes have weak 
substitutes who come to baby sit. 
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Principal Number~~~- Principal number seven said: 

The substitute teaching service seems adequate for 
our small school. The substitutes we have had have 
been just fine. 

The above comments seem to indicate the realization 

that a change is needed in the current substitute-teaching 

program. 

These comments, the information gained regarding the 

number of teachers who are absent in the Hibbing elementary 

schools, the information gained in the writer's survey and 

current literature written by educators have influenced the 

writer to recommend changes in the existing Hibbing elementary 

substitute teaching program. 

RECOMMENDATIONS CONCERNING FULL-TIME SUBSTITUTE TEACHERS 

The writer recommends a new division of teachers be 

employed in the Hibbing elementary schools. They will be 

teachers who are full-time substitute teachers. They will 

travel about "filling the vacancies" caused by the absence 

of regular teachers. A more fitting name could be chosen. 

They could perhaps be called reserve teachers or permanent 
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substitute teachers. In this proposal they are tc be referred 

to as "full-time substitute teachers". As indicated earlier, 

the writer recommends three full-time substitutes be employed 

in Hibbing.l 

These full-time substitute teachers should be teachers 

of the highest quality available, flexible and congenial. 

They should possess all the qualities of a good teacher. 

These individuals should be teachers who are especially cap-

able of attaining rapport with students in a short time. 

They shguld be creative teachers who are willing to devise 

and use special techniques cf classroom management and in-

struction necessary for the skillful execution of their 

specialized and difficult educational task. Above all they 

should possess a great liking for and understanding of chil-

dren. 

A question will arise as to how the foregoing attributes 

may be measured. This will have to be done largely on a sub-

jective basis, through observation of a full-time substitute, 

and by observing the reactions of the students, teachers, and 

1see page 5. 
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administrators toward the full-time substitute teachers. In 

ether wGrds, they will be evaluated in the same way the regu-

lar teachers are in the Hibbing system. 

Full-time substitute teachers will be accepted and 

respected members sf the faculty, and they should participate 

in all faculty activities. Each will be a member of one or 

more professional organizations and should attend meetings 

as other teachers are expected to do. 

These full-time substitute teachers will be valuable 

educational instruments. In brief, their special function 

will be to prevent the educational loss which may otherwise 

occur due to the regular teacher's absence. In the absence 

of the regular teacher, they will carry on with the lessons 

for the day, perform any special duties delegated to that 

teacher, and maintain good discipline. 

Full-time substitute teachers must be familiar with 

all seven elementary schools in the Hibbing school district, 

the general school organization, and community organization, 

the courses of study, the evaluation methods used, confer-

ence techniques, and the marking and promotion practices. 

Because ef the above requirements the writer recommends that 

the full-time substitute teacher have at least two years 
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or regular classroom teaching experience, perferably in the 

Hibbing Elementary Schools, before becoming a full-time sub-

stitute. It is also recommended that the persons who become 

full-time substitute teachers be willing and capable of teach-

ing in any elementary grade through sixth grade. This is not 

saying that the full-time substitute will be required to teach 

in all areas, for they will be given their preference if at 

all possible. 

The full-time substitute teachers will be regular, full-

time, contracted members or the faculty. They will have all 

the benefits and privileges of the other elementary faculty 

members. They will receive the same salary as a regular 

teacher with comparable educational background and teaching 

experience. In addition to this salary, they will be given 

a travel allowance. This allowance will be the same as is 

granted to the consultants and other members of the faculty 

who provide their own transportation to and from the various 

schools. 

The recruiting of full-time substitute teachers will 

be done in a way similar to obtaining a regular teacher. 

They may be persons presently on the Hibbing faculty who ex-

press the desire to serve in this area; they may be teachers 
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new to the system who have had teaching experience and wish 

to become full-time substitute teachers; or they may be per-

sons who are now serving in the capacity of substitute 

teachers who are qualified, capable, and desirous of such a 

position. 

Orientation of the full-time substitute teachers will 

be done just as with other teachers. They will participate 

in the pre-school workshop activities and in all other act-

ivities of the regular teachers. Before school begins for the 

year, they, with the aid or the Director or Elementary Educa-

tion and the Elementary Principals, will have familiarized 

themselves as much as possible with the seven schools, the 

general school routine and as many of the school personnel 

as possible. If the full-time substitute is new to the sys-

tem or has not taught in it very recently, it will be nec-

essary, also, to orient them to the Hibbing community, the 

overall school organization, the courses or study, the eval-

uation methods used, the marking and promotion practices, 

conference techniques, the curriculum committees currently 

working, guidance facilities and library facilities. 

The writer recommends that the off~ces or headquarters 

of the full-time substitute teachers be established and main-

tained on the third floor of the Alice School. (The Alice 
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School is a centrally-located elementary school near down-

town Hibbing.) There are no classrooms on this floor of the 

school. There is much room where offices can be established. 

The school officials may decide to put the three full-time 

substitute teachers in one room or each in a separate room. 

There are facilities available for either plan. (The tele-

phone system and other details will be affected here.) Each 

full-time substitute will be provided with a desk and an area 

for keeping teaching materials and personal belongings. An-

other reason for recommending this particular area is that 

the Elementary Curriculum Library is also located on this 

floor. On days when the full-time substitute is not replac-

ing an absent teacher, he may be engaged in work which will 

bring him to this area. 

The full-time substitute teachers will report to their 

Alice School headquarters each morning by 8:30, at the same 

time the regular teachers are reporting at their respective 

schools, (classes begin at 8:45). If this has not been done 

previously, they will be notified of their daily assignment 

by the Assistant to the Superintendent, the administrative 

personnel member responsible for making necessary arrange-

ments for the substitute teaching service for the whole 
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system each day. If it is known ahead of time, as in the 

case of an absence of extended duration, the full-time sub-

stitute teacher may report directly to the classroom where 

he will be teaching. 

According to the record of teacher absences during the 

past five years, there is an average of about seven and one-

half days per year when all of the elementary teachers will 

be present and there will be no need for a substitute teacher. 2 

When and if this happens, the full-time substitute teachers 

will be engaged in various other school-oriented activities 

which must be done by elementary educators. According to 

the results obtained in questions ten and eleven of the sur-

vey, some of these things are:3 

1. Home visitations for work on case histories, etc. 

2. Provide special help for the slow or gifted chil-

dren. 

3. Help in remedial programs and diagnostic work. 

4. Assist in library work. 

5. Assist in curriculum work, unit development, special 

projects, and in developing teaching aids and 

2see Page 5. 3see Pages 51-56. 
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materials. 

6. Giving tests and summarizing results. 

7. Assist the nurses in screening and vision and 

hearing testing. 

8. Assist with visual aids work. 

9. Assist in team teaching projects. 

10. Proofread publications in the developmental stage. 

11. Clerical work, such as assisting in the office, 

assembling or correcting papers, bringing school 

records up-to-date, etc. 

12. Observing classes 

13. Become acquainted with school materials and texts. 

14. Free regular teachers in order that they may: 

work on special projects 
visit other classrooms in the ·system 
work on the various in-service projects 
have committee meetings 
have conferences with parents, principal, etc. 

RECOMMENDATIONS CONCERNING PART-TIME SUBSTITUTE TEACHERS 

Ideally all absences would be filled by these very 

capable and qualified full-time substitute teachers; but 

because or the fluctuations that do occur, we know that this 

would not be possible nor practical. The absences which 
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occur and cannot be filled by full-time substitute teachers, 

(because of the fact that each of them is already assigned 

a class), will be filled by additional substitute teachers 

who will be available in addition to the full-time substitute 

teachers. This area of the substitute teaching service will 

be along the more traditional line. It will resemble the 

substitute teaching program with which we are familiar at 

the present time. 

With the three full-time substitute teachers in em-

ployment, the number of part-time substitute teachers re-

quired will be decreased considerably; this will allow the 

administrative personnel of the Hibbing school district to 

appoint only the most competent and desirable persons as 

part-time substitute teachers. Because of the danger of an 

unusual amount of sickness, the administrators will try to 

have an adequate number of good part-time substitute teach-

ers, perhaps even a few extra names on the list. This list 

will total about twenty-four. 

The recruiting of these part-time substitute teachers 

will be done by professional methods. The school system will 

campaign, using mass media and invitations to former teachers, 

in order to increase the number of applicants. These persons 
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must fill out the application forms used to secure a regular 

teaching position. They will have a personal interview with 

the Director or Elementary Education. Part-time substitute 

teachers chosen will be qualified and certified teachers. 

They will need to meet health requirements and the other 

specific requirements set up by the Hibbing school district. 

With knowledge gained by using the above methods to 

recruit new part-time substitute teachers, and knowledge al-

ready acquired concerning the part-time substitute teachers 

already in employment, the elementary school administrators 

have a base for building an in-service training program. They 

have a base for screening those who will need more hlep in 

order to substitute effectively. The whole process of re-

cruiting part-time substitute teachers will indicate to the 

future substitute that he is a necessary member of the edu-

cational team. His job is an important professional service 

in the elementary schools. The substitute teaching staff 

should be just as competent as the regular.staff of teachers 

and should be adaptable to different demands and conditions.4 

When a sufficient staff of part-tim~ substitute teachers 

4 Pittenger, .QI!. cit., p. 175. 
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has been obtained, they must be oriented to their positions. 5 

The orientation program will begin early in the school 

year. The part-time substitute teachers will be asked to 

participate in the two-day pre-school workshop activities 

along with all other teachers. In general, the orientation 

for the teachers will be carried on in much the same way as 

for the full-time substitutes.6 A faculty committee in each 

school building, formed to welcome and aid each substitute 

teacher in becoming acquainted, will be of much assistance 

in making the substitute teacher feel he is a member of the 

teaching profession. 

Materials, such as the Elementary School Handbook for 

Parents (published by Independent School District, Number 

701, Hibbing, Minnesota) will be available for every substi-

tute teacher's use. The administrative letters and bulle-

tins sent to all regular teachers will be mailed to each sub-

stitute teacher. Other materials that will be of help to 

the substitute teachers, such as, curriculum materials and 

professional magazines, will be made available by the prin-

cipal in each building. 

5see Table IV. 6see Page 72. 
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Shortly after school has begun in the fall, each part-

time substitute teacher will be afforded the opportunity of 

observing and participating in a classroom and working with 

a regular teacher at the level which the substitute will be 

teaching. 

Once a trained corps of part-time substitute teachers 

is available, the orientation program described here need 

not be done on such a large scale every year. For example, 

it will not be necessary for all the part-time substitute 

teachers to go over the courses of study every year, except 

in the areas where changes have been made. However, most of 

the information gained in this orientation program is perti-

nent and will be of value to the part-time substitute teach-

er. 

To aid in the administration of the substitute teach-

ing services, accurate records will be kept at the office of 

the Assistant to the Superintendent. The records will con-

tain such information as phone numbers, the number of days of 

service, grade-level and building preferences if specifical-

ly stated. These records will add to the efficiency of the 

substitute teaching service. They will also be of assist-

ance in evaluating the part-time substitute teachers; they 
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will serve as guides to teacher competencies. 

In a well-rounded substitute teaching service, evalu-

ation is necessary. The person who does the evaluating must 

give consideration to the nature of the service and to the 

limited opportunity to work with the group of children. The 

criteria used will be objective and simple; they will be un-

iform throughout all the Hibbing elementary schools. A copy 

of a check-list type of evaluation sheet which the writer 

recommends be used in the Hibbing system can be found in Ap-

pendix F. 

Because evaluation is a two-pronged tool it would seem 

desirable to have a type of evaluation and report which the 

substitute teacher in the Hibbing elementary schools com-

pletes at the end of each teaching assignment. A copy of 

the form the writer recommends appears in Appendix G. 

The writer recommends a flat rate of twenty-five dol-

lars a day be paid for each day of the part-time substitute 

teacher's service. 

PROPOSAI.S FOR AIDING ALL SUBSTITUTE TEACHERS 

Whether the substitute teacher is employed on a full-
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time or a part-time basis, there are certain ways the regu-

lar classroom teacher and the students in the classes can 

assist them, which will make these days more pleasant and 

worthwhile for all concerned. 

The regular teacher will prepare and inform the child-

ren in his class by telling them that it is not always pos-

sible for him to be in attendance at school; and that when 

he is not in attendance, whoever takes his place becomes the 

"regular teacher" in every sense of the word. This teacher 

is to be respected and obeyed, and school will progress as 

usual. "The importance of good citizenship and satisfactory 

achievement, whether the regular teacher or substitute teach-

er is present" should be emphasized.7 

The regular teacher will also aid the substitute teach-· 

er by leaving a complete set of lesson plans and information 

for the substitute teacher's use. This will include the 

following: 

1. Lesson plans--The system presently in use in the 

Hibbing schools is adequate. The regular teachers 

7Kenneth L. Pederson, -"The Substitute Teacher Plan", 
The Clearing House, (March, 1961), p. 401. 
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are expected to have plans in their plan book made 

out at least five days in advance for all the sub-

ject matter areas. This should include a list of 

special duties the teacher has for the week. 

2. Daily schedule--This will indicate the daily rou-

tine and time allotments. 

3. Seating chart--This chart will give the name and 

seating arrangement of each child. This will be 

kept accurate and up to date. 

4. Milk record--A record of which children have paid 

for their morning milk and the money, will be 

readily available. 

5. Gym schedule--A schedule of the physical education 

classes which are held in the gym, as well as a 

schedule of the special activities such as movies 

and programs will be included in this information. 

6. A list of the classroom helpers--This will be 

available so that these routine duties can be ex-

ecuted, by the children, as usual. 

7. Description of classroom routines--This will be an 

explanation of the way routine activities are us-

ually executed. This will include passing out 
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papers, collecting papers, correcting papers, pro-

cedure for lavatory period and drinks, the way 

and order in which reading groups are held, and 

any other routine activities the teacher may wish 

to include. 

8. Other necessary information--A note concerning any 

unique problems or activities which may exist in 

his particular room and which the substitute teach-

er should be aware of will be written by each of 

the regular teachers. This may point out a par-

ticular problem or problem child; o~ it may des-

cribe an experimental plan which is presently be-

ing tried. 

The writer advises that such materials, as mentioned 

above, be prepared by each classroom teacher. These materials 

should be kept in the upper middle drawer of the teacher's 

desk where they will be readily available for the sub~titute 

teacher's use. 

AREA OF FURTHER STUDY 

The writer feels it would be worth-while for the ele-

mentary school system of Hibbing, Minnesota, to establish a 

committee of interested persons to investigate and possibly 
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form a handbook fo~ the use of all substitute teachers. 
I • I 
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State of Nebraska
Floyd A Miller DEPARTMENT OF EDUCATION Paul H. Belz

Commissioner of Education State Capitol-Lincoln 9 Director of Certification

RULES AND REGULATIONS GOVERNING THE ISSUANCE OF SPECIAL SUBSTITUTE PERMITS
(Effective July 1, 1958)

Section 79-1241, Nebraska School Laws --The Commissioner of Education shall have 
the authority to issue Special Teacher Permits to persons, not holding any teacher 
certificate, to permit their employment as substitute teachers or as teachers in 
specialized fields for which ordinary teacher training provides inadequate prepa- 
ration.

Section 79-1242, Nebraska School Laws -- The Commissioner of Education shall, 
annually for the ensuing school term establish the rules and regulations governing 
the issuance of the Special Teachers Permits authorized under Section 79-124.
Such rules and regulations shall set forth the requirements for such special per- 
mits and all rules and regulations thus set forth shall take effect at the beginning 
of the following school year and shall remain in force without change for the 
ensuing school year. Such special permits shall be valid in any school in the 
state only for the subject or subjects, or grade or grades, for which they are 
issued in accordance with the rules and regulations laid down by the Commissioner.

The following rules and regulations are issued in compliance with the above 
sections and become effective as of July 1, 1958:

1. The requirements for the Special Substitute Teachers Permits shall be:

a. (1) For a RURAL ELEMENTARY SUBSTITUTE PERMIT a regular Elementary Certificate
which has been in force since September 1, 1938, or a life certificate 
and based on not less than 30 semester hours of college credit.

(2) For an ELEMENTARY SUBSTITUTE PERMIT a regular Elementary Certificate 
which has been in force since September 1, 1938 , or a life certificate 
and based on not less than 60 semester hours of college credit. Of
any Elementary Certificate which was based on a Baccalaureate Degree.

(3) For a SECONDARY SUBSTITUTE PERMIT a regular Secondary or High School 
Certificate which has been in force since September 1, 1938, or a life 
certificate and based on not less than a Baccalaureate Degree.

b . Sound mental and physical health,
c. Good moral character,
d. Fee of $2.00 and application forms as prescribed by the Department. (Use 

regular certificate application blank. Be sure to insert exact title of 
permit in same space provided for name of certificate.)

2. The Renewal Requirements of the Special Substitute Teachers Permits shall be:

a. Evidence of fifty (50) days of successful substitute teaching during the
five (5) year term, or

b. Three (3) semester hours of college preparation applicable toward renewal 
of a regular certificate and earned since the issuance date of the 
applicant's last substitute permit.

3. The Validity of the Special Substitute Teachers Permits shall be for only:

    a. Those positions in which a regularly employed, certificated teacher began 
   the year,

    b. Seventy-five (75) days of teaching per year for a term of five-calendar yearsc. 
Teaching in the same class of schools, grade or grades, and general high 
   school subject matter areas as authorized by last previous regular certifi- 
   cate held by the holder of this permit.

The violation of any of the validity regulations shall be justifiable cause 
for suspension of a substitute permit.

4. The teacher shall register this permit immediately with the County Superintendent 
of the county in which he intends to do substitute work, and shall notify said 
County Superintendent within seven (7) days after doing substitute work. (City 
Superintendents should also report at the end of each semester all substitutes 
employed.

5. No Special Substitute Permits will be issued to applicants eligible for a 
regular Nebraska certificate.

As amended February, 1960.
62/420
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Mrs. Helen J'ohnaon 
3722\ - 3rd Avenue, East 
Hibbing, Minne1ota 

Dear Mrs. Johneon: 

rurtion 

... 

April 8, 1964 

We have your letter of March 22 concerning substitute teaching 
certificates. 

Please be advised that our rule• and resulationa state as follov1: 

Subse1t1te Certificate - l Validity 
The substitute certificate shall be valid for a •ix-year term and for 

th same 1ervice authorized by Iowa or non-Iowa certificate. Exclu1ive of 
em rgency or temporary certificate. Once held by the applicant, it should be 
valid only for those poeitiona in which a regularly employed certificated teacher 
actually began the echool year. It ehall be valid for not more than 90 day• of 
full-time teaching during any aingle school year, except that an appropriate 
regional cotUultant in the Department of Public Instruction may, by written 

tatement, authorize the holder of auch a certificate to teach in excess of 
the 90-day period when in his judgment the beet interest of the pupils would 
be served thereby. In aucb an event, the substitute teacher shall not occupy 
th position beyond the close of the school year. 

Endorsements Available 
Endoraanenta on a ubstituta certificate ahall be exactly the sae aa 

those to which the applicant would be entitled if a term certificate equivalent 
to the type of cer~ificate once held were ie1ued to the applicant. 

Requirement 
The applicant for a substitut certificate must have once held an Iowa 

or non-Iowa certificate exclusive of e:nergency or temporary certificate which 
by eting current legal requirements enforced in the state of issue could again 
be issued for a term of years. 

TO/jv 

Sincerely yours, 

Tom Orr 
Consultant, Teacher Education; 
Supervi or, Certification 



KANSAS STATE DEPARTMENT OF PUBLIC INSTRUC'tlON 
AOl'L F'. THROCKMOIITON. 91.ll'UIJl'RIUIUff 

OillllCT°" Of' CIIIITlf'ICATIOII 
UCO CDLLS•II Ac:CMDITATI-

W. C. ICAMNCHRO&Dllll 
,...18TAHT aurSJUNTI.NDCHT 

ANlflANTS IN autTlrlC.ATION 

OLAOYe lelUt 
EDNA UMHOLTZ 

TOPEK". KANSAS 
Mar~h 10. 1964 

ANlffANT Ill COi.LUi. 

Mra. Helen John1on 
~722~ Third Av., East 
Hibb1ng, Minneaota 

Dear Hra. Johnaons 

You will be lnteruted in page• 40 , 41 and 44 paragraph "D'' of the 
enclo1ed handbook. 

ACCIUIDITATION 

IEILUH HlllHEN 

Substitute teacher• are requ{red to hold a subetitute certificate or 
a regular certlflcate. 

There are no eaergency certificates in 

You may use the inforaation for your aa1ter 1 1 the1L1. 

GI:et 

cl: RB 

Sincerely, 

A.11htant Ln 
Cert if 1c at ion 



Page 41 of the Kansas Handbook 
B. Elementary Substitute Teacher Certificate. ( Co<lc: 

182.) 
To obtain a subsutute teacher cerLiGcate valid for a 
thn't:-yc.ir period in an elementary school, the np-
plJCant must : 
1. Provide evidence that he has been a holder of a 

Kansas elenw11t.1ry teacher certificate based 01, 

60 or more ,emc.-ster hours .md valid in elemen-
tary schools, or 

2. Provide evidence that he has been a holder of a 
teacher certificate based on 60 or more semester 
hours and valid in elementary schools in any state 
whose certification requirements are comparable 
to those of Kansas, or 

:3. Provide evidence that he has completed the bac-
calaureate degree in an elementary school cur-
riculum from an accredited teacher education 
instit11hon and meets current requirements in-
cluding item n, section ~Jl-1-2. 

Renewal Requirements: ( Three Year E lementary and 
~t-<:ondary Substitute Renewal, Code : 181. T~ree. 
Year Elementary Substitute Hcncw,,l, Code: 18;3. 
Three Year Secondary Substitute Renewal, Code: 
185.) 

The substitute teacher certdicate may be renewed for 
a th~ee-year penod, pro, iclin~ the holder makes applica-
tion for such renewal ancl presents evidence of 90 or 
more days teaching <luring the vuliclity of the substitute 
t,•achrr certificate, or · 

upon the completion of ~hr<'e semester hours of crnlit 
" ithin the six years immediately preceding the date of 
filmg application for such renewal, providing such credit 
, hall be granted sin,.e the issuance of the certificate for 
which renewal is sought. Such crPdit must be approvecl 
by the head of the clepa•·tment or school of education in 
the parent 111stitutio11. 

Subs('(Juent n•n1•wal of the substitute te,1cher CNt:flcate 
\h·,11 r,-quir,. thn·c sl•mester hour~ of approved college 
nedit. 

Substitute t,•nchers must register their certificates with 
tlw county superinl\Jncl,,nt, or as otherwise directed hy 
the State Superint,·ndent. 

( Aulhori,ed hy C. S. 1947 Supp .. 72-1388: compilrd Jnn{;;,ry 
.l.8, )!MR; on,,·udod Januarv 3, 1949. Janul\T}' 3, 19.51. Jan11•ry I. 
l 9 .'\.'3, Morch 1 t 955, J•nuarv I. 1959, July I. 1961. l 
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MICHIGAN 
DEPARTMENT OF PUBLIC INSTRUCTION 

LANSING 

LYNN M. B:\RTLEIT 
Succ Supcrrnccndent 

arch Ju, l'.:1164 

1 len Johnson 
3722; - Third Avenu , EaDt, 
Hibbing, Minne ota 

Dear Mrs. Johnson; 

\ e have your inquiry of March 22. 

We issue a certi!icate speci!ically for substitute teachers l.n 
1-!ichigan. This c rtificate is issued only on the rec~ndation 
or a 1'.ichigan employing otfic1al who 1s unable to obtain the 
services 01 a fully-certificated teacher tor the position. 

Normally, ve would answer to the effect that aubsti.tut.e teachers 
would be expected to bold regular certi!icat a, bu.t, 1.n thi tilla 
of teacher shortage, this is evidently impossible. The certi!i-
cate tor substitute teaching vhl.ch I ntio d, above, is known 
as the 75-day permit, here in Michigan, b cau.ae it is va.Lid !or 
on~ t, day8 during &D.Y' school year. It a baa d on a minilml ot 
eixty s stcr hour ot atisi'actorr colleg credit in an approve 
teach r due tion institut n. 

If I can giTe 7ou aaditional in!'oraation, pleus• let know. 

Siifre]J' yourt1 
( {~ l.< . '.J(.,t 1;,~&)~~ ,,.__ -

u · a R1 ardsor., Cons .... ltQJlt 
• l. er J:.df ation anti Certification 

IBaev 
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• -AITMllff Of PUIUC Nl1IUCTION 

l • H len Johnson 
3722 3rd Avenue- ast 
Hibbing, Minnesota 

Der Mrs. Johnson: 

-· 1•7 -• c:.l'ITOI. 
MA0180N IJJ70Z 

March 25, 1964 

ANOU8 IIOTHWIU. 
STATS IMINIUNTl:ND«NT 

AUIIITANT 8U ... RINT&NCKNTS 
WIL.i.lAM C KAHL. lrllHT AHi TANT 
AIICHII II. AN tTANT 
ALAN W KINOITON, AMISTANT 
~OHN W MILCHUI, 
HENIIY A. OL80N, ANISTANT 

C , VAN l'IAALTI, AHISTANT 

In nawer to your letter of Marcb 22, I wish to inform you 
th ton tbe enclosed sheet, you will find tbe requirem nts tor 
te ch1np: in the schools of this state. 

Sub.titute teachers are expected to meet the same 
requirements as a regular or full•tim teacher. No 3chool Board 
1 uthorized to pay ate cher a aal ry unless ahe holds some 
ror of cert1f1cat1on as issued by this depart nt. 

You h ve our perm1ss1oD to use tbia 1ntormat1on in the 
appendix of your Master's thesis. 

?C: b 

nclosure 

Veey truly yours, 

H rde n I. Peteraon 
D1rector-T acher Cert1t1c tion 

BY: Pr nee" Crowley 
Adminiatr tive Assistant 
Cert1t1cat1on 



WISC<IISII cgm;nw101 REgUigMlll'l'@ 

IIINll'\'ARY: Ollt-ot-atate gra4uatea IIUt haft caaplete4 naccre41te4• 
dqree course in lnaentarJ r.4ucatioa. Graduate• ot approwe4 tvo1 three or tom-
r-ar elaentary teacher training 1ut1tut1ou 1n Viacon•~p are eligible to cert1-
t1cat1oa. 

UIIJBllOAR'm: A three yeu- licena to teach lindergarten giftn to gra4uatetl ot 
tour-79ar degree Kindergarten tr "accredit or un1Ten1t1n. 

lbr a licenae to teach 1D b1lb w Nt\liN p-a411at1GD trOII a accncllW 
tour 79ar college or 00\U'H. 

A cam4idate 1• upeat.4 to present at leut 18 aeel'ter boara ot college cN41t in 
lc1ucat1on. Included in the 18 hours mat be a courae in 14ucat10D&l 
PaJcholoa or Pa7choloc, ot LearniDg tor 3 H11ester houra, a Teacher'• or 1Wtbo4a 

in tbe aaJor subject tor 2 boun, and 5 aeeater hou.re ot Pncttce 
!'Nclliaa. 

Bip School teachers of all oubJects have aeC\1Z'e4 a general education back-
ground tor gradua.tion tram college. 'l''oey shall have earned one ot tbe tollovinlz 
One uJor ot at leut 24 scmster credits vith tvo ainora ot at leut 15 .... ,ter 
credits e&eh; tvo maJors ot at letlCt 2 ater credits each; or one uJor ot at 
leut 32 semester credits vith one minor ot at least 20 credits. 

Applicant• graduating fl-om college in 1963 and thereatter haft coapleted 
plan (1), plan (2) or plan (3) belov: 

Plan (1). One college o- univen1t7 approved aaJor of at leut 3lt 
a eter hour credit• vith one collep or uniftraity approYed llinor 
ot at least 22 s~•ter bour credits. 
Plan ( 2). Tvo collep or uniftrai ty approN4 aaJon ot at leut ,,. 
Bellffter bOur credit• each. 
Plan (.3). One college or um:reralt7 pproY cl broa4 fiel4 -.,or of 
at leUt 511 aemeater ·holln. 

A licen1e covering the broa4 fiel4 ot Science vil1 be gnirMd in 1960 and tmre-
atter only on a maJor ill Science of at 1 ut ~5 •-•ter credit. in Science 
1ub~ecta with a minor of s.t l~ut 20 1eaeatcr credits ln one a4 at i...t 
one N1 y•ar cour in tbe other three. • 1DCla4e4 an Cbai.1\17 • 
Pby111c• • Bloloa end Zl'.rtb Science. Earth Science aq be 1n Qeo1oo • 
lllteOrology, AltroDODy, and Phyaiograpby. As of JADUU7 l, 19611. the bJtoa4 ftel4 
acience uJor 11W1t coulat ot at leut 5~ cncUta with a a1nor of at 
lea.at 22 semeater 1n OGe Science ·n1,.1en en4 at J.eut OH full. J'eU' oa..-.. 
of at least 8 Sem!)&ter credits in the other 3 1cince A llillillla or 6 
eeme1ter hour• ot college credit in *th tics shall be conaidered u a 
~requisite to thia :naJor. 

A license coverinc the broe.~ field ot Social Stu41e• Vill be grated trc:a 1960 to 
1963 inclusive, baaed one. J:J.RJor ic Social StudieCJ conaiating ot at leut ~5 
• ster credits in Socilll. Studies subject• with a llinor or at leut 20 
credits in History and at leut one f'ull year course in SocioJ.oa, lcOIIOllica, 
Political Science and Social Geography. Social OeOP"&pby will include all 
pogre.pby excepting Phy lc&l Ceogre.pby. Aa ot Jan\1&1'7 1, 1964, tbe broa4 ttel.4 
1ocial etu41e• maJor met consiat ot at leut 54 college credlta vtth 
at leut 22 aem•ter credits in H11tor, and at hut one t\all ,._. cwne 111 
Socioloa, PolitlceJ. Science and Social Geop-apby. The 22 cre41t 
llinor a part or the broad field aa.,or. 
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NOTICE TO ALL '£EACHERS AND A.Dt-JI11l ISTfui.TORS rn R~G.n.1ID TO .tU3Sl!:NCE 

Ab-sen ce Resul ting from Il l ness 

1. Notify Mr. Slattery, telephone AM 3-4184, between 7:00 and 7:40 A. M. , and 
the Superintendent ' s Office , telephone ~1 3-4850 , between 12 :00 Noon and 
12 : 20 P . M. Teachers with early assignments and Kelly Lake teachers must 
call ear l y . If a teacher knows she is to be absent f o r more than one day, 
she should so state at the t i me of repo r ting out-- so as t o facilitate the 
securing of a con tinuing substitute. 

2 . Notify the School H~alth Department , High School building , telephone 
AM 2-10'75 , firs t half day of absence . 

3. Return i ng to work : 

a . Notify Mr. Slattery i n time for him to cancel substitute 
arrangements before substitute l eave s for school . 

b . Notify the Scho"l Health Department, High School building, 
d uring first half day of return to work if you want ¢.he 
school nurse to write your excuse and if you expect pay fo r 
the absence , 

4. The r e spon::;ibility of secur ing an excuse fr~m a pers_onal __ ..E_lry-_~_ician or the 
School Heal th _ _!)_~a_r_~Pl_ep_t_r _~_~.!_s _ _yj_:!;h the ins tructo.!_, The School Heal th De-
partment is authorized to excuse an absence which does not exceed three 
days . This authority is contingen t upon notification at beginning of 
absence and reque st upon termination of absence to write the excuse . Do not 
ask the Heal th _pep<:E_tment to issue an excuse under ap_.Y__ oth~!;' ___ circumstances . 

All substitutes will be arrang~d for by the Administrative Assistant. An 
attempt will be made to secure th~ substitute be st fitt ed for the work to be done . 
Because of the r e lat i vely small number of substitutes for e ach line of wo r k and 
because of tho unc0rtaintv of t he numbl3r of vacancies that will materialize on any 
cer t ain day , it is impossible to promise a certain subs titut~ for any given time 
or position . 

Absence Fo r Other than Illnes s 

The r e cords i n t he Superintend&nt ' s Off i ce must show in advance the 
absaice of any member of the staff . 'l'hi s __ a_E_E_lj._e_s_ to a l l m0_m.p_'7.E,~_C?f the staff--
gr ade , hi gh school, and co l l ege instructors , a s we l l as to principals, supervi-
sors, and deans. It a l so appl i e s to all absunc c s, wh e the r on account of illne ss, 
visit i ng days , conve ntions, or when excused fo r ~ny special r eason . The r espon-
sibi l ity of complying with the r egulati ons in th i s notice will r ost with the 
i nstr uctor i f pay is expGcted for the ab s ence from r 0gul ar assigne d work . The 
Administrative Assistant is hel d r e sponsiblG for the pre sence of all members of 
the staff in assignod places . Whether or not a rr.1n gem0nts for an absence have 
bee n made some time i n advance , the problem will be simplified and the accuracy 
of r ecord s increr.sed if 11r. Slattery i s notifi ed at the beginning of such absence . 

Au gu s t 29 , 1963 

George A. l!.:dd i e 
Supe rintendent of Schools 
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Cl ass Cl as s 
I II 

HIBB I NG PUBLIC SCHOOLS 
Hi b bi n g , Minnesot a 

S; .. LARY SCHSDUL~ - 1962-1963 

Adopte d Feb r uar y 21 , 1962 

Cla ss Cl ass Cl a ss 
III I V V 

Cl ass 
VI 

E~pe rience ( 2 Yrs . ) ( 3 Yrs. ) (4 Yrs .) (4 Yrs .) ( 5 Y1· s . ) ( 5 Yrs .) 
:tfo J?~ree B. A. No E , A. ________ _ r, .. A. -- ._,.. ___ - ·--- •--" 

0 Lw22 . 25 4231 . 50 41+4o. 75 4650. 00 4905.75 5161. 50 
1 4231. 50 4440.75 4650. 00 4905 . 75 5161 . 50 5417 . 25 
2 4440 .75 4650 .00 4859. 25 5161 . 50 5417. 25 5673.00 

3 4650 . 00 4859. 25 5068.50 5417. 25 5673. 00 5928. 75 
4 4859 . 25 5068. 50 5277 . 75 5673.00 5928. 75 6184.50 

5 5068. 50 5277 .75 5487. oo 5928.75 6184. 50 6440 . 25 
6 5277. 75 5487.00 5696 . 25 6184. 50 6440. 25 6696. 00 

7 5487 .oo 5696. 25 5905. 50 6440.25 6696. 00 6951.75 
8 5696. 25 5905. 50 6114. 75 6696 .00 6951 .75 7207.50 

9 5905. 50 6114. 75 6324. oo 6951. 75 7207. 50 7463. 25 
10 6n4. 75 6324. oo 6533. 25 7207 .50 7463. 25 7719. 00 
11 6324. oo 6533.25 6742.50 7463. 25 7719. 00 7974 , 75 

-----·- ----·- -·· .... --- -· -·-- -·-· - - - ... ..... --

AVD I TIOI, S TO SALARIES PAID BY :.:;CHOOL DI .':i11RIC..'.£_.£_0_~- . .1..Ql - •·-- -- - - ·- - - . 

.:.i ino-le i<'am i l v 

Blue Cr oss $ 93 . 00 ~') 93. 00 ~16L~ . 16 ia64.16 
Bl ue Shield 37. 20 37. 20 64. 20 64.20 
Mes a b a Cl inic 48. oo 63. 00 
Ad a ms Clin ic 42 . 00 54. oo 
Prud e n t i al Li fe I n s ur a nc e 57 . 12 22, 12 22 ,12 5-7.:.11. 

,;; 235 .32 ~229. 32 ~348.48 n39.48 

Clas s 
VII 

Ph. D. 

5673.00 
5928.75 
6184. 50 
6440. 25 
6696. 00 

6951. 75 
7207 .50 
7463. 25 
7719. 00 

7974. 75 
8230. 50 
8486. 25 



BENl:FITS H ;,.DDIT I O!~ TO SALARY 

1 . Single salary schedule. 

2. Vo luntary summe r school attendance paid for at the rate o f 

~150 in each f o ur- year period . 

3. Retiremen+, option - Teacher may continue teaching to age 68 

rather than retire at 65 . 
4. Procedures adopted to encour age promotions of teachers within 

ranks. 

5. Semester pay schedule for teachin g overloads . 

6. Graduated pay sche dule f or non - teaching assignments. 

7. Seventy- day cumulative sick leave plus ten days c urr ent , 

f o r total o f Bo d ays . 

8. Board extension s of sick l e ave for pe r so n s d i sabled beyond 

accumulated l eave . 

9. Ye ar ' s l e ave of absence for illness or further educati on . 

10 . Pay in ten or t we l ve pay periods. 

11 . Budgeted f unds to pay fo r classroom teachers ' professional 

travel . 

12 . Pr ofessional and civic leave allowances . 
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• Do y r ./~ t."'!'I haV d use a 1pecial orientation pro,rua tor 
tu·t• 

a) Yes ---
--- b' no 
E. r k •n or1en•s~lu11 ... . .... 1 i.:~~1 in :,our ~yr:t m. 

--- a) ~c1al meeting, r all co-vorker1 on an 1~rorm"' bttsis. 
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• 
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b) Starr m ettngs 1 wh1~h all t•a~h rs lAarn or tr.~ir 

r s1btl1t1 , • .~ h11os phy r •ii sch~ 11 t • 

) "'rt "'T t , rs ro.1d1 •.:11d t 11cqua1nt s•:b!lt1 • t 0 

with the seh l d1str1~t and the eommunity. 

d) Observ1n« and pa~t1~tpat1ng in regular classroom aatlY1tte1 
v1 th the -r P. 1lar tea<-t;-' .. s. • 

e' ~•••r1a s, s a~ handbooks, ar• ava1l~bl~ r~r ~••rr 
1ubstttute teachAr'1 use. 

r, nth-rs (pl•~s@ 11st' 

Ar- tu 1 time subs•1tute t.e~chers ~qn1r9d to be certtrtra d 

.. equal b.ls1 s v1 t• .. .,,,,11ar C'111ssr(')('lm tAac-h"rs? 

!\) Y•~ 

11 Cfllrta 1 ... number or y ars ,. • liC' in 

bf."nre bee m1 " r tlm~ subtttitut t ""'· -Jrs? 
8' V,a 

b) N 

c) Ir y ur anSV9r is yes, h v much exper1encR do y u tee 
111 des1 rabl•? 
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REPORT OF THE PART-TIME SUBSTITUTE 
TEACHER IN THE ELEMENTARY SCHOOLS 

OF HIBBING, MINNESOTA 

Name 
(.B'irst) 

Date 19 ----------- ----(Last) 
School 

Grade 
taught 

Dates of .substitutions: ·From -----~---To Principal will indicate by check mark (v) in appr_o_p_ia_t_e_s_p_a_c_e_ 
his ·estimate of the teacher with respect to each of the three 
general groups of characteristics listed below. 
I. Personal Characteristics Weak Adequate 

1. Attitude toward pupils 
2. Common sense 
3. Courtesy 
4. Dress 
5. Enunciation 
6. Grooming 
7. Personally likable 
8. Poise 
9. Sense of humor 

10. Sincerity 
11. Tact 
12. Use of English 
13. Variety of interests 
14. Vit~lity 
15. Voice 
16. 

II~, Professional Qualities 
1. Accuracy and promptness in 

checking records and reports 
2. Care of properties belonging 

to teachers, pupils and school 
3. Cooperation as shown by accept-

ance of extra duties 
4. Earnestness 
5. Effort to learn school routine 

and organization 
6. Enthusiasm 
7. Interest in affairs of the 

school 
8. Pride in carrying on pupil dev-

elopment and class plans 
9. Punctuality of arrival 
10. 

(Continued on next page.) 

·--

Weak Adequate 

" 

Strong 

Strong 



Report - Page 2 

I I I • Class r o om ___ P ___ r __ o __ c ___ e ___ d ___ u ___ r __ e ____________ w ___ e __ a,.....k ___ ._A_d_e_g_u_a_t_e_ ..... s_t_r_on_g __ .. : 
1. Attention to physical condition 

of room 
2. Knowledge of subject 
3. Judgment 

. · 4. Skill in interesting pupils 
5. Skill in keeping routine 
6. Skill in keeping order 
7. Skill in obtaining pupil 

response 
8. Skill in seeing class organ-

ization 
9. Presentation of subject matter 

10. Resourcefulness 
11. 

Number of times visited by: 
Principal times Average length of ··4··------- visit __ min. 

Especially · Sa ti'sfactory Unsatisfactory desirable 
General Rating (circle one) 1 2 3 
Recommendations for further assignment: (Check one or more) 

More support by principal 
More assistance from helping teacher 
More assistance from art consultant 
More assistance from music consultant 
More assistance from physical education consultant 
Well suited to this school 
Not well suited to this scho'ol 

Remarks: 

Rated by ___ _ (Signa_t_u_r_e_o_f_P_r_i_n_c_i_p_a_l_)_ 

(School) 

Ideas adapted from rating blank for substitute teachers 
used in the San Francisco, California, Public Schools. 

Reference: 
Wa.r-~(~;,Reecl~ <a, The Fundamentals of Public School Admin-

ist~f tion, Q.1acmillan Co., New York, Fourth edition, 
195~ Page 148. 
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S~BSTITUTE TEACHER'S REPORT 
Name of Regular Teacher: _________ Room No. Date 

(of report) 

Please fill out the following rep~Tt and leave in the office of 
the principal at the close of the school day. 

I 

R t f k d i h bj t epor 0 wor one n eac SU ec area: 

STUD.t!;l'J'l'~: 
1. Would you rate the attitude of students toward each 

other as good, average or poor? ___ (l) 
2. On the same basis, rate their attitude toward+he 

substitute. (2) 
3. On a similar basis, rate their attitude toward 

class work. (3) 
4. Did students sit in assigned seats? (4) 
5. Would you rate the discipline of students as good, 

average or poor? (5) 
6. Where homework was required was the quality good, 

average or poor? (6) 
7. Were all problems reported to the principal? (7) 

TEACHERS: 
1. Were the seating charts complete and up to date? 
2. Were lesson plans ±n the prescribed form and 

specific enough so that you could proceed easily 
with classroom work? 

3. Were established routines described adequately? 

---(!) 

__ (2) 
__ (3) 

. 

The space below is for your comments or.clarifications of the 
above statements or answers. We would also welcome your suggest-
ions for improvements. (Use reverse side if necessary). 

Signature of Substitute 

?notncte: This is adopted from the form presently used in 
Hibbing, Minnesota. It was designed for high school teacher's 
use. 
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