
REGINA PUBLIC SCHOOL TEACHERS’ ASSOCIATION

                                   POLICY

                         “Substitute Teachers”

Belief:

The Regina Public School Teachers’ Association believes that it is a professional 
responsibility to be prepared in the event a substitute teacher is required to cover 
one’s teaching duties.

Regulations:

1. At the beginning of each school year all substitute teachers are to receive 
up to date lists of: school principals, school addresses, school phone 
numbers, and school hours of operation.

2. Substitute teachers should arrive at the school to which they have been 
assigned at least fifteen minutes prior to the beginning of the school day if 
at all possible.

3. Substitute teachers should report to the office immediately upon arrival 
and should receive keys to all the rooms for which they require access.

4. If possible, the substitute teacher should report to the office again before 
leaving the school.

5. Substitute teachers should leave a written record of the work 
accomplished while in charge of the room. This information may be noted 
in the daybook.

6. In the event of a school emergency, substitute teachers are free to leave 
the school when specifically authorized by the principal or his/her 
designate.

7. Booking Substitute Teachers

7.1 Substitute teachers are to be booked day to day. If the substitute is 
required for the next day, he/she is to be notified at the school 
before leaving for the day, in as much as possible.



7.2 Teachers, in as much as possible, should request a substitute 
teacher before 7:00 am of the day the substitute teacher is 
required.

8. Supervision

8.1 Substitute teachers should not be expected to do lunch room 
supervision, noon hour supervision, and recess supervision, before 
school supervision and/or after school supervision.

8.2 If a substitute chooses to do supervision, he or she shall be paid at 
contract rates.

   9. The substitute teacher should receive all preparation time the regular 
teacher is assigned, unless reassigned by the vice-principal or 
principal.

10 The classroom teacher should provide as much information as possible for 
the purpose of assisting the substitute teacher.

11 Any situation in which the classroom teacher needs clarification from the 
substitute teacher he/she should speak directly to the substitute teacher. 
The classroom teacher is to phone the board Office and request the 
substitute teacher to phone him/her as soon as possible.

            Approved by Executive December 18th, 2006

Approved by the Assembly of the RPSTA February 5th, 2007
                           In effect immediately


