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CONTINGENCY PLANS  
 
 
 

1. What is a Contingency Plan? 
 

Things can and do go wrong when you are teaching.  It doesn’t matter 
whether you have been teaching for a couple of months, a couple of 
years or over 20 years.  But the good news is that you can try to 
mitigate what might go amiss.  This is your ‘Plan B’ for when 
something does goes unexpectedly wrong in your session, a kind of 
‘Just in Case’ so that you can modify your session.  With all the will in 
the world, sometimes things do go wrong, and can be totally beyond 
our control and the only thing we have in our arsenal is a Plan B and 
sometimes a Plan C and even D. 

 
2. Why do we need a contingency plan? 
 

 So that our students learning is not interrupted, or the problem is 
minimised as much as is possible.   

 
 To save us the embarrassment of not knowing what to do next 

 
 To give us that extra bit of reassurance which leads to us feeling 

confident when we go out to teach. 
 
 
3. Here are some actionable tips for when things go wrong. 

 
 

 
 
What can go wrong 
 

 
Your Contingencies 

More students than 
photocopies of 
exercises you want 
to use. 

 Firstly, they can share and then at the 
break you can photocopy some more. 

 You could ask a receptionist to copy some  
 You could get half the class to do one 

exercise and the other to do the second 
and then swap over. 

 You could put a copy on the board, either 
write it out or if you have an electronic 
copy project it up. 

  



 

 3 

The Technology 
doesn’t work - I plan 
for the technology 
to go wrong and 
then when it doesn’t 
it’s a bonus!   
 

 If you are using a film clip or you are using a 
video you have made, download it to a USB, 
so you have it.   

 Upload things to google so you can 
download it from there if you need to use a 
computer that isn’t your own.   

 Make sure the batteries on your laptop and 
your phone are fully charged.   

 You can link your laptop to your phone if 
the WIFI is down and could log onto the 
internet that way. 

 Create paper copies of slides from a 
presentation. 

 Make sure you know the usernames and 
passwords to the technology. 

 Check the plugs are switched on and check 
the connections! 

 Remember, in the old days when we didn’t 
have technology and had to use good old 
paper and pens! 

You are covering a 
class for a teacher 
that is ill and have 
no Scheme of Work 
or Lesson Plan 

In this situation it is best to get as much 
information as possible from whoever has 
asked you to cover.  Even if there isn’t much go 
with your intuition.  For an English class you 
might do a session all around apostrophes or 
ask them to write a piece of work.  Look at the 
subject, the level of ability in the class and also 
think about what you can do that is fun and 
interesting. Have several handouts that you 
have created so even if they have done this 
topic before you can take it to the next level. 

When your students 
arrive, they explain 
that the homework 
was too difficult. 
None of them has 
done it.. 
 

So here instead of carrying on with the lesson 
you had planned, you need to go over the 
homework and explain what you meant, and 
teach it again.  Use what you had originally 
planned for your next session. 
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What to do if your 
students just don’t 
get it. 

This is an interesting one, in that many 
teachers think the best course of action is to 
say the same thing again, just in a louder voice!  
You need to think about how you could 
explain it in a different way.  I have sometimes 
taught something in 4 different ways and my 
students still didn’t get it.  You may need to 
change the language you use, or as in my case 
one student who did understand what I was 
teaching said to his peers, what she means is 
this ….  Sometimes the students can explain it 
better than you can! 

You write on the 
board using a 
permanent marker 
by mistake. 

 Couple of things you can do here.   
 One is to go over the writing with a dry 

marker and rub it out immediately.  It may 
leave a smudge, however.   

 You can use a whiteboard spray that will 
clean the board beautifully.  I have heard of 
people using a mix of vinegar and water, 
and even toothpaste to get writing off.   

 You can also use hand sanitizer. It’s the 
alcohol in the product that gets it off.   

 NOTE: Just be very careful, as you don’t 
want to cause any damage to the board 
especially if it is an electronic one. 

Your students learn 
quickly, and you 
come to the end of 
your planned lesson 
for the day ten 
minutes before the 
end of the class 
hour.  

This one is a fundamental of teaching.  Always 
make sure you have more than enough 
exercises at varying levels so that students are 
not aware that they have finished before time.  
If they all do, then move onto the next topic, or 
make the topic you are teaching more 
challenging. 

If you see your 
students getting 
bored and a bit 
fidgety when you 
are teaching. 

 Read their body language and change tact.   
 Get them involved in an activity.   
 Ask them to get up and move them around 

the classroom.   
 Use a relevant icebreaker.   
 Do a quiz or play a game.   
 Make sure the room isn’t too stuffy.  Tell 

them how long they have to go on this 
lecture/topic so that you manage 
expectations. 
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Weather threatens 
your outside session 

 

The unpredictable weather especially here in 
England can be a nightmare especially when 
you have planned an excursion or to run say a 
photography class outside.  The best way to 
overcome this is to plan it on two days.  So if 
day one is a wash out it can take place on day 
two.  You can also plan for it to be pouring 
down with rain and take the necessary steps, 
like photographing a manor house from the 
inside rather than the outside.   

You fall ill and are 
no longer able to 
continue as their 
teacher 

 

In extenuating circumstances like these, you 
can try to find another teacher to take your 
place.  Use the TEA facebook group to see if 
anyone else is able to deliver the class for you.  
Otherwise cancel the class and inform your 
students of the reason why and offer it at a 
later date when you will be well enough to 
continue. 

There are not 
enough participants 
for the session 
 

Even if there are only a few students you will 
need to carry on and teach them.  You may 
need to change how you are going to do 
activities but with fewer students you can 
really zone in on the needs of those students 
that are there and support them. 
 
Another consideration here is that of 
safeguarding both the student and yourself.  If 
you are alone with a student make sure you 
are in a public place, with access to other 
people to ensure the safety of both of your 
student(s) and yourself. 

The facility is 
double-booked 
when you arrive for 
the session 

 

This can be a nightmare.  You need to go back 
to the venue personnel and ask what they 
intend to do about it.  They may offer you a 
different room in the building.  If not, you can 
try and get a room at a different venue but this 
is very difficult at such short notice.  You will 
either have to reschedule the class at another 
time, or if it is possible, deliver the class in a 
public place, such as a café or or hotel lounge.  
This is not ideal but if you can have a plan B, ie 
another venue you could use if this one does 
fall through. 

  



 

 6 

Health and Safety Obviously, you do not want to put your 
students at any risk, however sometimes 
things happen beyond our control.  So if 
someone is taken ill, you must know where the 
first aid box, emergency telephone and fire 
exits are.  You also must make sure that risk 
assessments have been carried out not only on 
the building you are using but also on any 
activities where potential hazards may occur. 

Access to 
Classrooms 

Sometimes you may get to a remote venue 
only to find it is locked and you do not have a 
key.  This is not only frustrating but annoying 
and you may have students waiting to get into 
the room.  Your plan B here is to make sure 
you have telephone numbers of the caretakers 
or hirers of the venue.  They may put the key in 
a hidden place for you to collect. 

Your room has not 
been setup how you 
have asked for it 

The first thing to do here is to contact the staff 
(caretakers, hirer) at the site.  Then you need to 
find out where the cupboards are with the 
furniture in so that you can add to what is 
already there ie tables and chairs.  You will also 
need to know where the emergency 
equipment is, eg the first aid box.  Be careful 
when handling tables and chairs as you do not 
want to injure yourself, and if students offer to 
help, make sure they will not injure 
themselves either. 

 


