aub Folder

folder for a substitute teacher is good to have in case you are absent. This sub folder can be used by a

sub whether your absence is planned or unexpected. If your absence is planned, then you may have more
precisely detailed plans; nonetheless, a good sub folder is always an excellent resource. You should keep your
sub folder in a place that’s easy to find with simple directions for conducting class. Having a great sub folder
will make life easier for your substitute, and your class can proceed as though you were present.

:Sub Folder Cover » » » = FirstPage * » » » » » SecondPage® # » » » % Third Page » » » » =
Your sub folder cover can This page is dedicated to This page contains your This page contains your
nefit from a bright color the general information daily class schedule. It is class seating chart.

at's easy to see. Bright about the school, person- specific to your class and /‘“’

llow or gold is a great nel, administration, etc. should be changed each g

A 7 year. >
\

,_ P o
 Keep It Simple » » + 5 » 5 » Activity Sheets =+ » » % s » » = Sub Feedback Form = - -

" Remember that, with a sub folder, less These pages should be activities that a This sheet is designed for a substitute
Is more. A substitute is usually there for sub can reproduce and use in case he to leave feedback to you as to how the
nly a day or two. Make your plans or she has nothing to conduct class day went. This sheet holds students
| clear and concise. with. Use three different subject areas, accountable for their behavior, because
‘ i.e., Math, Language Arts, and Science. they know that you will be getting
You may also include emergency plans feedback on how the day went.

and extra student referral forms.
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fieproducible = | General Information for Substitute
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General Information for Substit

Welcome!

e 0o LB, e A L AR IS AL Sk ol s Mo S Dot R 2
Addressso - - - > 142 L ASE L _ Phone Number:
The Principal is: The Vice Principal is: B

The Counselor is: i and is located

The Offica Manateriss .o —ponbva e cvgui e oo o Upmatsl Sespen, ol
The Custodial Person for this buildingis: = e —

The Nurseis: and is located e

School begins at and dismisses at

This general sheet is for room number . Mr./Mrs./Ms. o T

Two teachers who can be asked for help or answer any questions are:
number _ __ and . roomnumber _ _

A
The location this class will arrive for school is:
The lunch area is located: 5 ! et
The dismissal location for this classis: .

Two students who can assist you with class operations and general knowledge are:

. and .3

My teacheraidests ... o o0 —andomivesabos - . o 3 ,
Notes
Phone Extensions : 9
PO LS D 2 3 ‘
Office: Library: - ~ Nurse: B ~ kS
Counselor: Teacher#1: __ Teacher#2: - kS
Emergency: - . i Fire: . , Police: : B
Other: = Other: ____ __ _______ Other . , . Ee
b &
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... Planning for a Substitute ..

With your class develop expectations for their behavior
with a substitute. Let them know that you will be in
communication with the sub. You expect the substitute to
do a good job and you expect your class to do a good job.

Facilitate planning by preparing a substitute folder.
1. Cut out and laminate the sub folder cover on page 273.
2. Staple it to a pocket folder.

3. Reproduce and fill in the substitute forms on
pages 275-285.

4. Place the forms in the folder. Be sure to include:
e 3 class list with transportation information
e 3 basic schedule or an alternative sub schedule

e opening, attendance, lunch, and dismissal routines.
Write out step-by-step directions for each.

¢ 2 set of name tags for your-students———————
« a list of students who attend special classes and the

weleom,

Substitute Folder

schedule for these classes \
e 3 copy of the fire drill and other emergency
procedures

When an emergency occurs and you don't have time

to plan, you can be ready if you have run off the alternative
sub plans found in this section. There is one plan for

a primary day and one for an intermediate day. Each

is a theme-based day with practice in reading, writing,

and math.
| ‘ Helpful Hint

Have a substitute folder ready
when school begins. You never
know when you might need Iit.
There is nothing worse than
getting sick and THEN having to
write substitute plans.
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