Classroom Management: Curriculum/Substitute Notebook

Curriculum

Substitute Notebook
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Develop a special folder just for your substitute teachers. You may feel fine at 3:30 p.m., but may not be able to speak the next morning. 

Include these items:

· Classroom Rules and Procedures: Be brief. The substitute teacher may not have a lot of reading time.

· Names of other teachers and their room numbers. This will be a great to help when questions arise.

· Location of important items.

· Hall passes

· Office Referral Forms

· Attendance forms

· Seating Chart

· Teacher lounge 

· Schedule for class periods, lunch rotation, etc.

· Emergency lesson plans with any needed handouts or transparencies. Include plans for various times of the year.
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Dear Substitute Teacher,

You are a very special blessing to me, today! Thank you so much for your help.

This information should be helpful to you during your visit to our classroom.  If you need assistance during the beginning of the day, please see Ms. XXXX  in room XXX.
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Classroom Rules:
Homeroom

· Students have assigned seats.

· Students may go to the restrooms if the have the “Class Restroom Pass”. One student at a time may leave the room.

· If a student brings a written excuse for being absent, take the note and 

write a pass to class on the correct form. There are forms inside the Substitute Notebook. Write the student’s name and reason for being absent on the form. Leave the note on my desk and I will file it.

Classroom

· Students have assigned seats. There is a seating chart for each class in the attendance book. The attendance book is located on the corner of my desk. 

· If students are absent for any reason, mark them in the attendance book. 

“A” absent     “L” late

· Students must stay in their desks unless specific permission is given.

· Students may NOT go to the media center.

· Do not give students paper, pencils, or books.

· Before each class is dismissed, be sure that the students have completely cleaned their area!

Lunch

· Students must have their lunch cards. Students are assigned to handle this job.

· Students are assigned specific seating areas. 
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Emergencies

Tips: 

1. In an emergency, be calm and help the students remain calm.
2. Ask for the Student Emergency Leader to assist in the specific drill.

3. Take important documents with you. (grade book, attendance, etc.)

4. Verify that all students arrived at the designated area. (Check the attendance.)
Emergency Procedures: 
Fire –
Bad weather – 

Code M – 

Emergency Codes:

Blue - 

Red –
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Emergency Lesson Plans





These lesson plans are for emergency use only. These plans are organized by dates. Each plan includes a set of classroom handouts for review of skills from the previous weeks of instruction.





If this is a planned absence for training participation, there will be specific lesson plans available.





Locate the lesson plans according to the dates given. Be sure to write student instructions on the board or classroom flow chart.









