SUBSTITUTE’S  FOLDER

Mr. Meadows / American Studies 8

(Room 504)

Included in this folder:

1. Letter to the substitute

2. Duties

3. Bell Schedule

4. Discipline Problems (referrals)

5. Seating Charts & Class Rolls

6. Lesson Plans (flexible)

7. Substitute’s Evaluation Form (“End-of-Day Report” form)

THANK YOU!!

LETTER TO THE SUBSTITUTE:


I hope that you have a very enjoyable experience substituting for me.  You should have no trouble with my students.


My rules are simple and are as follows:

1) No leaving the room unless it is an emergency (no water, no bathroom, no locker, no nurse, etc.)

2)  Students are to raise their hand before speaking (Disruptive students may be required to write the names of all of the 50 states and capitals.)

3) If there is a problem, I want to know about it when I return.  You are not expected to take any grief from any of my students.  They must show you the respect that they show me and that they expect to be shown by you.  Each person is unique and valuable and this includes you!

Thank you again!

Vic Meadows

NOTES:

1. I have classes 1st, 3rd, 4th, 5th, & 7th.  (Planning is 2nd and 6th)

2. We eat lunch during 5th Period and during the last lunch shift.  (I have lunch duty on Mondays!)  You need to take the students to the cafeteria and pick them up at the end of the lunch shift.

3. I have bus duty each afternoon in the bus circle.  

HOMEROOM DUTIES DURING 1ST PERIOD EACH DAY:

1. Call the roll and place the computer sheet (found in my mailbox in the main office) in the manila folder that has my name on it.  Place the folder in the window and a student will pick it up and take it to the office for you.  Enclose all notes to leave early, ride a different bus, or to stay after school in the folder also.

2. Give out any Guidance Appointment slips.

3. Announcements are made over the intercom followed by the pledge of allegiance to the flag (students must stand quietly as they say the pledge!)

4. A moment of silence is observed (about a minute).

5. Channel One (actually channel #4 on the TV) is shown each morning.  Students are required to watch it and if you feel the need you can give a quiz on it at the end.  A student has been assigned to help with the TV.

BELL SCHEDULE

 1ST

:
  8:20
-
  9:25

 *2ND  
:
  9:29
-
10:15

 3RD

:
10:19
-
11:05

 4TH

:
11:09
-
11:55

 5TH

:
11:59
-
  1:20


lunch 3 
=    11:59
-12:24


lunch 4 
=
  12:27
-12:53


**lunch 5 =  12:56
-  1:20

 *6th

:
1:24

-
2:10

 7th

:
2:14

-
3:05



*Planning Periods



**Lunch (Duty on Mondays)
