Substitute Teacher Packet – Mrs. Reed’s Room 2013_14

School Schedule:School begins: 8:55 Dismisses: 3:45…BUT you can’t leave till 4:00 because you have to take students out to the buses. 
Supervision of Students: The teacher is responsible for their own students and all students in the building. Supervision is a critical part of your job. You must supervise all activities. This includes restroom breaks, hall traffic, and any activity in the classroom. Make sure to count and supervise to make sure all children are with you and if they are not you KNOW where they are. 
Restricted areas of the room: 

1. No child is to go into the closet without an adult present.

2. No child is to go into the teacher’s materials areas without permission. These are the shelves and several bookcases. Signs are posted on materials or shelves that can only be accessed by the teacher. 
3. Students are not to use dry erase markers or the electric pencil sharpener without teacher permission.

Before you begin the day make sure to: 

1. Check to see if I have any extra duties.

2. Check in with my team/partner- Mrs. June and Mrs. Lockhart.
3. Check to see if any children have any medical issues.

4. Make sure pencils in the containers on each table have been sharpened. 

5. Know the drills/procedures: fire, tornado, other. These are in the EMERGENCY FOLDER by the door and in this packet.
6. KEEP the door LOCKED from the outside at all times. It can be open but the lock itself MUST be locked. 

7. Know who is a bus, walker, car, cep – for transportation purposes at end of day. This is posted by the door up by the light switch. 
8. Know and review my schedule. This changes every 6 weeks. The most current is posted and included in this packet. 
9. Take attendance using the attached class list. Just circle who is absent and  put in folder on the clip of the door. 
Attendance Procedures:

Included in sub plans are a list of student names. Circle student who is absent and write absent next to their name. Call on messenger to deliver to Debbie Decker in the office. Take attendance at 9:05. 

Getting help:

	Teacher
	Room
	Phone Number

	Mrs. June

	110
	Same as room number

	Ms. Rockhold

	111
	Same as room number

	Ms. Pantess

	109
	Same as room number


Medical / EMERGENCY Concerns of Children:

	Child’s Name
	Concern
	Procedure

	Holland Baker
	GLUTEN FREE 
	Check with parent before giving ANY snack or treat of any kind. 

	Liam (William) Steinbock
	ADHD Medicine
ASTHMA
	Given at home in am. Write note in his agenda if you have any behavioral issues with him. 
Takes abuterol

	*Cassidy Overberg- Counselor’s child
	ADHD Medicine
	Given at home in am. Write note in her agenda if you have any behavioral issues with her.

	Joey Bariteau
	Autism- SENSORY sensitive – Noise especially
	He has different accommodations for his behavior. Please see Alexis in the special ed room to consult. 

	Seneca Corley
	Autism
	He has different accommodations for his behavior. Please see Alexis in the special ed room to consult.

	Timothy Zehnder
	CPO
	Only release to Heather or Jeremy Kopatz. Talk to Debbie Decker – clerk or Counselor.  

	
	
	


In case of EMERGENCY:

1. On playground- use radios to call office. DO NOT move child. Use outside monitored referred to as the “A phone” 
2. In classroom – call office ext. 130, 131. 
Field Trips:

1. Take 3 copies of class list with you. Take attendance. Cross out students not here. Give 1 copy to office. Give one copy to bus driver. Take 1 copy for yourself. Use to count children throughout field trip. 

2. Have students pack away and clear off desks. Gather their materials. Tuck in chairs. Stand behind.

3. Call line leader. Hall monitors. Then pods. 

4. All quiet. 

5. Stop by restroom and follow procedure.

6. Down and coming into hall, even after a field trip, NO talking. 
7. See Field Trip Folder near door for additional information if you need it. Please put back. 
Opening Procedures:

1. Go to gym at 8:55. We have morning meeting in the gym. Students will say the pledge here and receive CARE awards.

2. Take students to room.

3. Students line up outside of door.

4. Work with door person (it is a job) to count students off 4 at a time. The door person is Luca. 
5. Students go to desk and take out homework and materials.

6. They sit at desks to write down homework in their agenda. The homework is assigned on the board. 
7. Choose child to pick up the prior night’s homework and put into homework basket.

8. You call desks by pods (see lesson plans) and closet person for students to go to closet to put up materials.   
9. You will need to monitor students in the closet. 

10. Students put backpacks and coats in bins.

11. Make sure closet is clean and can be entered.

12. Lunchbags need to go into the roll cart next to the door. You will have to remind students to do this. 
13. Make sure that ....Collect all homework and put into homework bin.

14. Go around room to make sure students have written down homework in journals.

15. Pass out homework. Review and do a few to make sure everyone understands how to do it.

16. 9:15 – WIN Math Groups Begin. 
WIN Procedures- This is where you will teach a small math group.
1. Students will be assigned to you.

2. Students will have a WIN folder.

3. You will work on a specific concept with them and follow the directions for the lesson.

Dismissal Procedures: (Review who is going where- see specific lesson plans)
1. Have students pack away and clear off desks.

2. Have students take out homework folders and agendas. 
3. Call desks in order.
4. Have students put homework journal and agenda in backpack. Check to make sure they have done this and have not taken anything NOT belonging to them. 

5. Have 2 students who are to clean white boards (see specific day lesson plans) clean off white boards. 

6. All students are to sit.

7. Call students in this order: walkers, car, CEP.
CAR Walkers: CEP, CLUBS. The remaining students are bus riders. You will wait for the call and then 3:47ish-walk them down the main hall and through the end doors and to each bus.   

8. Come back into room and clean up. Please put up the chairs and make sure the room is neat. I like my room to be neat. 
Playground Procedures:
1. Make sure the first aid ziplock is in the rollway bin in the closet. There are two bins that will be rolled out for recess. A colored bag and a roll box. 

2. Call playground job people to get the bucket of materials.  
3. Call pods. They will go to closet, get materials and reline up.

4. Take students down hall. NO talking. Single file line. 

5. Take emergency kit – has bandaids with you. 

6. Pick up black radio on wall outside by room 119/girls bathroom.

7. Have students line up on yellow line. Tell students when the bell rings they need to come the first time.

8. Let them play.

9. Ring bell. They are to line up on yellow line.

10. Playground equipment people will gather materials and bring in.

11. Come in single file. NO talking.

12. Stand in hall. 

13. Line boys up for a bathroom break. They all go in. Count to ten. Reline up on yellow line.

14. Girls in the bathroom. Come back out and line up.

15. NO talking in hallway.

16. Have door counter, count 4 people at a time. Students are to go to desks and sit.

17. Only playground people will put back materials. 

18. If any students need to go into closet – have jackets/etc...follow the next procedure.

19. After all students seated, call closet counter to closet door.

20. Call pods. Closet counter will count.

21. Students put up materials in closet.

22. Come back out and get out next class materials.

23. Check to make sure all pencils in tubs are sharpened. If not, pencil people can sharpen to refresh.
24. Play time is 20 minutes long.

If raining/cold- inside play Procedures:

1. Place out materials in tubs in closet labeled in the different areas: Paint/Brushes/Paper- By the sink area on desks. Marbles and ramps- On floor. Action Figures- On rug. Beetles- On table with trays. Card games – on desks with chairs. 

Lunch Procedures: 

 Have students clear off desks and push in chairs. 

1. They are to stand behind desks.

2. Have line leader line up. This is Chaz. 
3. Call pods up. 
4. Line up. No one leaves until silent.

5. Take the hall bell with you. You can ring it and they will silence themselves.

6. Go down steps. Walk students through the line. Those that bring their lunch will go to their assigned spots.

7. Walk with students through line. Have them say thanks.

8. Come back 5 minutes prior to students being dismissed. 

9. Help them to clean up.

10. They are to line up down by fountain. NO child is to be on the steps to line up.

11. When all quiet line up. 

12. Go to the restrooms. 

13. Stand in hall. 

14. Line boys up for a bathroom break. They all go in. Count to ten. Reline up on yellow line.

15. Girls in the bathroom. Come back out and line up.

16. NO talking in hallway.

17. Walk students back to class. 

18. Have door counter, count 4 people at a time. Students are to go to desks and sit.

Quiet Signal- Ring bell to help students to be quiet or show a hand of five and wait. 

Reporting Accidents- Need to notify office. All pupil accidents regardless of the nature are to be reported to the office immediately. call parent, note call in the black binder, next to phone. Record exactly what you say. 
Restroom Procedures:

1. Ring bell. They are to become quiet. 

2. Then call pods in the order as indicated on the sub plans. 

3. Come in single file. NO talking. In class.

4. Walk down hall. No talking. Stand in hall. 

5. Line boys up for a bathroom break. They all go in. Count to ten. Reline up on yellow line.

6. Girls in the bathroom. Come back out and line up.

7. Check restrooms for cleanliness.

8. NO talking in hallway. Back to class the same way you came down. 

9. Have door counter, count 4 people at a time. Students are to go to desks and sit.

10. If child is to use the restroom during day they MUST take a hallpass with them. School rule. 
Parent Volunteers: 
*** Write down any communication you make with a parent. Keep all information confidential. DO not use student names! 
Classroom Rules:
1. Be ready. Have all your materials ready at your desk so you are ready to learn.

2. Be respectful. Say nice things to help others. Be respectful of others’ property.

3. Be responsible. Take responsibility for your actions. Think about what you say and what you must do to act responsibly. 

4. Make safe choices and decisions in and out of the classroom. Remember you represent the room, your teacher and your school.

5. Follow directions the first time they are given. 

6. Complete all your assignments and do the best job you can.

7. Allow the teacher to teach and coach students. 

8. Ask questions if you are confused.

9. Have fun, be engaged and think of others. We are a family!
Schoolwide Behavior Plan

Behavior Plan- Field Elementary has a school wide behavior plan. Your child will have many opportunities in this plan to correct their behavior. If your child misbehaves they will receive a redirect from a teacher. The teacher then will put in an intervention strategy to help your child to self-correct their behavior. If your child misbehaves a 5th time, a teacher will provide the pause strategy. This pause will have your child find a space in the room or outside the room to reorganize themselves. After this, if your child misbehaves again your child may have a visit by our SRT team. Then, if there is misbehavior your child will have the opportunity to spend a little bit more time with our PAC (Positive Action Center) teacher where more opportunities for your child to correct their behavior will be provided. 

In the classroom our rules/norms are as follows:

1. You must be SAFE.  When we are in the room we walk. We walk around items in the room, not hop over them as if we are outside. We hold pencils, markers, and scissors down towards the floor so we do not hurt ourselves. We tell the teacher where we are going at all times.

2. You must be RESPONSIBLE. When we are given homework we work to complete it. We take home our agenda and work to get it signed every night. We take care of our things in the room. Manipulatives, tools, clipboards, pillows, blankets, and books are put up after we use them so we can find them when we need them. We take care of our class pet, clean out its cage and feed it so that it can grow. 

3. You must be KIND and RESPECTFUL. We say nice things. Our language is courteous to others. We have a positive outlook on life, encouraging others to do their best. We accept others questions as an opportunity to learn and grow. We understand each one of us has an impact, either positive or negative, on the world and others around us. We treat those as we want to be treated. We don’t get into others’ desks or backpacks without asking permission first. We don’t take things that are not ours. We keep our hands, feet, and objects to ourselves. We do not bully others, which mean each one is different and we accept others for who they are. 

4. You must understand ORDERS and FOLLOW them.   When one is asked to do something we do it. We ask questions to clarify. Good following rules and laws are vital to success in school. We have all materials ready and our eyes on the speaker so we can learn and complete the learning for each subject area. We know and understand there will be rules and orders to follow in the different areas of the school building and by following them we all can be safe. 

Fire Drill Procedure: Take class list with you!!!! It is attached!!!!Go outside the door into the little hallway. Take a right down the main hallway. Go down small flight of stairs and out of the double doors. Take a right down the sidewalk and follow size walk to PAL house. Take a right into the driveway. Then go down the path with the other classes down Eastover. Check to make sure you have all students.  Count all and record onto your sheet. 
Emergency Drill Procedure:  Code- 6th graders to office. Turn off lights. Students go into closet. Pull down shade. Count number of children. In emergency folder will be a green sheet. Record number of students with you. Post onto the door so outside can see- who is checking the room. On red sheet record number of injured. YOU will need to post the colors on both windows, the window on the door and the window over by the sink/fountain in the room. Everyone is quiet until given notice. Close and LOCK door. Take class list with you. 
Tornado Drill Procedure: Take class list with you. Students out of room and in small alcove. Take a left down the main hallway. Take a left onto stairs downstairs. Go down to the lunch area. See emergency folder for exact location. 
First Six Weeks Schedule

Monday

9:05-9:15  
Review Homework/Morning Meeting

9:15-10:15
WIN small group math time

10:15-10:35
Science/Social Studies

10:35-11:20
Computer Lab

11:20-12:00
Library

12:00-12:10
DOL

12:10-12:30
Lunch

12:30-1:05
Recess

1:05-2:35
Reading/Writing Workshop (ELA)

2:35-3:40
Math

3:40-3:45
Dismissal

Tuesday
9:05-9:15  
Review Homework/Morning Meeting

9:15-10:15
WIN small group math time

10:15-10:50
Science/Social Studies

10:55-11:20
Science/Social Studies OR COUNSELING which happens every other Tuesday
11:20-12:00
Art
12:00-12:10
DOL

12:10-12:30
Lunch

12:30-1:05
Recess

1:05-2:35
Reading/Writing Workshop (ELA)

2:35-3:40
Math

3:40-3:45
Dismissal

Wednesday
9:05-9:15  
Review Homework/Morning Meeting

9:15-10:15
WIN small group math time

10:15-11:20
Science/Social Studies 

11:20-12:00
PE

12:00-12:10
DOL

12:10-12:30
Lunch

12:30-1:05
Recess

1:05-2:35
Reading/Writing Workshop (ELA)

2:35-3:40
Math

3:40-3:45
Dismissal

Thursday
9:05-9:15  
Review Homework/Morning Meeting

9:15-10:15
WIN small group math time

10:15-10:20
Science/Social Studies

10:20-11:20
Chinese

11:20-12:00
Reader’s Theatre (Library)

12:00-12:10
DOL

12:10-12:30
Lunch

12:30-1:05
Recess

1:05-2:35
Reading/Writing Workshop (ELA)

2:35-3:40
Math

3:40-3:45
Dismissal

Friday
9:05-9:15  
Review Homework/Morning Meeting

9:15-10:15
WIN small group math time

10:15-11:20
Science/Social Studies 

11:20-12:00
Music

12:00-12:10
DOL

12:10-12:30
Lunch

12:30-1:05
Recess

1:05-2:35
Reading/Writing Workshop (ELA)

2:35-3:40
WIN PLANNING – You work with grade level teachers. Students go to PE. 

3:40-3:45
Dismissal

1

