Hamburg School

Substitute Teacher Instructions










Date: ____________


Teacher: _________________________________ 

Homeroom/Grade: ____________

Dear substitute,
Thank you for taking my class in my absence. Attached is a copy of my current schedule. Please take attendance and send attendance cards to the office. If you would, please also leave me a note telling me how things went, who was most helpful, and what the class accomplished. The following information will help you navigate the day, which I hope goes well!

Sincerely,  MACROBUTTON  DoFieldClick [
]
	(   Resource Locations   (

	
	
	
	
	

	Class roster
	
	Lesson plans
	
	Teacher’s handbook/guidelines

	
	
	
	
	

	Red Emergency Procedures Folder
	
	Audio/visual equipment
	
	Teachers’ lounge

	(   Helpful Contacts   (

	Lynette Apolito/ Louise Murphy
	
	
	Dial 0

	Main Office
	
	
	Phone

	Roger Jinks
	
	
	Dial 0

	Superintendent/Principal
	
	
	Phone

	Patrick Ketch
	
	
	Dial 541

	Vice Principal
	
	
	Phone

	Mary Brady
	
	
	Dial 516

	Nurse
	
	
	Phone

	Michele Sealander
	
	
	Dial 542

	Librarian
	
	
	Phone

	Kerri Yezuita
	
	
	Dial 540

	Guidance counselor
	
	
	Phone

	Bob Zierden
	
	
	Dial 523

	Custodian
	
	
	Phone


	(   Student Needs   (

	Class period
	Student Name
	Health Concern/Special Need/Scheduling Accommodation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	(   Student Helpers   (

	Class period
	Student Name
	Students who are responsible and can offer assistance

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	(   Staff Available to Assist   (

	Name of staff member
	Location/Extension

	
	

	
	

	
	

	
	

	
	

	
	


	(   Classroom Routines   (

	
	Routines

	Homeroom


	

	Lockers

	

	Restroom

	

	Water fountain

	

	Recess/break


	

	Hall & Hall Passes

	

	Break/Free Time Activities

	

	Computer Use

	

	End of day

	

	Additional Notes

	


	(   Emergency Procedures   (

	Red Emergency Procedures Packet is located:
	

	Location of the nearest fire alarm:
	


	(   Classroom Management Ideas   (

	Signal for Quiet:


	

	Other signals:


	

	Acceptable rewards:


	

	Discipline techniques:


	


	(   Schedule for Today   (

	Date


	

	Homeroom


	

	Period

	

	Period

	

	Period

	

	Period

	

	Period

	

	Period


	

	Period

	

	Period

	

	Period


	

	Period

	

	Additional notes:

	


Hamburg School

Substitute Teacher - Daily Summary

Substitute teachers - Please use this form to provide a detailed report of your day for the regular classroom teacher. Leave this report on the teacher’s desk at the end of your day.
	(   Substitute Report   (

	Date:

	

	Absent or tardy students


	
	

	
	
	

	
	
	

	Academic goals accomplished

	

	
	

	
	

	
	

	
	

	
	

	Students who were helpful

	
	

	
	
	

	
	
	

	Students who misbehaved


	
	

	
	
	

	
	
	

	Additional notes


	


