Substitute Plans

Mrs. Y. Harris

Read 180

Room 220

* NOTES: 
NO Read 180 materials are to leave the classroom.

List ABSENCES & MISBEHAVIORS on the REVERSE of this sheet 
by class period.

_____ NO students should be using the computer today. 

_____ ONLY two (2) rotations today – Whole Group & Independent 
Reading

Teaching Schedule:


1st & 2nd 







7th Grade


Whole Group


Independent Reading


3rd & 4th 







6th Grade


Whole Group


Independent Reading


5th  








Lunch

6th 








Planning 


7th & 8th 







8th Grade


Whole Group


Independent Reading

Substitute Notes

Name _______________________________  Phone # _________________

Date____________________


1st & 2nd 







7th Grade


Absences


Misbehaviors

Comments


3rd & 4th 







6th Grade


Absences


Misbehaviors

Comments


7th & 8th 







8th Grade


Absences


Misbehaviors

Comments

Read 180 Substitute Folder

Dear Substitute,


Thank you for being here in my absence.  In this folder, you should find everything you need: 

· Class Rosters

· Seating Charts

· Rotation Schedule

· Generic Materials List

· Substitute and Student Classroom Procedures

· Teacher contact information

· Emergency Lesson Plans – if no lesson plans were available

· Office Referrals – But you shouldn’t need those (LOL)

· Substitute Notes forms

Class Schedule:

1st & 2nd periods 7th Grade (Green)

3rd & 4th periods 6th Grade (Blue)

5th & 6th periods LUNCH/CONFERENCE Enjoy!

7th & 8th periods 8th Grade (Red)

Classroom Procedures

Substitute Procedures:

1. Please, please, please, open the window & turn all fans to HIGH!  Otherwise, be prepared to sweat.

2. Place Check-in Clipboards on green bookcase at the beginning of each class according to the colored dots on the clipboards and the schedule above.  Clipboards are in the mailbox on top of the green bookcase as you enter the room.

3. Turn on computers and monitors. 
*NOTE:  Please see Substitute Lesson Plans.  If  “NO students are to use the computers” is checked then, disregard this step. 

4. Add required materials to the Materials List on the bulletin board.

5. Write homework on the Homework Chart by class period, if it has not already been done.  Homework Chart is also on the bulletin board.

6. Separate any handouts by class period.  If none are provided, students will use materials in the Gray File Cabinet in the back of the room.  They should be self-sufficient in obtaining the materials they need.  

Student Procedures:

1. Students check themselves in as they enter the classroom.  Each student is to check him/herself in ONLY.  If a student enters after the Tardy Bell, he/she should then check-in with T for Tardy or TP for Tardy w/pass.  (There are 15 students in each class.  Every student desk is assigned, so taking attendance should be easy.  

2. Then check the Rotation Schedule – to see where they begin their rotation and the Materials List to see what they need.

3. Gather materials, sharpen pencil, and be seated before the Tardy Bell.  If a student does not sharpen his/her pencil or gather all materials by that time, they must wait until after the Whole Group introduction.

4. Students are to copy homework in their Planners while they are waiting for you to begin.

5. After Whole Group introduction, students will move to their 1st rotation station with their group.  (See Group Assignments & Rotation Schedule attached)

6. Student Helper for each class will set the timer T2 for 20 minutes, if it is not already set.  * NOTE: A warning buzzer will sound when there are 5 minutes left.

a. Students have assigned stations at the Instructional Software and Audio Book Stations. (See Rotation Schedule attached)

b. Students may get a drink from the fountain outside with your permission, ONLY when they rotate to the Instructional Software Station, while they wait for the computers software to boot up, but they must have everything set up first. 

7. After 20 minutes, students will rotate to their 2nd and then 3rd stations.  

8. The last group in the 7th/8th period class that rotates to the Instructional Software Station is supposed SHUTDOWN the computers after they have logged off of the Read 180 program. 

9. Then for the last 10 minutes or so, they return to the Whole Group Instruction area after putting away their supplies.  Copy homework or complete Exit Slip.

10. Students are to turn in all work done on separate NBP, in to the Completed Work Box for their class period.  * NOTE: If the work was done in the Composition Journal, it should remain in the Journal. 

11. ANNOUNCE TO STUDENTS: “If your work is not in the Box, then Mrs. Harris will assume that you did not complete the assignment and you will serve a Working Detention with her upon her return.” 

· NOTE:  Please save a copy of these Classroom Procedures in the event a future assignment in my classroom.  

Thanks again,

Mrs. Y. Harris

