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v" Contact Information

The information listed below will help you get in touch with the right people.

Security Location:

contact person:

Main Office
Location:

contact person:

Attendance Office
Location:

contact person:

Other:

contact person:

Other:

contact person:

Other:

contact person:

~

-8
@_) SubReady * © Substitute Teaching Institute * Utah State University * www.sti.usu.edu



http://www.sti.usu.edu/

4 )

v School Schedule

Included is a list of the items and events that are covered on a typical school day.

Classroom Details
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v Map of the School

Highlighted are adult restrooms, faculty room, and lunch room.
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v Lunch Procedures

The following information will help you to facilitate lunchtime activities.

Students
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v Emergency Procedures

Natural Disaster/Lock Down/Code Words/Other

Natural Disaster

Lock Down
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v Safe Schools

Learn about the school district's Safe Schools Policies.

School districts have established Safe Schools Policies to foster a safe environment
for students, staff, community, neighbors, and visitors where learning can take place
without unnecessary disruptions.

School/District Details

Location of
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v First Aid

Learn how to handle situations involving blood and other bodily fluids.

Classroom and playground accidents should be handled with common sense.
Students who are injured should be sent to the office where a school nurse or
secretary can administer first aid. Don’t fall into the “band-aid” or “ice” trap, where
students are continually asking to go to the office for ice or band-aids for fake
injuries. In the event of a severe injury, do not move the student. Remain with the
student, send another student or teacher for help, and try to keep the other
children calm.

You should never give medication to a student, not even aspirin. If a student
requires medication, it should be administered through the school nurse, secretary,
or other designated medical personnel.

School/District Details

Location of
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v Legal Aspects of the Job

Learn about a few legal aspects of the job.

Supervision of Students

Due Care and Caution

Release of Children
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v Legal Aspects of the Job

Learn about a few legal aspects of the job. (continued)

Confidentiality

Anecdotal Records
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Dangerous Situations

- 4
[ & SubReady ¢ © Substitute Teaching Institute ¢ Utah State University ¢ www.sti.usu.edu



http://www.sti.usu.edu/

P
v/ Child Abuse Reporting

Learn about protecting the best interests of children.

The purpose of child abuse reporting legislation is to protect the best interests of
children, offer protective services to prevent harm to children, stabilize the home
environment, preserve family life whenever possible, and encourage cooperation
among the states in dealing with the problem of child abuse.

School/District Details

Location of
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v" Sexual Harassment

Learn the “yardstick” for determining what constitutes sexual harassment.

Sexual harassment is behavior that:

[. s unwanted or unwelcome

2. Is sexual in nature or gender-based
Is severe, pervasive and/or repeated

Has an adverse impact on the workplace or academic environment

o~ W

Often occurs in the context of a relationship where one person has more
formal power than the other (supervisor/employee, faculty/student, etc.)

School/District Details

Location of
Complete Policy
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v Disabilities and Special Education

Inclusion means placing children with mild, moderate, or severe disabilities in regular education classrooms.

Federal law states that NO ONE has access to a student’s individual education plan
(IEP) without the parent’s permission. It is always a good idea to check with the
permanent teacher and/or administrator, preferably before taking over a classroom,
to determine how to best deliver educational services.

School/District Details

Location of
Complete Policy
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v Gifted and Talented Students

Often gifted and talented students seem to be round pegs in square holes.

Gifted and talented students do not necessarily fit the mold of an “ideal student.”
They may become bored with class or deeply involved with something unrelated to
the lesson. Their friendships and alliances include a need for intellectual peers (often
older students or adults) and chronological peers (kids their same age). Moreover,
their attention span does not always coincide with the standard time allotted for
classroom lessons and activities.

School/District Details

Location of
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v Multiculturalism

The United States is home to a diverse population.

No other nation enjoys the rich and varied cultural heritages found within our
borders. Since this diversity is reflected in our schools, it only makes sense that our
instructional methods should benefit from and be sensitive to the special abilities
and needs of people from different groups.

School/District Details

Location of
Complete Policy
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v Alternative Learning

We all learn differently.

We are all different. Ve look differently and we act differently. Ve also learn
differently. Unfortunately, we tend to teach students as if they were all the same.We
all know of people that can’t bounce a ball, but can do math story problems in their
heads—or the person with two left feet that can sing like a bird. No one can do
everything, but most of us do excel in one or more areas. It is in these areas that
we learn best. By using a variety of teaching methods and activities that incorporate
these abilities, we can increase students’ ability to stay on-task, pay attention, and
enjoy learning.

School/District Details

Location of
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v Dress Code

Students and adults in the school should adhere to the dress code.

Students
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v~ Out-of-Classroom Activities

Assemblies/Pep Rallies

In addition to regular classroom management, there are several special situations
that you need to be aware of and prepared for. These situations include emergency
and evacuation procedures, assemblies, playground and lunch duty, field trips,
inclement weather days, and escorting students to the bus. Keep in mind that you
are the teacher, and as such, assume full responsibility for all of the students in your
care. The following information is a brief overview of out-of-classroom procedures.

Assemblies/Pep Rallies:

Determine the specific behavior you expect during the assembly, with consequences
and rewards dependent upon how these expectations are met. Beware of punishing
the whole class for the misdeeds of a few. This can create a hostile environment
with the students acting out against each other as well as you.

School/District Details
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v~ Out-of-Classroom Activities

A field trip is a method of providing students with first-hand learning opportunities.
Field trips are often used to introduce or conclude a specific topic of study. Keep
the following pointers in mind when the class you are substituting for is scheduled
for a field trip:

* Parental permission to participate in the field trip must be secured prior to the
trip.

* Review specific do’s and don’ts of expected behavior before leaving the
classroom.

» Students should be assigned a travel partner and chaperones should be given a
specific group of students with a list of their names.

» Safety precautions must be considered at all times.

School/District Details

Location of
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P
v Special Procedures

Playground and Lunch Duty/Inclement Weather Days/Escorting Students to the Bus/Other

Playground and
Lunch Duty

Inclement
Weather Days
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v Schoolwide Discipline Polic

The following is a general guideline concerning discipline in our school.

School/District Details

Location of
Complete Policy
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v Student Behavior Referral

The following is a general guideline concerning student behavior referral in our school.

School/District Details

Location of
Complete Policy
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