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SAMPLE Substitute Teacher Onboarding Agenda

Introduction and Welcome                            	


HR Staff Introductions          		           	
   

Risk Management				Risk Management Team
· Injuries on the job
· Safety procedures

Professional Development System                	PD Team

Break                                                                                                                                    

Emergency & Safety  				Police / Security Dept
· Student Safety
· Emergency Procedures

Classroom Management     		           	Curriculum & Instruction                             
· Problem Classroom Behavior & How to Cope
· Classroom Tips
· Teaching strategies
· Engagement 

School Health Safety:  COVID – 19 		Health Services Team	                                   

Lunch (on your own)	                                                                                               

Security Awareness Training                        	Technology Team                                          

Microsoft Outlook & Other 		           	Technology Team                                          
· Email / Office 365
· Employee Access Center/Portal (mailing address, w4, access to earnings, direct deposit info., How to see paycheck stubs?) 

Google Training Overview                             Technology Team	                                   


















HR Policy & Procedures                                HR team                                
· Sexual Harassment 
· FERPA 
· Educator’s Code of Ethics 
· Standards of Conduct
· Professional Ethics
· Confidentiality
· Child Abuse

Break                                                                                                                                      

Substitute Teacher Expectations and Procedures 	Sub Manager 
· Electronics
· Dress Code
· Duties & Responsibilities
· Student Release
· Lunch Time
· Special Education Assignments
· Restrictions
· Feedback
· Communication – Blackboard? 
· Long Term Assignments 
· District Schools 
· Work Requirements
· Pay Rates (Cert – para rates, etc.) 
· Biweekly Pay Schedule
· Underpaid/Overpaid or change in pay rate
· Retiree, TRS Surcharges
· Verification forms
· Absences & Leaves
· Procedural notification (Exclusions. No shows, cancellations, etc.)
· Resignations

ReadySub Overview					Sub Manager
· App
· Web alerts 

Talent Ed Records					Sub Manager

Distribution of ID badges
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