SUBSTITUTE PACKET

	· .
	                 CHECKLIST

	
	1. Pick up and return attendance folder

	
	2. Daily Schedule/Lesson plan available

	
	3. Books,TE, Print outs, worksheets, activities available

	
	4. Student transportation sheet with student information available and 

	
	5. Evacuation Map available at the door

	
	6. Discipline referral form available

	
	7. Assigned sitting arrangement provided

	
	8. Basic housekeeping performed and all chairs are on top of desks upon dismissal

	
	9. Turned off all AC units and other applicable electrical devices such as computer/printers.

	
	10. Wrote feedback on emergency lesson plan for any notes/comments/concerns/


SUBSTITUTE EMERGENCY LESSON PLAN
TEMPLATE

	Teacher:
	Room: #

	Substitute Teacher:
	Subject:


	DESCRIPTION OF STUDENTS
Provide a brief description of students including type(s) of disability and functional level.

· Special needs students: (Student name) give extra time and practice when responding.  Simply directions or model what is expected of the student.




	STUDENT BEHAVIORAL EXPECTIONS

Provide your basic classroom rules and their consequences and procedures when making referrals to the office.

Provide a copy of the discipline referral form
1. At the end of each day, students are to pick up their chairs and put on top of their table.

2. NO TALKING AND WALKING around while students are doing independent work.
3. NO ONE is allowed in the teacher’s desk.

4. Students are to RAISE THEIR HAND when needing to use the bathroom or any questions.

5. Please list any problems or concerns that arise for each day under the comment section.

6. NO STUDENTS is to tell you what lesson to teach or how to teach the lesson. You may ask for assistance from the respective grade level peer coach. Mr/Mrs John/Jane Doe

7. Students must have a HALLWAY PASS for the bathroom, office, nurse and other location.




	EXPECTED SCHOOL-WIDE LEARNING RESULTS

X   Use effective oral and written communication

X   Participate as productive members of the community.

X   Integrate learning and apply to real-life situation.

X   Explore concepts and skills needed for future world experiences.

X   Set personal goals and work towards achieving them.


	DAILY PROCEDURES & CLASS SCHEDULE


*Pick up the blue(K)/light green(1)/red(2)/dark green(3)/purple(4)/yellow(5) in my teacher’s box in the office 
  and turn it in by 8:30am in the office (Place it in the tray on Ms. LG’s desk).
	7:45-8:00am 

Student Arrival




Morning Routine
As the students enter they shall line up from the outside and ….

· Place their bags on shelf by the closet.

· Place their lunch pails and snacks on cart by the door.
· Go directly to their seats and wait for the teacher or TA (Ms/Mr_____________) for further directions.
· Introduce yourself and let them know that you will be in the teacher charge in my absence and that you 
          have work for them with the same procedures as if I was there.

· You may also write my notes or lessons on the board, so that the students know that the work is 
          from me.

· Be firm, be fair and be consistent. 

	8:00-8:20   Content Time                                    Subject: Social Studies
Instructional Procedure
Refer to Attached Lesson Plan

· Give out social studies book per student from the book shelf

· Students will work on Map Skills Reading Exercise on pg. 200

· Collect the work and ensure to actively monitor during independent work.

                

	8:00- 9:30

  FIRST DI READING BLOCK             Level__________
           (Refer to attached lesson plan with this schedule)





	Anticipatory Set or effective grabber:

1. To focus students attention on the lesson by use of signal.

2. Present work attack exercises.

3. Direct students in the group reading of comprehension passage and main stories.

4. Provide some monitoring of the students as they do their independent work.

	Instructional objective: At the end of each lesson, students will be able to:

1. Recite vocabulary works with 90% accuracy.

2. Students will be able to answer story comprehension questions orally with 90% accuracy.

3. Students will be able to answer workbook and skill book questions with 90% accuracy.

	NOTES/COMMENTS/CONCERNS




	9:30-9:45

RECESS

                                  Outdoor at Playground *line up accordingly* and  pick up the students 
                                           from the playground by 9:45. If weather does not permit outdoor recess, 
                                           students stay within their grade level quad.

	

	9:45-10:15

Chamoru with Sinora__________ in Rm 123
(Monday-Friday)
Have students line up and escort them to the Chamoru class. Be sure to 
                                           pick them up at 10:15am.


	

	10:15-11:15

LANGUAGE                              Level__________
                                                         (Refer to attached lesson plan with this schedule)


	Anticipatory Set or effective grabber:

1. Provide students with practice in successful using the process of writing-initial wiring, checking, and rewriting according to specific checks.

2. Allow students to fix up papers as a group or individually.

3. Provide them with the motivation to write more and to write better each day.

4. Enable them to succeed.


\

	Instructional objective: At the end of each lesson, students will be able to:
1. Identify the subject and predicate of declarative sentences.

2. Identify one-word and two-word verbs.

3. Identify pronounces

4. Identify Nouns

5. Identify Adjectives

6. Write a paragraph based on the picture given.

	NOTES/COMMENTS/CONCERNS



	11:15-12:15pm

MATH                                       Level__________
                                                   (Refer to attached lesson plan with this schedule)


	Anticipatory Set or effective grabber:

1. Teacher will introduce the lesson using the teacher presentation book

2. Teacher will monitor students during independent work and provide feedback.

	Instructional objective: At the end of each lesson, students will be able to:

1. Write the missing small number in families with a factor of 4.

2. Write the missing small number in families with a small number of 9.

3. Respond to mental addition problems that have 2 digit and 1 digit numbers.
4. Solve word problems involving coins.

5. Solve word problems that require adding and subtracting fractions.

6. Solve classification world problems.

7. Set up multiplication/division number families for sentences from word problems.

8. Solve word and comparison problems using data from a table.

9. Write multiplication number families for groups of coins.

	NOTES/COMMENTS/CONCERNS




	12:15-1:00pm
LUNCH *Please escort the students to the cafeteria*


	1:00- 2:00

SECOND DI READING BLOCK         Level__________
                                        (Refer to attached lesson plan with this schedule)

	Instructional Procedure:

Continue with the lesson from First Reading Block if not completed otherwise start a new lesson.

Follow the same procedures as First Reading block.

	NOTES/COMMENTS/CONCERNS




	2:00                               DISMISSAL

	· Have students retrieve their backpacks and other belongings. 

· Line students up and refer to the Student transportation sheet to determine who are bus riders and car riders. (The children know if they are bus/car riders unless it’s a new student).  The bus numbers are on the sheet and contact information if necessary.  The students should be familiar with the bus and bus drivers.  

First Trip leaves by 2:10pm

Second trip leaves by 2:20pm

· The car riders are escorted to the back side of the office where there are staff members stationed there to monitor the area. 

· Be sure to turn the AC off, basic housekeeping and secure classroom before leaving.
· Return all TEs, Transportation cards and notes in my teacher’s box/on my desk. 




Thank you for your time and effort. Please give me a call if you need further questions or assistance at

                555-5555.


  ______________________________    ______________________________      ___________________

                  Teacher Signature                                        Substitute teacher signature                           Date
Lesson Format


Word attack skills


Work practice


Vocabulary Words


Reading: Decoding


Independent work











Lesson format:


Capital names, periods


Subject/predicate


Paragraph writing 


Paragraph editing





Instructional Procedure: 


Look at Lesson Progress Chart (LPC) for exact daily lessons


See DI Coach for any assistance. (Name) and Rm#


Follow Teacher’s Edition (TE) manual for each lesson.


Check student’s independent work after each lesson.


Record student grades in the DI Group Summary Chart (GSC) and lesson taught in Lesson Progress Chart (LPC). Use pencil when recording all DI Data.


Turn in all DI forms (LPC, GSC, STS etc.) to DI coach on Fridays!


Class is divided in two language groups:


Sponge bob groups: List students’ names		


X-men groups: List students’ names.


If TA is available, alternate teaching each group. If you have a TA each of you will take turn teaching a group.


When it is time for “Take home” (worksheets), have them go to their seats to complete their work.


With the students not doing DI, allow them to finish up worksheets, art activities, etc.











Instructional Procedure: 


Look at Lesson Progress Chart (LPC) for exact daily lessons


See DI Coach for any assistance. (Name) and Rm#


Follow Teacher’s Edition (TE) manual for each lesson.


Check student’s independent work after each lesson.


Record student grades in the DI Group Summary Chart (GSC) 


and lesson taught in Lesson Progress Chart (LPC). Use pencil when 


recording all DI Data.


Turn in all DI forms (LPC, GSC, STS etc.) to DI coach on Fridays!


Class is divided in two math groups:


Barney groups: List students’ names		


Dora groups: List students’ names.


If TA is available, alternate teaching each group. If you have a TA each of you will take turn teaching a group.


When it is time for “Take home” (worksheets), have them go to their seats to complete their work.


With the students not doing DI, allow them to finish up worksheets, art activities, etc.











Lesson format:


Addition and Subtraction facts


Multiplication Number Families


Column Multiplication


Problem Solving


Fractions


Money


More or less








Instructional Procedure: 


Look at Lesson Progress Chart (LPC) for exact daily lessons


See DI Coach for any assistance. (Name) and Rm#


Follow Teacher’s Edition (TE) manual for each lesson.


Check student’s independent work after each lesson.


Record student grades in the DI Group Summary Chart (GSC) 


and lesson taught in Lesson Progress Chart (LPC). Use pencil when 


recording all DI Data.


Turn in all DI forms (LPC, GSC, STS etc.) to DI coach on Fridays!


Class is divided in two reading groups:


Fish group: List students’ names		


Bird group: List students’ names.


If TA is available, alternate teaching each group. If you have a TA each of you will take turn teaching a group.


When it is time for “Take home” (worksheets), have them go to their seats to complete their work.


With the students not doing DI, allow them to finish up worksheets, art activities, etc.


























