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Subs tute Responsibili es


I will be punctual and adhere to the classroom schedule.



I will maintain order in the classroom.



I will follow the teacher’s lesson plans in sequence and fulfill all of the responsibili es as stated.



I will supervise the students assigned to the regular classroom teacher at all mes (i.e. home room, hallways, dismissal, cafeteria, etc.).



I understand that during my subs tute teaching assignment as a Guest Teacher, I am required to be
available to fill-in during open planning mes for other teachers and required to stay the en re 4- hour
or 8-hour day, as directed by the school.



I understand that I must not use corporal punishment and there must be no inappropriate physical contact at any me with students.



I understand that I must check-in at the sub oﬃce every day and I will wear the school issued badge or
name tag given to me for the dura on of my assignment.



I understand that The Academy of Charter School’s defini on of a “subs tute” is a non-contract employee and is on an as-needed basis.



I understand that there is no set number of hours guaranteed as a subs tute and that my subs tute
status is on an on-call basis, when I’m available to work.



I understand that prior to accep ng an assignment that has already started, I will need to talk to either
someone at the Subs tute Oﬃce or the school. The subs tute me on the assignment will be adjusted
to the actual me worked.



I understand that if I fail to accept a minimum of 5 assignments within a six (6) month period, my employment with the school as a subs tute may be automa cally separated. I also understand that I will
receive email no fica on of this ac on.



I understand that I may be evaluated on my job performance, a endance, and conduct by staﬀ members. I also understand that nega ve evalua ons may result in disciplinary ac on, including required
training and/or separa on of my employment as a subs tute for the school.
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School Day Expecta ons
Be prompt in order to start your du es at the scheduled me. If you an cipate that you will be late, please
contact the Subs tute Oﬃce at the assigned school, so they can plan accordingly. You are expected to arrive
and leave at the scheduled mes of your assignment, which may include the teacher’s end-of-the day du es.
Please allow Ɵme for parking, checking in at the front desk, navigaƟng around the school (classroom, restroom, break room, reviewing lesson plans, etc.)

CHECKING IN AT SCHOOL
Upon arrival at the school, you must do the following:


Check/Sign in at the sub oﬃce at Main Campus or front desk at North Campus.



Show your iden fica on to the person checking you in for the day.



Wear the school ID/s cker badge you’re issued for the en re day you’re in the school.



Make sure you’re given lesson plans from the teacher/paraprofessional you are subbing for that day.



Locate the green emergency folder in your classroom for applicable emergency and non-emergency procedures.

DURING THE SCHOOL DAY PROCESSES
Students need to know what is expected of them in the classroom. To ensure that you have a smooth transions throughout the day, follow the lesson plans you were given.


Enter the classroom with confidence. Put your name on the board, and then familiarize yourself with the
room. Locate and review the classroom rules and evacua on map.



Read through the lesson plans and iden fy books, handouts and papers that will be needed throughout
the day. If given a sea ng chart, study it and familiarize yourself with it.



When the bell rings, stand in the doorway and greet students as they enter the classroom. Be professional, friendly and enthusias c about the day.



Introduce yourself and let the students know what you expect of them throughout the day.



Be aware of how small things, like using a normal voice, giving praise and having a posi ve a tude, can
aﬀect students. Students resent teachers who talk down to them, make promises or threats they don’t
intend to keep and are not fair in administering rewards and consequences. Trea ng students as individuals is important.



Do your best to follow the lesson plans and carry out the assigned du es le by the teacher and whatever situa on or challenge you are faced with, always strive to be posi ve and respec ul.



When a Subs tute uses good judgment, avoids cri cism and adapts to circumstances in a posi ve way,
he or she becomes a professional role model for both students in the class and other teachers.
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School Day Expecta ons (con nued)
END OF THE DAY PROCESSES
Being a professional is just as important at the end of the day as it is at the beginning. What do you do just
before the school day ends will be the impression students take home with them? How you leave the classroom will be the first impression the teacher has of you when he or she returns?

BEFORE STUDENTS LEAVE
There are several things you should do during the last few minutes of class before the students leave:
 If the teacher has classroom sets (calculators, scissors, books, etc.), make sure they are all returned before the students leave the room. It is much easier to locate a missing calculator in a class of 30 than trying to find it somewhere in the whole school.


Challenge students to recall, and list on the board, projects and topics they have studied that day.



Remind students of homework. Wri ng homework assignments on the board throughout the day will
help both you and the students remember.



Have students straighten and cleanup the area around their desks.

AFTER STUDENTS HAVE LEFT


A er students have gone, take a few minutes to complete your professional du es as a subs tute. Write
a list of du es with a detailed summary of what was accomplished throughout the day, along with any
problems that arose and notes about things that went well, or students that were helpful.



If, for any reason, you were unable to carry out the plans le by the teacher, make sure you explain why
you were unable to carry them out and what you did instead. Leave your name, phone number and an
invita on for the teacher to contact you if they have any ques ons, or to request you as their subs tute
in the future.



Leave the teacher’s desk and assignments completed by students neatly organized. Close windows, turn
oﬀ lights and equipment, and double check to make sure the room is in good order before you lock the
door and head for the oﬃce. At the oﬃce, return keys, hand in any items collected, express apprecia on
for assistance provided, and check to see if you will be needed again the next day.
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School Day Expecta ons-Checklist
Checking in:
_____ Report to the Oﬃce.
_____ Ask about student passes, playground rules, lunch procedures, and other du es.
_____ Ask if there are any special du es associated with the teacher’s assignment.
_____ Find out how to refer a student to the oﬃce.
_____ Ask if any children have medical problems.
_____ Obtain any necessary keys.
_____ Ask how to report students who are tardy or absent.
_____ Find the loca ons of restrooms, the teachers’ lounge, and other important places in the school.
_____ Introduce yourself to the teachers on both sides of your classroom.

In the Classroom before School:
_____ Enter the classroom with confidence.
_____ Put your name on the board.
_____ Review the class rules.
_____ Locate and review the school evacua on map.
_____ Read through the lesson plans le by the teacher.
_____ Locate books, papers, and materials that will be needed throughout the day.
_____ Study the sea ng chart. If you can’t find one, be prepared to make your own.
_____ When the bell rings, stand at the doorway and greet students as they enter the classroom.
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School Day Expecta ons-Checklist
Throughout the Day:
_____ Online a endance to be taken within the first 5 minutes of each class period.
_____ Get the students involved in learning ac vi es quickly.
_____ Carry out lesson plans and assigned du es to the best of your ability.
_____ Be fair and carry out the rewards and consequences you establish.
_____ Be posi ve and respec ul in your interac ons with students and school personnel.

At the End of the Day:
_____ Make sure all classroom sets are accounted for.
_____ Challenge students to recall projects and topics they have studied that day.
_____ Remind students of homework.
_____ Have students straighten and clean the area around their desks.
_____ Leave notes about the day for the teacher.
_____ Neatly organize papers turned in by students.
_____ Close windows, turn oﬀ lights and equipment, and lock door.
_____ Turn in keys and any items collected at the oﬃce.
_____ Thank individuals who provided assistance during the day.
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Elementary North Campus Schedule
2020-2021
School Hours: 7:45 am – 2:55 pm
Tuesday: 9:00 am – 2:55 pm

Specials Schedule
Monday, Wednesday, Thursday, Friday
11:55 – 12:50 Kindergarten
12:55 – 1:50
1st Grade
1:55 – 2:50
2nd Grade

Literacy

Lunch
Monday, Wednesday, Thursday, Friday
10:10 – 10:40
Kindergarten
10:45 – 11:15
1st Grade
11:10 – 11:40
2nd Grade

Recess

Monday, Wednesday, Thursday, Friday
8:00 – 9:00 2nd Grade
9:20 – 10:20 1st Grade
10:50 – 11:50 Kindergarten

Monday, Wednesday, Thursday, Friday
9:20 – 9:40
Kindergarten
10:00– 10:15
2nd Grade
10:20 – 10:40
1st Grade
12:35 – 12:50
1st Grade
1:30 – 1:50
2nd Grade

-----------------------------------------------------------------------------------------------------------------

Specials Schedule
Tuesday
12:40 – 1:20
1:25 – 2:05
2:10 – 2:50

Kindergarten
1st Grade
2nd Grade

Literacy
Tuesday
9:15 – 10:05
10:10 – 11:00
11:45 - 12:35

Lunch
Tuesday
10:45 - 11:15
11:10 – 11:40
11:40 – 12:10

Kindergarten
1st Grade
2nd Grade

Recess
1st Grade
2nd Grade
Kindergarten

Tuesday
9:55 – 10:05
10:20 – 10:40
10:50 – 11:10
1:05 – 1:20
1:25 – 1:45
1:50 – 2:05
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2nd Grade
Kindergarten
1st Grade
1st Grade
Kindergarten
2nd Grade
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Elementary Main Campus Schedule
2020-2021
School Hours: 8:05 am – 3:15 pm
Tuesday: 9:20 am – 3:15 pm

6th Grade
Monday, Thursday, Friday
Homeroom
1st Period
2nd Period
3rd Period
Lunch/Recess
4th Period
5th Period
6th Period
7th Period

8:05 8:10 9:05 10:00 10:55 11:35 12:35 1:35 2:35 -

8:10
9:00
9:55
10:50
11:30
12:30
1:30
2:30 (Electives)
3:15 (Summit, Band, Orchestra, Choir, PE)

9:20 9:30 11:05 11:45 12:25 2:00 -

9:30
11:00
11:40
12:20
1:55
3:15 (Electives)

8:05 9:35 11:05 11:45 12:25 2:00 -

9:30
11:00
11:40
12:20
1:55
3:15 (Summit, Band, Orchestra, Choir, PE)

Tuesday
Homeroom
2nd Period
Lunch/Recess
Pride Time
4th Period
6th Period

Wednesday
1st Period
3rd Period
Lunch/Recess
Pride Club
5th Period
7th Period
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