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Absence Management

Eden Central School District uses an automated service, Absence Management, that will greatly simplify and
streamline the process of notifying you when your services are needed in the district. The Absence Management
service will be available to you 24 hours a day, seven days a week. You may interact with the system either by way
of a toll-free automated phone line, 1-800-942-3767 or on the Internet, http://www.aesoponline.com.

What to do when Absence Management calls you:

You will be prompted to enter an identification (ID) number (this is your 10-digit home or cell phone number
beginning with the area code) and a PIN, which you will receive after your appointment.

Absence Management will provide you with the following details of the assignment:

1. school name

2. date(s) of the assignment

3. room or location where you need to report

4. start time

5. any further special instructions left by the absentee.

You will then be prompted to either accept or reject the assignment. You will also have the option to reject the
assignment as well as all future calls for jobs on the day of the particular assignment. If you accept, Absence
Management will issue you a confirmation number that you might need in the event of a follow-up inquiry.

Other Important Bits of Information:

e Absence Management will begin calling at 11:59AM and again between 4:00PM - 11:00PM up to two
(2) days prior to the start of an assignment.

e If you have any questions or need technical assistance, your Absence Management Administrator is
available at the help desk from 6:00AM - 9:00AM, Monday through Friday when school is in session.
If you leave a voice mail or an e-mail, your AA will return your request within her next business day.

e Please review your name and phone number for accuracy. You may change/add your phone number as
well as your e-mail address directly on your personal home Web page, http://www.aesoponline.com by
clicking the link Preferences, Personal Info. All other changes should be directed to the District
Superintendent’s Office.

e When accepting a job on the phone or the Web, please wait until you receive a confirmation number
before you terminate the phone call or session. Your transaction is NOT complete until you receive a
confirmation number.

e An employee cannot assign you as their substitute. Your assignment is not complete until you have the
confirmation number.

e A substitute must cancel an assignment 12 hours prior to the building start time; if not within time, they
need to contact their Absence Management Administrator.

» A substitute is prevented, on the day a cancellation occurs, from accepting another assignment within the
district if the original assignment is canceled within 12 hours of the starting time.

e If you have questions how to use this service, there are resources and training videos on your home page,
under “Help” on the right side of the Web page.

e Please keep this document in a safe place.

If you have any questions, please contact your Absence Management Administrator Dominic Galanti at (716)
821-7549 or dgalanti@e1b.org.









FROM YOUR SUB

Name Date

How did the day go?

Notes about lesson plans

Helpful Students

Absent Students

Problems

Comments



GROVER L. PRIESS ELEMENTARY SCHOOL
Teacher Information for Substitutes

Teacher Room Grade

Lunch count slips are kept in

Lunch count slips are taken to the cafeteria by 9:15 a.m.

Class is due in the cafeteria for lunch at

Pick up class at . Please be prompt.

Special Instructions:

Emergency Procedures: Follow instructions in information packet and any other instructions

posted in classroom.

Arrival of students: 8:35a.m.  All teachers should be supervising the hall near classroom.

Dismissal of students: 3:10 p.m.  Walk students to bus. Follow bus “map” usually located by
the classroom door.

Students being picked up will be dismissed starting at 3:05 p.m.

When leaving the building to use the playground or other, please check in the office to get a FOB
(key) to get back into the building.

Schedule of Special Classes Day Time

Art

Physical Education

Music

Library

Computer Lab

Miscellaneous suggestions from the classroom teacher:




Sub Orientation for Special Areas at GLP

Subbing for General Education Classes... what to expect at Specials:

Please be prompt in dropping off and picking up children. Many of us teach 3 or 4 grade levels
daily using different supplies/materials. (We need that passing time to reset our classrooms)
Please wait outside the classroom door with your students and wait to be invited into our rooms.

Subbing in a Special area classroom what to expect at Specials
1) Please do not “IMPROVISE” plans with something you feel would be “fun” to do with the
children.

¢ Our materials are only ordered once a year, and we budget so there is just enough of a
material for a grade level.

¢ Each special area has mandated curriculum that must be covered throughout the year
and many of us only see students 1 x per week. We try mightily between field trips,
assemblies, In-Service Days etc. to still keep all sections of a particular grade level
covering the same material at roughly the same time.

¢ Again, please use only equipment directed in the Sub Plans. There often is a good
reason why something is used with a particular grade level.

2) Please leave room and materials picked up and taken care of.

3) Always leave a brief note letting us know where you left off...we may only see these
students once a week and they won’t remember what we covered next time.

4) If possible, please have students use the bathroom before coming to a special...especially
Kindergartners, especially if lunch is shortly before the special area class, either in the
classroom or in the case of Art, Library or Music using the students Grade 2 wing public
bathrooms. We specialists are often working alone, have no bathrooms in our rooms and
have no line of sight to supervise students using the Gr. 2 or Locker room bathrooms.

5) Students coming directly from or going directly to lunch around a special, should place

lunch things:
*against the Blue Lockers for Art *against Red Lockers for Library *along wall outside of Music & PE

Specific Specials notes:

LIBRARY:

Teachers do not stay for Library.
Students transport books to library unless they have lunch immediately preceding
Library. Then there will be a cart in your room for returned books, which will be picked up by
library staff.

If you wish to sub in the Library...please come see the Librarian sometime to get trained
in using the Library Automation System. He would be happy to come early or stay late to show
you.

ART: Teacher always greets students with “Good Morning/Afternoon” in the hall outside the
Art studio and explains the lesson before they enter.

PE: Do not to be afraid of subbing for Physical Education for little ones. A one-two day
generic lesson plan that could be easily carried out by a “non-PE” Sub is provided. Students are
very comfortable with established routine.




Children on Medical Alert List

Name Condition

Students receiving services/leaving classroom

Name Service Days of Week Time




GLP Substitute Orientation/Overview

Pre-K through 2nd grade
WORK DAY: 8:20-3:30

SUBSTITUTE FOLDER: Please read substitute folder carefully. It is kept in each teacher’s room.

PLANBOOK: Follow the plans and procedures from the planbook. It is important to stick to the schedule and
follow the timeframe.Please pre-read the plans for the day, in case you need to prepare materials and/or look over
manuals. Please do the best to complete the plans, and let the teacher know what was completed. Leave any completed
work for the teacher to look over, some teachers prefer you correct papers; some do not want you to. Always leave a
note for the classroom teacher, letting him/her know about the day.

SPECIAL EDUCATION: Every grade level has SPECIAL EDUCATION classrooms. Teachers cannot legally
share IEP information. Any special accommodations will be made for a student, or written in the plans. All classrooms
have a wide range of ability levels, so often accommodations are made for non-IEP students. Often, a teacher aide or
team teacher will work in the classroom in these classes.

CONFIDENTIALITY: Any information about a child is confidential. As professionals, it is unethical to share
anything about a student with the community or other parents. Also, do not be judgmental; many students behave
differently with a substitute teacher. You must have understanding for every child as you may not know the
circumstances or background.

DISCIPLINE PLAN: Please follow the teacher’s plan. This should be written in the plans or substitute folder.
Routine is essential for classroom discipline. There should also be a bathroom procedure. If you have had discipline
issues, please leave a note for the teacher, under no circumstances would you communicate a discipline issue to the

parents.

PUSH-INS AND PULL-OUTS: Many students work with other professionals in the building. Student(s) may
need to leave for Guidance, K-Lab, Resource Room, Reading Room, Speech/Language, OT, or PT. Any student who
needs these services should be listed in the planbook, with the time and whom he/she goes with. In addition, these
professionals may work in the classroom during certain times during the day.

PARENT HELPERS: Often parents have signed up to help in a classroom. Parents are there to help children,
but should never be put in a “teaching” role.

TEACHER AIDES: A teacher aide is assigned at certain times to help a classroom. The teacher should leave
directives as to what the aide’s duties are.

DISMISSAL: Bus list is posted by door of classroom. Any bus pass notes go to the office, and the child
receives a bus pass to give to the bus driver. Try to do the bus pass notes first thing in the morning, and give the child
the bus pass as he/she is leaving for the bus. Each grade level has a routine for dismissal time; please check with a
grade level teacher. Teachers walk students to the buses.

LUNCH: Line children up by what they are buying.
NURSE: Fill out nurse (1/2 sheet) form before you send a child down to the nurse.

PLAYGROUND: The class should be signed up, take a radio from the end of each hallway, and a FOB from
the office. It is important that all children follow safety rules and are watched carefully.

FIRE DRILLS: Close door and windows. Follow directions posted by the door of classroom. Count heads.

LUNCH COUNT AND ATTENDANCE: Pick up a sign in/password sheet to access the on-line system in the
Main Office. If you are unable to obtain this, please send a list of the students who are absent to the Office. Fill out the
lunch count slip and send to the cafeteria also.

COPY MACHINES: Ifyou are in need of copies, please ask the office or the teacher aide.

MAP: Use the map included to help locate specific rooms in the building.

*A classroom specific substitute handbook can be found in each teacher handbook.






EDEN ELEMENTARY SCHOOL

Substitute Information & Guidelines

Welcome to the Eden Elementary School. We are very pleased that you are able to assist
us today. You, as a substitute teacher, are an important member of the instructional staff. The
services you render to the students and teachers of our school are a very necessary and basic part
of'a good program.

The professional and support staff are ready and willing to assist you in making your stay
as effective and enjoyable as possible. Please feel free to call on us if you are in need of
assistance.

Classroom Teacher Responsibilities

1. The first task is to take attendance at 8:40 AM. Subs will be given a password and
instructions for doing attendance on line.

2. A lunch count (total number buying a lunch for the day) is sent to the cafeteria using the
provided form. These forms can be placed with the office envelopes to be picked up.

3. The Pledge to the Flag will be broadcast over the PA system at approximately 8:40 AM.
Students stand and recite the Pledge with the announcer and remain quiet for
announcements.

Using the Telephone
Each room has a telephone. Dial 4500 for the office and 4715 for the nurse. In most
cases, you can dial directly room to room by dialing a (4) before the room number.

Discipline
1. It is strongly suggested that substitutes re-establish the posted rules for the class. These
rules are in the student handbook as well as the faculty handbook.
2. Free time will encourage misbehavior.
3. After all reasonable attempts to discipline a student have failed, a student may be
referred to the office.

Release of Students
Release of students to parent/guardian is done only through the office. Do not
release students to parents who come to your classroom.

Arrival/Departure Times:

Teachers should arrive as soon as possible after they have received a call from
Absence Management to substitute teach. Students arrive at school and are allowed to enter at
8:30 AM. All efforts should be made to be at the school before 8:15 AM. Students are dismissed
each day at approximately 3:05 PM. Substitute teachers may not leave the building before
3:30pm. Check with the administration if you must leave earlier. Please return all keys, substitute
lanyard, and the Technology Information sheet to the main office before leaving. Please
remember to fill in your time sheet and sign. Please complete the "From the Substitute” report
before you leave. This form should be left on the teacher's desk along with the substitute folder.

Thank you again for teaching our students.

Mrs. Kelly Morgan-LaRosa, Principal



EDEN ELEMENTARY SCHOOL
Teacher Information for Substitutes

NAME GRADE/SUBJECT

Information cards for students are located:

Planbook is located:

Seating Charts:

Test, worksheets or assignments for students can be found:

The person that could help you with my responsibilities is

and can be located in Room

The faculty handbook is located:

Infectious disease control kit is located:

Students with Medical Problems:

Name Condition that may require attention

Fire Drill Route (also posted near door):

Other suggestions:




FROM YOUR SUB

Name Date

How the day went

Notes about lesson plans

Helpful students

Absent Students

Problems

Comments









Eden Middle & High School

Substitute Information & Guidelines

Dear Substitute Teacher:

Welcome to Eden Middle & High School and the Eden Central School District. As a substitute teacher to the
district and building, you may have some questions concerning daily procedures, classroom procedures, or other areas
regarding your position. This guidebook was prepared to make your transition to the building as easy and hassle-free as
possible. Additionally, the manual was designed to act as a reference manual and provide guidance and assistance to all
substitute teachers that work at Eden Middle & High School.

Many of the questions you may have will undoubtedly be answered within the pages of this guide. In addition,
much of the general information you will need to know can be found here, including important telephone numbers,
business information, and contacts within the district. Furthermore, this guide contains information concerning classroom
procedures, daily procedures, discipline techniques and other vital information.

Needless to say, your job will be interesting and challenging. We know that you will react in an alert, resourceful
manner.

All our staff is ready to assist you in making your stay as effective and enjoyable as possible. Feel free to call on
us should you need assistance.

Your objective will be to implement the lesson plans that have been left by the regular teacher. In most cases, the
teacher will ask you to cover a certain amount of material. All efforts should be made to complete this in the time
provided.

Arrival/Departure Times:

Teachers should arrive as soon as possible after they have received a call from Absence
Management to substitute teach. Students arrive to school and are allowed to enter at 7:10 a.m. All effort
should be made to be at the school before 7:15 a.m. Students are dismissed each day at approximately 2:15
p-m. Substitute teachers may leave after a report has been left for the regular teacher, if necessary and keys
have been returned to the main office.

When you arrive at school in the morning, you are to report to the main office and check in with the secretaries.
They will give you your assignment for the day, including the teacher and subject you are substituting for, the keys for the
classroom, and a folder with the teacher’s schedule, computer information, emergency plans, and class information.

Schedules:

Schedules for individual teachers can be found in the teacher’s folder that you are given when you arrive at
school.

The faculty cafeteria/lounge is across from the main office.

General Information
The mailing address of the school is as followed:

Eden Middle & High School
3150 Schoolview Rd.

Eden, New York 14057
Phone: 716-992-3600

Thank you,

Mr. Jeff Cervoni, Principal of Student Programming 6-12
Mr. William McDonagh, Principal of Academics and Operations 6-12
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