




































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













Jeffrey Sortisio, Superintendent of Schools 

Jeff Cervoni, Principal of Student Programming 6-12 

William McDonagh, Principal of Academics and Operations 6-12

Eden Middle & High School First floor 
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