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Keep a code key with your substitute teacher
information, or keep the key inside your plan
book.

Use the left-hand column as a reminders section
. for information such as the following:
code your plans for easier . . 9

* times of meetings or conferences

le, when writing plans bt aes . :
re groups of students, use d : oo M 2 eo; alliban
e asssmbly reminders

pen for each group. If you dre . . o
: = student information such as individual

ole-group lesson, you may wish : , Yo, Bl ; ¥,
to use a different color for each subject. Use o : S=SETRE RS BRI OIS S ar IIRe SE FRENS

brightly colored pen to highlight special events or : Pe“"’o”g' remirjders ,
: » imstructional aide assignments

supplies that are required for each lesson. 1 .
: * supplies needed for art or hands-on lessons
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Wait 1o complete the student list until after a
permanent class roster is established. Complete
the list in pendil, allowing for changes in students’
names, telephone numbers, and addresses.

spaces provided. Photocopy |
it mear the classroom calendar.

L

= SUBSTITUTE TEACHER INFORMATION %

important
happening
d throughout the

Update these pages pericdically throughout

the year. Post a note on your desk stating where
substitute information can be found in case of an
unplanned absence. Photocopy these pages,
and give d copy 1o your school secretary or
instructional assistant.

\
e

Ponning checklists 1o stay organized,
7= important daily and weekly tasks, and
at has been completed at a glance.

TUDENT & TEACHER LOGINS/P

This template offers o simple solu

all student and tea c:helr logins/pass _ LONG-TERM PLANNING %

and any helpful

Use these pages 1o record the following
with the account.

imformation:
= themes or units for the year
* grading period dafes
* svaluation deadlines, supply orders, or
field frip requests
* comvention, registration, or in-senice dates
* parent-tecacher conference datfes
* standardized-testing dates

o

= WEEKLY SCHEDULE %

Fhotocopy this template to create o customized
management tool that best meets the needs of
your class. Use it to schedule parent conferences,
small-group instruction, center rotations, and so
much more.
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PARENT/GUARDIAN
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