Per sonal Expectations

Staff will demonstrate self-respect, respect ftweos, and respect for all things in
their environment.

A safe and productive learning environment willrbaintained for all individuals
at school and at school related activities.

Conflicts will be handled without the use of viobenor threats of violence and
with respect for the rights of all.

Daily Proceduresfor a Substitute Teacher

The professional duty day in all Prairie View builgs is from 7:45am until
3:45pm Monday, Tuesday, Thursday and Fridayn Wednesdays, the duty day
lasts from 8:45am until 3:45pm due to weekly professional meetings in the
morning. On any day that you may be called latthémorning, we will
understand you may not make it on time and hopemthueport as soon as
possible.

Pleasecheck in andcheck out of the office at each school where you are to
substitute. Substitutes should wear a substitudgdor identification. A folder
with information for the substitute will be fourwl the classroom on the teacher’s
desk or given to you in the office.

Require all students to be seated according tdaeggating chartsif such charts
are provided.

Daily or hourly attendance must betaken. Check with the front office on
attendance procedures for each school. Also che&kALL PASS policies for
each school.

Perform lesson plans and instructions as commueuday the teacher. Leave
written notes as the plans are executed. A refgitogress on lesson plans
should be left for the classroom teacher. Additiomdes on special problems and
outstanding progress are encouraged to be lethéteacher.

Phones should be used for school business ontgrnl calls are completed by
dialing a 4 digit number.

For emergencies which requireimmediate medical help dial 9911 for
emergency dispatch and have a neighboring teactstudent notify the office.
For all other emergencies or procedures which at@fthe ordinary, contact the
office.

Tipsfor a safe, successful day

Familiarize yourself with tornado and fire drillquedures that should be posted
nearby on classroom wall. Any school emergendiesilsl be reported to the
office immediately. In the event of an evacuationng your folder along with
class rosters, attendance records, etc. to enbwfeyaur present students are
safe.



* No student is to leave the classroom unless theeyathorized.

* Do not, under any circumstances, leave a groupudests or class unsupervised.

» If there is a personal emergency or you must I¢aeduilding, check in with the
office. Likewise, check back into the office upon youura.

* Inform the principal of any unusual incidents tbatur during the day, especially
those which may necessitate a conference withrestiidents or parents. In the
event of any accident or health problem, the schaae and principal are to be
notified.

» Organize classroom activities and maintain cordgral discipline that is
conducive to a learning environment.

» Exercise mature judgment that reflects the ettstaidards of the teacher
profession.

« DO NOT LEAVE the school grounds until you have followed propgadent
dismissal procedures.

* Plan for extra time in the classroom. At timesrethe best plans do not follow a
strict time schedule. Plan ahead with alternadistévities for situations where
time is a problem. Students need to be continyaosblved in learning
activities.

* Collect and leave assignments due for the regedahter.

* Be a good supervisor by assisting in hall, luncit, ather appropriate
supervision. Following the expectations of regslaiff is expected and will be
much appreciated by your co-workers and admingstsat

» Ask your building administrator for assistance @tedmining building procedures
or for specific information not provided herein.

» If discipline procedures are a concern, ask foistasce early. Do not wait until
the end of the hour or day to report problems @etek assistance. We expect our
students to observe disciplinary standards andtafirto insure a quality learning
environment.

We would like to re-emphasize the important role substitutes assume in the
Prairie View School District. We hope you feel pog about yourself and the daily
positions you accept. Please observe a positippaph in seeking information and
in finding solutions to problems.



