SUBSTITUTE INFORMATION

Welcome to Everton!

Here are a few guidelines that may make your day a little easier:

1.
You are in charge of your class while here.  We want this to be a positive experience for you.  Begin the day by establishing good order and your day will be much easier.  Please try to complete the lessons that have been left for you.

2.
Lesson plans should be found on the teacher's desk and schedules (including recess, hall duty etc.) are posted in the classroom or in the substitute folder.

3.
Lunch may be purchased in the high school or elementary office.  Elementary teachers must eat in the cafeteria. Following lunch please take your class back to your classroom in an orderly fashion.  7th through 12th grade teachers may either eat there or in the workroom.  

4.
One good way of keeping frustrations down is simply to keep your students busy.  Substituting is a difficult, stressful task.  At Everton, however, it is not a thankless task.  We greatly appreciate your work here.  If you find that students complete the work more rapidly than the teacher anticipated, please check to see if the teachers have left additional or alternate assignments.  If there aren’t feel free to create assignments of your own to keep the students busy.

5.
For elementary special classes(art, music, p.e., and library) you need to take the class to the appropriate classroom and pick them up at the end of the class time.  The counselor comes to your classroom.  All students are expected to walk in a straight, quiet line at all times when traveling to other parts of the building.

6.
High school teachers should step into the hallway between classes to help monitor behavior.

7.
There should be a questionnaire for you to fill out to give the teacher feedback.  There should be room for you to leave a note to inform the regular teacher about the successes and problems of the day.

8.
Please check in with the principal's secretary each time you substitute for us to insure that you are credited properly for each day of service to our district.  If it is your first time with us this year please be sure to stop by the superintendent's office to fill out a W-4 form.

9.
We hope you have a very pleasant experience at Everton.  If there is any way that we can help you throughout your day please do not hesitate to ask any member of our faculty.



















Thank You!

