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It is in the interests of every substitute teacher to further their own professional development.

A substitute teacher can attend any relevant training organized by CASS.  Details will be on the ELB Web Site.

The substitute teacher may also be welcome to take part in school based INSET.
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Substitute Teacher Information











       School Address.

















   School Phone Number
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TRAINING 		 	 		     





Always adhere to the school discipline policy and contact the HOD/VP if you require assistance or support.





All school records should be handled confidentially.





An evaluation report of class progress/your feedback should be left with the VP.





Use common sense when an accident/injury occurs, seek help and complete a report form in the G.O.





Never leave pupils unsupervised.





Begin class on time, make expectations clear, provide for pupil involvement, expect good behaviour, be fair and consistent and be prepared.





If you need help/guidance please ask and keep a sense of humour!























EXPECTATIONS





The School expects the substitute teacher to:


Be punctual and dressed appropriately.


Adopt a professional attitude to staff and pupils.


Foster a positive approach to learning and value pupil progress.


Utilise a variety of teaching strategies to meet the needs of pupils with a range of ability.


The Substitute Teacher can expect the school to:


Give clear direction for classes, including and outline of work to be taught.


Provide relevant school policies & procedures.


Receive support and guidance from relevant HODs and colleagues in curriculum and pastoral/disciplinary matters.
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SPECIAL TIPS/REMINDERS
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Welcome to __________ School.  We appreciate your willingness to serve as a substitute teacher and consider you a member of our Professional Team.  It is a challenge to walk into a new situation every day and be an effective teacher, but we know you will do your best to meet that challenge. 





The information in this leaflet should help  familiarise you with the school’s routines and administrative processes as well as your responsibilities and our expectations.















































If you need any further assistance____ during the day don’t hesitate to contact the Designated Teacher responsible for Substitute Teachers, __________________





Signed  —————————-





Principal.





Daily Routines and Procedures:





First of all report to the General Office (G.O.) and __________ will meet you to issue your timetable and classes, plan of the school and any other relevant information.





The school day starts at ____ and ends at _____.





Class Registration is at ______. The roll is marked and returned to the G.O. immediately.  No pupil should be out of class without permission and a roll must be taken for each class.





Emergency Evacuation Procedure:





Exit arrangements are posted in each room.  You must make yourself aware of this procedure.








Money collected should be sent to the GO with 2 pupils and a receipt received.





Photocopying will be carried out by _______________________





Lunch is available in the Dining Hall from __________, or you may take a packed lunch in the Staff Room.








Responsibilities:








Take time to familiarise yourself with the school and its policies & procedures


Follow closely the instructions given by the Designated Teacher.


Maintain good discipline with your classes and adhere to school procedures in handling pupil behaviour.


Follow the lesson plans for the day and try to maintain continuity in learning.  Set appropriate homework and record work set.


Complete a Substitute Teacher’s report at agreed intervals.


Report any broken equipment/damage/incidents to the Designated Teacher.


Report to the G.O. before leaving regarding salary administration.








WELCOME





School Ethos Statement





It is in the interests of every substitute teacher to further their own professional development.


A substitute teacher can attend any relevant training organized by CASS.  Details will be on the ELB Web Site.





The substitute teacher may be welcome to take part in school based INSET where they are substitute teaching.





 








