Absences Management / AESOP Tips

For Classroom Teachers

When booking a Substitute, consider the following and include in the job description.

Parking
e  Parking stall number, on street, visitor parking.

e If you need your spot, let the sub know they need to park somewhere else.

Teaching Assignment

e  Grade level / subject, any special courses. (Music, French, Math, ect...)
e  Ensure that you update your teaching assignment at regular intervals.

Start & End time

o If different from AESOP. Half day AM subs are done at noon. Speak to
administrators if coverage is needed.

Supervision
° Morning, Lunch, After School. Special instructions.
e  Half day AM subs are done at noon and can not required to stay past 12
to completed supervision.

Leaving the School

° Is there a Mass / celebration, field trip, swimming lesson, etc?
e  Walking / Yellow Bus to new site. Subs may have mobility concerns.

Special Activity in school

e  Dance, assembly, pep rally, SU activity, PJ day, wear school colours.
e  Does the sub need to bring anything?

Lesson Plan

e As much detail as possible. Attach to AESOP or emailed.
e Inadvanced allows subs to be better prepared for your students.

Immersion/ Bi-lingual School
e Do you prefer a fluent-speaking sub or does it matter?

Class Roster

e Leave a class roster for each class you teach.
e  Subs no longer have access to student pictures through power school.
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For Replacement Teachers
When accepting a sub job, consider the following:

Arrive Early / Start Time

° 15 - 20 minutes, Confirm start times in Replacement Teacher Handbook.
e  Call or email the school to confirm. AESOP isn’t always perfect.

Supervision
e  Be prepared for lunch time or outside supervision & dress accordingly.

Afternoon Posting

e  Avoid afternoon job if you know it will be impossible to get there on time.
e Check with teacher to make sure there is no misunderstanding if you will be late.
e  Confirm what time you need to be there in the PM. (12:01, 12:30, ect...)

Take specific notes

e  Anecdotal records on unique situations. Notes on how each class went.
e  May choose to leave contact information if the teacher has any questions.

Take attendance

e  Confirm with the school. Is it AM and PM, for each class, ect...
e  Power School log in: ##Sub_Year ie: Sept 1, 2016 = 1Sub_2016

School Keys

e If they are not available to you, keep door locked in case of lock down.
e  Return keys to the office, may require you to trade your keys for school keys.

Lock Down & Fire Drill

e  Familiarize yourself with lock down (is attendance required) and fire drill procedur
e  Familiarize yourself with Emergency Binder, not all schools are exactly the same.

Canceling a Job

e  When you accept a job but find you absolutely have to cancel, please let the schoc
and the teacher you were to replace know as quickly as possible. After 8 PM the
night before you will not be able to pick up another job for that day.
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