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Substitute Teachers

Teachers are to call the substitute calling systemto obtain a substitute for
sick leave. Teachers should call the system as soon as possible when it is
known that a substitute is needed. Substitutes need at |east one hour notice
in the norning before they are needed for duty.

The principal or his/her designee will utilize the substitute calling system
to obtain substitutes for all other |eave such as personal, professional and
jury duty.

If a teacher w shes a substitute to discontinue teaching before the tine
originally requested, the principal should be notified before 3:00 p.m the
afternoon before the teacher plans to return so that the substitute nmay be
notified.

Substitute teachers should report to the office of the building where they
are called to teach and be given a folder with details of the classroom
routine, duties and special daily activities. The principal or designee
should do all they can to nake the substitute teacher’'s day in the building a
| earni ng experience for the students.




