Substitute Instructions

(To be completed by the classroom teacher) 
Teacher Name:  __________________
Substitute Name: _________________

Date:  ___________________________
Sub Instructions

General Instructions:

1) Take attendance and record absent and tardy students on the records sheet.

2) Assign work listed on the back of this form.

3) Report each class’s behavior on the back of the record sheet 

4) At the end of the day make a copy of the day’s attendance and turn in the copy to the office.

Special Instructions:

1) Please have all students leaving sign out.
2) Students are not to use any lab equipment.

3) Please collect all work at the end of the hour.

4) Students are not allowed in to the cabinets or storage areas.

5) Students may read a magazine when their work is completed.

	First Hour           Course __________

Instructions:                                                                                   



	Second Hour       Course __________                                                     Same As Above 

Instructions:



	Third Hour          Course __________                                                     Same As Above 

Instructions:



	Fourth Hour       Course __________                                                      Same As Above 

Instructions:



	Fifth Hour           Course __________           Lunch ____                       Same As Above 

Instructions:



	Sixth Hour          Course __________                                                      Same As Above 

Instructions:



	Seventh Hour      Course __________                                                     Same As Above 

Instructions:




