

Checklist for Planned Absences

· Submit Leave Request

· Call Subfinder/Use Online Subfinder

· Clean up desk (so other papers do not go missing)

Checklist for Sub Folder/Plans

· Class Roster

· Seating Chart

· Detailed Lesson Plans (See Attached) that are easily understood.

· All necessary handouts/worksheets—labeled for subject area

· Notes about procedures

· List of helpful students in each class 

· Place folder/plans on desk with a clearly visible label

Note on being gone multiple days in a row:  


Keep it simple but organized.  Have each day have its own plan, label, color, etc.  Enter the days on Subfinder as separate days (more like to get a sub).  

