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HELLO!

Thank you so much for subbing in my room. | hope you
have a wonderful day and enjoy my class as much as |
do! It's an awesome group!

In this binder you will find all the information you need
about my class. Please take note of the Classroom
Procedures and Health Information pages.

If you're unsure about anything, you can reach out to
our other teachers.

Please let me know how the day goes by filling out the
Today’s Report form in this binder.

Thank you again!
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CLASSROOM
PROCEDVRES

School begins at 8:30 a.m. Monday through Friday and students begin arriving
approximately 20 minutes before the start of the school day. Students should

hang up their belongings before entering the classroom, turn in any homework,
and begin their morning work. Students may eat breakfast at their desks.

Affendance

Please take attendance as soon as possible each morning along with the lunch
count. Use the class list and seating chart provided to verify all students are
accounted for. Attendance should be submitted to the main office by 8:45 a.m.
If a student arrives after attendance has been submitted, please notify the
main office.

end o Do

Approximately 15 minutes before dismissal, students should clean their work
areas, organize materials, and pack their backpacks. Students are dismissed
according to their transportation plans. Walkers, bus riders, and parent
pick-up students should follow their normal dismissal routines.
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CLASS SCHEDVLE

8:30 AM Class Starts

8:45 AM Morning Meeting
9:.00 AM Reading

10:15 AM Math

11:15 AM Recess

11:45 AM Lunch

12:30 PM Science / Social Studies

Art (Monday & Wednesday)
1:30 PM Music (Tuesday & Thursday)
Library (Friday)
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2:15 PM Writing
3:20 PM Pack Up & Dismissal
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CLASSROOM
RULES

We listen to learn.

We respect everyone.

We make safe choices.

We take responsibility for our actions.
We use kind words.

We work hard.

We learn from our mistakes.

We help others succeed.

We take care of our classroom.

We do our best every day.
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HEALTH
INFORMATION

Medication Tngsrmation

Students should never carry medication unless approved by the school.
If a student requests medication:

Do not provide any medication.
Contact the nurse immediately.
Send the student to the health office if directed.

Emergency, Procedures-

If a student experiences a severe allergic reaction, breathing emergency,
seizure, diabetic emergency, or other serious medical concern:

Contact the nurse and notify the office immediately.
Follow directions provided by school personnel.

Do not leave the student unattended.

Keep students calm and supervised.

If any health-related incident occurs during the day, please leave detailed
notes for the classroom teacher, including:

A EEEEEEEENRN

Student name

Time of incident

Actions taken

Staff members contacted
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EMERGENCY
PROCEDVRES

The safety of students is our highest priority. In the event of an emergency, remain
calm, follow school procedures, and keep students together at all times.

Fure Drill,

Have students stop what they are doing immediately.

Take the class roster, attendance sheet, and emergency folder.

Line students up quietly at the classroom door.

Exit the building using the posted evacuation route near the classroom door.
Walk students to the desighated assembly area.

Take attendance and account for all students.

Remain with your class until an administrator gives the all-clear signal.

Severe Weather / Temads Drild,

Take the class roster and emergency folder. Escort students to the designated
shelter area. Have students sit quietly against the wall and face inward.
Students should cover their heads with their hands if instructed. Remain in the
shelter area until school administration gives an all-clear.

| sckdewn Procedure

Lock the classroom door immediately.

Turn off classroom lights.

Move students to the designated safe area away from windows and doors.
Instruct students to remain silent.

Do not open the door until authorized personnel provide an all-clear.
Remain calm and reassure students while maintaining silence.
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~. TODAY'S REPORT =

How did the day go?

Is there anything you did not get to?

Which students struggles with lessons?

Which students did great with lessons?

Additional Notes:
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Contact the nurse and notify the office immediately.
Follow directions provided by school personnel.
Do not leave the student unattended.
Keep students calm and supervised.
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	Text2: Thank you so much for subbing in my room. I hope you have a wonderful day and enjoy my class as much as I do! It’s an awesome group!

In this binder you will find all the information you need about my class. Please take note of the Classroom Procedures and Health Information pages. 

If you’re unsure about anything, you can reach out to our other teachers.

Please let me know how the day goes by filling out the Today’s Report form in this binder.

Thank you again!
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