Substitute Binder — Special Education
Fill this in once at the start of the year, then update only what changes. CONFIDENTIAL — keep in a locked space.
	TEACHER
	ROOM
	GRADE / PROGRAM
	SCHOOL YEAR

	
	
	
	



	WELCOME — READ THIS FIRST



Thank you for covering this classroom. This is a special education setting, so a few things will look different. Three things matter more than finishing the lesson plan:
1. Keep the routine and the schedule. Predictability prevents most problems here.
2. The paraprofessionals know these students well — follow their lead on student support.
3. If a student escalates, do not physically intervene. Follow the behavior page and call for help.
Anything else the sub should know:
	
	

	
	

	
	



	STAFF IN THIS ROOM



	NAME
	ROLE
	HOURS
	SUPPORTS WHICH STUDENTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	If you need help right now: Main office ext. ____ · Nurse ext. ____ · Case manager ____________ ext. ____ · Nearest SPED teacher, room ____





Daily Schedule
	TIME
	WHAT HAPPENS
	WHERE
	WHO LEAVES / ARRIVES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Student Quick Reference
Use initials only. CONFIDENTIAL.
	INITIALS
	COMMUNICATES BY
	NEEDS HELP WITH
	DO NOT DO THIS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Classroom Procedures
	ARRIVAL



	
	

	
	

	
	



	BATHROOM



	
	

	
	

	
	



	SNACK / LUNCH



	
	

	
	

	
	



	TRANSITIONS



	
	

	
	

	
	



	TECHNOLOGY



	
	

	
	

	
	



	DISMISSAL



	
	

	
	

	
	





Behavior & Emergencies
	WHAT IS NORMAL IN THIS ROOM (do not treat as misbehavior)



	
	

	
	

	
	



	IF A STUDENT ESCALATES



	INITIALS
	EARLY WARNING SIGN
	WHAT HELPS
	WHO TO CALL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Do not physically block, restrain, or move a student. Do not remove a student from the room alone. Do not argue or negotiate during an escalation.



	MEDICAL



	INITIALS
	CONDITION / ALLERGY
	WHAT TO WATCH FOR
	ACTION

	
	
	
	

	
	
	
	

	
	
	
	



	FIRE DRILL / LOCKDOWN



	
	

	
	

	
	





Note Back to the Teacher
	DATE
	SUBSTITUTE NAME

	
	



	WHAT WENT WELL



	
	

	
	

	
	



	WHAT WAS HARD / WHO HAD A ROUGH DAY



	
	

	
	

	
	



	ANYTHING TO FOLLOW UP ON



	
	

	
	

	
	



	WHAT WAS NOT COVERED
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