Trips/Sickness/ Personal Day Request Procedures

Sickness

· If you feel sick the night before school, please call Sub Central right away

· As soon as you know you will not be coming it to school, please 1) notify Jessica by texting 914-720-3575, and logging in to Sub Central and requesting a sub. Calls for subs begin to be made at 5:30 AM so please enter your request as early as possible but at least an hour before the start of the school day. 

· Enter the teacher report time to indicate that classes begin at 8:45 AM. 
· Email Lisa, and Jessica that you have called Sub Central, who you requested, and the job ID number, and who was assigned (if someone has been assigned already) . 

· Email materials to Jessica if you are able to 

· A form will be left in your mailbox for you to fill out. Return this form to Jessica. 

Trips

· Field Trips need to be approved by Lisa at least 2 weeks in advance of the trip

· Fill out trip information sheet (chaperones, price, food, transportation) and a sample permission slip for parents

· If possible, arrange for one of the teachers in an ICT class to attend the trip. Please notify Lisa if there is a need for a sub in the class. 
· Order buses or get subway passes from Dawn (at least 1 week in advance) 

· Notify Dawn if you will need bagged lunches and how many students will be attending the trip

· Lisa will let you know if you should request in house coverages or a sub from Sub Central based on whether students who are not going on the trip can be combined in to other classes. 
· Permission cannot be given for students over the phone to attend a trip. 

· Lisa will notify Jessica of who is covering classes

· Provide lessons and materials to staff covering classes

· If you need Jasjit to attend with a specific student, please ask her 2 weeks in advance, or ask the parent of the specific student to attend. Students with health issues should remain with the classroom teacher, not a parent chaperone. 

Personal days 

· Must be requested from Lisa 2 weeks in advance by completing a Personal Day Request Form and putting the form in her mailbox. 
· If Lisa approves the personal day, she will notify you and add it to the google calendar

· Coverages

· If your advisory can be combined with another advisory, let Lisa know. If there are not many trips that day, she will ask you to request in house subs. 

· If you have 5 classes, set up a sub through Sub Central at least 1 week in Advance (718-935-6740; https://subcentral.eschoolsolutions.com) 
· Please request Dante or Narkiz
In addition…………..

· All teachers need to have 2 emergency sub lesson plans on file for each class, with photocopies made. Bring these to the main office where they will be kept. If one plan is used, please replenish it within a week. Due date; 1st plan and materials by Monday Sept 22nd and the  2nd by October 6th.  

· If a non-staff sub is teaching your class, please do not plan a lesson using laptops unless a TYWLS teacher will be able to supervise. 
· If you are covering a class, please put a copy of the coverage slip in Jessica’s mailbox. 

