BOSTON REED COLLEGE®

Allied Health Training Programs
Substitute Information Form

Instructor: If you know in advance of an absence for which we have obtained a substitute, please complete this form and send it to the substitute instructor.  This is an important step to ensure a smooth transition for your students in your absence.  You can complete this form by hand or electronically.  The Substitute Information Form is located on our website www.bostonreed.com under the link For Instructors, click on Documents, then select Substitute Information Form.
	Date(s) of substitution:
	

	Class location: Address where class is located.
	

	Classroom: Room number and any other info helpful for the substitute to find the classroom.
	

	Lesson plan: Indicate where in the program you are, ie, week or module #, textbook chapters, etc.
	

	Teaching method: Indicate what is scheduled, ie, lecture, lab, etc.
	

	Labs: If lab is scheduled, indicate the lab and where supplies can be found.
	

	Quizzes: If quiz is scheduled, indicate which quiz and where the copies can be found.
	

	Attendance/quiz scores: Indicate where attendance and gradebook is kept. If these are not available to the sub, provide directions as to how to get that information documented and to you prior to your return.
	

	Laptop/projector: Provide location of laptop and projector as well as any special directions on usage.
	

	Supply cabinet: Indicate type of storage, ie, BRC cabinet and standard key or is storage provided by site. If so, make arrangements for substitute’s access.
	

	TV/VCR: Provide location of TV/VCR if needed as well as any special directions.
	

	Contact numbers: Provide name and phone numbers of site personnel contacts, site emergency contacts and any other contact information that would be helpful to substitute.
	

	Other information: Provide any other useful information for the substitute, ie, room heating and ac info, site security processes, etc.
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