Little Oak Nursery School Substitute Policy 
2025-2026

From LONS Employee Handbook:
TAKING LEAVE: 
Employees must complete a digital leave form (see below and on Staff Hub.) Please complete in advance of taking leave and indicate the substitute who has been secured. (Staff will be provided with an approved list of substitutes.) An exception to this would be for sick leave. If taking sick leave for a scheduled appointment or in advance for a sick child, please complete the form and secure the substitute. If an unexpected illness occurs, and you are able, please try to secure your own substitute. If you are unable to do so, call the Director and she will arrange one for you. 
https://docs.google.com/forms/d/e/1FAIpQLScmMZNqKqsoUWe1ShGPZgQLq8UdeKe8Z-zImg7NvEazaEkYWA/viewform?usp=sharing&ouid=103659926227716657432

During this inaugural year, there are a few additions to our substitute process:
1. Substitute Coverage
· Substitutes will not be required for standard classes or Enrichment classes when staff ratios do not necessitate coverage.
· If there are extenuating circumstances, please consult with Amy.
2. Requesting a Substitute
· If a substitute teacher is needed, please attempt the following in order:

a. In-building staff, as they are most familiar with the children and the new LONS routines.
· For the MWF 3-Day 3/4 class, please first check the availability of Lindsay Marrion or Anne Walsh, as they are in the building on those days and work with this class.
· If their schedules or curriculum responsibilities do not allow them to cover, please proceed with the standard substitute policy.
b. Approved substitutes from the LONS Approved Sub List.




3. Leave Requests
· Unless there are extenuating circumstances, we prefer not to approve leave for both assigned classroom staff (or Enrichment staff) on the same day, in order to support continuity and serve the best interests of the children.
· If this situation arises, please see Amy.
· Typically, leave will be granted to the first person who submits the request through the leave portal.
4. Substitute Log
· Once a substitute has been secured, please complete the Substitute Log: 

https://docs.google.com/forms/d/e/1FAIpQLScmMZNqKqsoUWe1ShGPZgQLq8UdeKe8Z-zImg7NvEazaEkYWA/viewform?usp=sharing&ouid=103659926227716657432

