
SUB CALLER
INFORMATION/ INSTRUCTIONS
 
Text or Call 413-485-8684 between 2:30- 8:00 pm the day before OR 
5:00- 6:45 am the day of absence
 
You will receive a response to your text, call, or email to confirm your message 
has been received
 
Email questions or sub plans to sromani@stgrsd.org during the above windows of time.  All assignments should also be posted on Teams
 
When calling out please provide the following information: Your Name, the date, which building, the reason you will be out and if you require sub coverage.
If you are out for a family member, please identify who you are out for (son, daughter, spouse etc.); if you are out sick, please state if you are out with Covid.
 
When you know in advance you will be out (for ANY reason- illness, Personal Day, 
[bookmark: _GoBack]Field Trip, Family Illness, Professional Development, Bereavement, Jury Duty etc.), 
let Sue Romani know as soon as possible.  
Please notify Sue even if you will not require sub coverage.
 
Helpful Hints
 
The sooner you call the better! The more notice, the better chance of getting coverage.
The quickest way to get a response is by sending a text.
Sue is cc’d on all green sheets sent to Lisa Bousquet.  You do not need to forward them to her.
Be sure to leave rosters for all classes in an accessible sub folder or out on your desk.
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