
July 1, 2013 

 

SUBSTITUTE SYSTEM FIXED WORK SCHEDULE  
 

WORK SCHEDULE—SAMPLE 
 

Employee Name         Jane Doe                                                  
Title            Instructional Assistant                                                                                                

 
Monday Tuesday Wednesday Thursday Friday 
8:00-8:30 

Consult with staff 
regarding Title I 

students/curriculum 

8:00-8:30 
Consult with staff 
regarding Title I 

students/curriculum 

8:00-8:30 
Consult with staff 
regarding Title I 

students/curriculum 

8:00-8:30 
Consult with staff 
regarding Title I 

students/curriculum 

8:00-8:30 
Consult with staff 
regarding Title I 

students/curriculum 
8:30-8:45 

Break 
8:30-8:45 

Break 
8:30-8:45 

Break 
8:30-8:45 

Break 
8:30-8:45 

Break 
8:45-9:15 

Special ed. support 
8:45-9:15 

Special ed. support 
8:45-9:15 

Special ed. support 
8:45-9:15 

Special ed. support 
8:45-9:15 

Special ed. support 
9:15-10:00 

Small group reading 
9:15-10:00 

Small group reading 
9:15-10:00 

Small group reading 
9:15-10:00 

Small group reading 
9:15-10:00 

Small group reading 
10:00-10:30 

Small group math 
10:00-11:00 

2nd grade Title I 
reading/math 

10:00-10:30 
Small group math 

10:00-11:00 
2nd grade Title I 
reading/math 

10:00-10:30 
Small group math 

10:30-11:00 
2nd grade Title I 
reading/math 

10:30-11:00 
2nd grade Title I 
reading/math 

10:30-11:00 
2nd grade Title I 
reading/math 

11:00-11:30 
Lunch Break 

11:00-11:30 
Lunch Break 

11:00-11:30 
Lunch Break 

11:00-11:30 
Lunch Break 

11:00-11:30 
Lunch Break 

11:30-11:45 
Individual special ed. 

student catch-up 

11:30-11:45 
Individual special ed. 

student catch-up 

11:30-11:45 
Individual special ed. 

student catch-up 

11:30-11:45 
Individual special ed. 

student catch-up 

11:30-11:45 
Individual special ed. 

student catch-up 
11:45-12:35 

Small group math 
11:45-12:35 

Small group math 
11:45-12:35 

Small group math 
11:45-12:35 

Small group math 
11:45-12:35 

Small group math 
12:35-1:05 

Small group writing 
12:35-1:05 

Small group writing 
12:35-1:05 

Small group writing 
12:35-1:05 

Small group writing 
12:35-1:05 

Small group writing 
1:05-1:20 

Break 
1:05-1:20 

Break 
1:05-1:20 

Break 
1:05-1:20 

Break 
1:05-1:20 

Break 
1:20-1:40 

Title I prep 
1:20-1:40 

Title I prep 
1:20-1:40 

Title I prep 
1:20-1:40 

Title I prep 
1:20-1:40 

Title I prep 
1:40-2:30 

First grade Title I 
reading/math 

1:40-2:30 
First grade Title I 

reading/math 

1:40-2:30 
First grade Title I 

reading/math 

1:40-2:30 
First grade Title I 

reading/math 

1:40-2:30 
First grade Title I 

reading/math 
2:30-3:30 

Title I lesson 
planning and 

student learning 
plan follow-up 

2:30-3:00 
Title I lesson 

planning 

2:30-3:30 
Title I lesson 
planning and 

student learning 
plan follow-up 

2:30-3:00 
Title I lesson 

planning 

2:30-3:30 
Title I lesson 
planning and 

student learning 
plan follow-up 

3:00-3:30 
Bus duty 

3:00-3:30 
Bus duty 

  

 


