SUBSTITUTE/IN-HOUSE REQUEST

Teacher making request:__________________________________

Day and Date of leave:___________________________________

Is this a substitute or in-house request:_________SUB/IN-HOUSE

If you have a preference list the sub’s name:__________________

Periods the substitute will cover:________________1 2 3 4 5 6 7 8 

Sub’s arrival and departure times:___________to______________

Where can the substitute find your lesson plans and substitute folder?________________________________________________

Do you have any special instructions for the substitute?_________

If this is In-House, you will need to make your own arrangements.  Let me know if you need any assistance.

Periods in-house will cover and name of instructor:

1____________________


5_____________________

2____________________


6_____________________


3____________________


7_____________________

4____________________


8_____________________


LEAVE REQUESTED IS FOR:

_____Athletic Event

(please mark this section)


_____School Activity









_____Field Trip








_____Service Trip








_____Personal Leave








_____Professional Leave








_____Admin. Request








_____Medical Leave

What is your destination?_________________________________

What is your cell phone number?___________________________


