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 Long-Term Substitute Request Form
Long-term substitute requests may only be submitted by the Pre-K Project Director. Requests should be submitted to the program’s Pre-K Consultant for approval. 
Directors should review Section 14.3 of the current Pre-K Providers’ Operating Guidelines for Long-Term Substitute requirements before submitting this request. You will receive written notification of the final determination. Failure to notify Bright from the Start of any teacher changes may result in a probationary status and/or reduction in funding.  



                      FORMCHECKBOX 
 Lead Teacher 
   FORMCHECKBOX 
  Assistant Teacher
Project Director: 


PANDA Class ID: 

Program Name: 

Site Name: 

Site Mailing Address: 



City: 

State: 

Zip Code: 

Contact Phone Number: 

Fax: 

E-mail: 

	Long-Term Substitute’s Name
	Social Security #
	Credential Level
	Start Date
	Expected End Date

	

	

	

	

	



	ExistingTeacher’s Name
	Social Security #
	Reason for Leave
	Date Leave Starts
	Expected Return Date

	

	

	 FORMCHECKBOX 
 Extended Medical Leave:                                      
 FORMCHECKBOX 
 Maternity Leave   
 FORMCHECKBOX 
 Student Teaching
	

	



NOTE:  Requests will be evaluated within ten business days of receipt.  Incomplete requests will delay the evaluation process.  During the approved leave period, programs will be funded at the verified credential level of the existing lead teacher.  Failure to notify the Pre-K Consultant of extended end/return date changes will result in reduction of funding and/ or program probation.

Office Use Only

Date Received: 

Consultant Signature: 

Request Approved:       FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	Consultant Comments: 
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