WRITING DAY APPLICATION FORM

· Click on Gray boxes, type in responses, and either print or email application to the SI Coordinator at least two weeks before the requested writing day. (Click on File, Send to, Mail Recipient (as attachment))

· Do not request Mondays or Fridays if you requesting a substitute while grading papers.

· Teachers are allowed to request one writing day at a time.  

· Subsequent requests shall be made after each day is used and accountability form (on SSC website) is turned in.

Name of Teacher:            

Date applying:       
Date requested:       
Type of Writing Day requested: 


 FORMCHECKBOX 
Reader  (Name of reader:      )


 FORMCHECKBOX 
Sub for teacher to take Writing Day (see next page)

Purpose of Writing Day:

 
 FORMCHECKBOX 
Grade papers


 FORMCHECKBOX 
Plan for writing assignments including benchmarks, rubrics

Details:


Type of Assignment:       

Purpose of Assignment:       

Approximate # of pages per essay/project:       

Date essay/project was or will be assigned:       

Graded by Rubric?   FORMCHECKBOX 
 yes    FORMCHECKBOX 
 no


Number of students involved:       

Does this match with state standards?   FORMCHECKBOX 
 no   FORMCHECKBOX 
 yes  


If yes, explain which standards and how the assignment matches:


     
Substitute Form Below

	La Cañada Unified School District

SUBSTITUTE REQUEST FORM
for
SCHOOL BUSINESS

Click on Gray boxes, type in responses, and either print or email application to the SI Coordinator at least two weeks before the requested day. (Click on File, Send to, Mail Recipient (as attachment))

Employee Name      
Site       

Date(s) of Absence      
Substitute Requested (if available)      
Purpose:

Funding:

     
     


	
Principal 
Date



Director (if required) 
Date



Deputy Superintendent (if required)
Date


· email this form as an attachment to Mark Ewoldsen

· THIS FORM MUST BE SUBMITTED TO Janice Baumer, Substitute Secretary at the District Office, AT LEAST 2 WEEKS PRIOR TO FIRST DAY OF ABSENCE.

*
This request may be revoked depending on availability of substitutes.


