
 
Request for Guest Teacher Coverage 

Please complete fully and submit to Substitute Office: silva_kate@svvsd.org 
 

Today’s Date: SVVSD ID#: 

Teacher Name: 

Building: Subject / Grade: 

Date(s) of Absence:  Time(s) of Absence: 

Name of Activity: 

Is a Guest Teacher Required:    ⃞   YES      ⃞   NO 

  ⃞   I have already contacted the following Guest Teacher & they confirmed they will take the assignment: 
 

_______________________________________________________________________________________________________________________________ 

  ⃞   Please list this assignment on Red Rover to find a Guest Teacher. 

Teacher Signature: 

Name of person providing the budget code:                                                               

Authorized Signature:                                                                                                             Ext:  

Select activity reason and complete budget code. If code is left blank  - this form will NOT be processed. 

  ⃞   Leadership Team:  10 . 6 __ __ . __ __ . __ __ __ __ . 0120 . 207 . __ __ __ __ 

  ⃞   Student Activity & Community Programs:   

23 . __ __ __ . __ __ . __ __ __ __ . 0120 . 207 . __ __ __ __ 
27. __ __ __ . __ __ . __ __ __ __ . 0120 . 207 . __ __ __ __ 

 ⃞   Professional Development:   

10 . __ __ __ . __ __ . __ __ __ __ . 0120 . 207 . __ __ __ __ 
22 . __ __ __ . 00 . 22 __ __ . 0120 . 207 . __ __ __ __ 
27 . __ __ __ . 00 . 3305 . 0120 . 207 . __ __ __ __ 

 ⃞   Miscellaneous or Extra Teacher Sub: 

 __ __ . __ __ __ . __ __ . __ __ __ __ . 0120 . 207 . __ __ __ __ 

 ⃞   Outside Source Paying for Guest Teacher - Finance Office will invoice  
Please send contact information (name, email & phone number) to silva_kate@svvsd.org  
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