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MONROE COUNTY INTERMEDIATE SCHOOL DISTRICT
Human Resources Department and Legal Counsel

1101 S. Raisinville Road

Monroe, Michigan 48161

734-242-5799 x 1200/1210  FAX 734-322-2660
www.misd.k12.mi.us
REQUEST FOR TEMPORARY 
LONG-TERM SUBSTITUTE AIDE FOR CLASSROOM
This form is to be used to request approval for a TEMPORARY long-term substitute aide for a classroom due to student numbers or student needs. The supervisor generates the form and sends it to Michelle Brahaney for approval. Michelle forwards it to Betsy Taylor prior to placing the sub aide in the classroom.  SUB AIDES ARE PLACED FOR A MAXIMUM OF 9 WEEKS AND MUST BE REEVALUATED AFTER NINE WEEKS AND RE- APPROVED. 

Today’s date:      
Supervisor requesting sub aide:      
Classroom needing sub aide:      
Beginning date sub needed:       until      
Reason for sub aide:      
If you know a sub aide you would like to use, please indicate:      
Other staff in classroom:   
Teacher:      




Teacher Aide:      




Program Assistant:      




Long Term Sub Aides:      




Number of students in class:      
Signature of Supervisor: ____________________



    (By typing my name above, I agree that I have created this document)

Approval: ____________________
Date:      

     (By typing my name above, I approve the placing of a sub aide)

Received by Human Resources: ___________________________

Substitute Aide placed into position: ______________________________

cc: 
Nancy Swanson


Terri Kelley
�








The Monroe County Intermediate School District does not discriminate on the basis of race, color, national origin, age, sex, marital status, religion, disability or handicap


