[bookmark: _GoBack]SUBSTITUTE POLICY: Tutors planning to miss 2 consecutive weeks of class and who provide at least 1 weeks’ notice may request a substitute by completing the form below.  
TUTOR REQUEST FOR SUBSTITUTE

Tutor’s Name _________________________________________________
Phone number______________________E-mail_____________________
Day and time of tutoring________________________________________
Dates needing a substitute______________________________________

Name of Student______________________________________________
Telephone number____________________________________________

Books and Level used by your student
(Please circle the name of the book and level)
Longman Literacy
Exploring English:	 1	2	3	4
Grammarwork:	1	2	3	4
English, Yes! Series:	3	4	5	6	7
Other_____________________________________

