PASADENA ISD ATCP 
SUBSTITUTE CODE VERIFICATION FORM
MENTORS/INTERNS
Please complete this form when requesting a substitute for a Pasadena Alternative Certification teacher and mentor.  Fax to Letty Pena at 713/740-4007 and we will supply the necessary sub code.  Each intern is allotted seven opportunities for a substitute per year.
Date Sub Used:

Intern:





Campus:

Mentor: 





Campus:

Intern Requesting a Substitute:



Shared Half Day with Mentor

Half Day 






    (circle one)

Mentor Requesting a Substitute:



Shared Half Day with Intern

Half Day          All Day







    (circle one)

Please indicate which alternative program you are with:

Pasadena ATCP ________

Non-District Alternative Program ________



Principal’s Signature:
Please use the following sub code for your Intern or Mentor requesting a substitute.

Sub Activity Code:  __ __ __ __ __ - __ __ Authorization Signature: ______________
(Attention: Please only submit forms as needed; ATCP will only process forms within the payroll period that the absence occurs. This form will be faxed back to the campus secretary with the activity code and authorization signature. Please file for your records.) 

(For substitute information for all other teacher training programs contact Jerry Dennis at 713/740-0278.)

