
ALBUQUERQUE PUBUC SCHooI.S
SPECIAT EDUCATIOI{

IEP SUBSTITUIE NOTIFICATIOI{

Revised procedures for use of Special Education Substitutes for Multidisciplinary Team (MDT)
and Individualized Education Program (IEP) lt'leetings:

Schools are allocated lEP Sub days by the Special Education Department at the b€ginning of the
schod year. These subs ctn be used only for MDTS and/or IEPS for students with disabilittes
and cannot be used for the Gifted. It is critcnl hat thes€ subs are not requesEd or used for
other pumoses slnce the monies being used are federal funds and are speciffcally for studenb
with disabllities.

1. When requestjng an IEP su4 the normal APs request procedures hrough SEMS (substitutes
Employee Management Slsnem) are followed. only the first teacher who needs sub coverage
on a given day or conse€utive days should request a sub and is the one who reporb the
absence. The absence reason for an IEP is 14' Cost Acmunt is 217'2Lot.L176'321,

2. the request should be made at least ten (10) working days prior to the day the sub is
needed.

3. Once an IEP sub has been requested and a job number obtained. this form should be mailed
to your Program Support Specialist, which is then given to Finance at Coronado Comple\.

4. Additional forms can be requested from Coronado Comple)(

JOB NUMBER

tor Program Suppott Specialist fot Cl|l3bt

Frcm:

Sd|ool: l-oca$on #

Date(s) Sub R€$ested (IEP Dab

umber of Full Dry(s) t{unb€r of Hall Day(s)

Li* Teadre|l Udng Sub!

Progrdm support Specialish Please fcnt/ard to Spedal Edu€tion Budget office.
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