Substitute Request Form 
Calculation Guide for Maximum Allowable Time 
· Class hours are rounded to the nearest quarter hour (Example A).  
· Prep time is allowed in actual amounts up to ½ of the rounded class time.  The prep time listed below is the maximum allowable based on length of class.  Please indicate only the time used up to the maximum allowable.  Prep time is not rounded (Example B).  

· The prep time calculation is added to the class time and the total time is rounded to the nearest quarter hour (Example B).   

	Example A. Class Times Rounded to the Nearest ¼ Hour
	
	Example B. Maximum Allowable Prep and Total Time

	
	
	
	
	
	
	
	

	Actual Class Times
	Class Times Nearest 1/4 hour
	
	
	Class Times Nearest 1/4 hour
	Max Prep Time
	Total Time
	Max Total Time Nearest 1/4 hour

	50 min
	0.75
	
	
	0.75
	0.375
	1.125
	1.25

	55 min
	1
	
	
	1
	0.5
	1.5
	1.5

	1 hr
	1
	
	
	1.25
	0.625
	1.875
	2

	1 hr 5 min
	1
	
	
	1.5
	0.75
	2.25
	2.25

	1 hr 10 min
	1.25
	
	
	1.75
	0.875
	2.625
	2.75

	1 hr 15 min
	1.25
	
	
	2
	1
	3
	3

	1 hr 20 min
	1.25
	
	
	2.25
	1.125
	3.375
	3.5

	1 hr 25 min
	1.5
	
	
	2.5
	1.25
	3.75
	3.75

	1 hr 30 min
	1.5
	
	
	2.75
	1.375
	4.125
	4.25

	1 hr 35 min
	1.5
	
	
	3
	1.5
	4.5
	4.5

	1 hr 40 min
	1.75
	
	
	3.25
	1.625
	4.875
	5

	1 hr 45 min
	1.75
	
	
	3.5
	1.75
	5.25
	5.25

	1 hr 50 min
	1.75
	
	
	3.75
	1.875
	5.625
	5.75

	1 hr 55 min
	2
	
	
	4
	2
	6
	6

	2 hr 
	2
	
	
	4.25
	2.125
	6.375
	6.5

	
	
	
	
	4.5
	2.25
	6.75
	6.75

	
	
	
	
	4.75
	2.375
	7.125
	7.25

	
	
	
	
	5
	2.5
	7.5
	7.5

	
	
	
	
	5.25
	2.625
	7.875
	8

	
	
	
	
	5.5
	2.75
	8.25
	8.25

	
	
	
	
	5.75
	2.875
	8.625
	8.75

	
	
	
	
	6
	3
	9
	9

	
	
	
	
	6.25
	3.125
	9.375
	9.5

	
	
	
	
	6.5
	3.25
	9.75
	9.75

	
	
	
	
	6.75
	3.375
	10.125
	10.25

	
	
	
	
	7
	3.5
	10.5
	10.5

	
	
	
	
	7.25
	3.625
	10.875
	11

	
	
	
	
	7.5
	3.75
	11.25
	11.25

	
	
	
	
	7.75
	3.875
	11.625
	11.75

	
	
	
	
	8
	4
	12
	12


