
    ​ ​
____________________________________________________________ 

 
REQUEST FOR PAYMENT – ADDITIONAL PREPARATIONS 

 
School Year​ ​ ​  

 
1st Semester_____​ ​ 2nd Semester​​  

(Please check only one of the above) 
 

 
Teacher’s Name: ____________________________________________​  
 
Building: _________________________________________________________​ 
 
List the courses you are teaching that require four (4) or more preparations. 
 

1.​ ​  ​ 2   ​  
 

     3.  ​ ​ *4.  ​  
 
     *5.  ​ ​ *6.  ​  
 
​ ​ ​  
______________________________________________________________________
Teacher’s Signature​ Date 
​ ​ ​  
______________________________________________________________________
Principal’s Signature​ Date 
​ ​ ​  
_____________________________________________________________________
Deputy Superintendent’s Signature​ Date 
​ ​ ​  
_____________________________________________________________________
Business Manager’s Signature​ Date 
 

Additional Preparations. If an employee has more than four (4) or more 
preparations per semester in an academic area, that employee shall be granted 
either one (l) additional preparation period per day per semester or be paid five 
hundred dollars ($500) per semester for each additional preparation as 
determined by the Employer. The academic areas shall be limited to English, 
world language, mathematics, science, and social studies.  

 
(Please forward to Education Services.) 

Rev. 12/2025 


