 Bath County Middle School

Individual Flexible PD Pre-Approval Form 


An individual flexible professional development activity is an activity other than those required by a school’s professional development plan and/or administration that is aligned to the specific goals of an individual’s professional growth plan, the school/district comprehensive school improvement plan, or a corrective action plan. The front of this form must be filled out prior to attendance and the back must be completed after attendance. After the entire form is completed, it should be submitted for credit.

Name of Staff Member: _________________________
School: ______BCMS___________
Date of Request: __________
Signature of Staff Member: _______________________

Workshop/Activity: ____









Date(s) of Activity: _______________________
Hours Requested for this Activity: ______

To what Goal/Objective in the PD plan, IPGP, or CSIP is this related? _____________________

______________________________________________________________________________

______________________________________________________________________________

To what date listed in the school calendar for PD will this activity be credited? ______________

Guidelines:

· This form must have the prior approval of the building PD Coordinator and the principal (once approved keep this form until completion of activity).

· No credit will be awarded for activities specifically prohibited by the Kentucky Department of Education (i.e., CPR and first aid training)  

· Travel time and meals cannot be counted toward credit hours.
· No credit will be granted for activities completed after May 1st of each year.
· Credit is contingent upon being employed/working in the district for the entire school year.
· A professional leave form describing expenses must be approved before the PD activity.   *The form must include an agenda and the approval of the building PD coordinator and the principal.
· A standard invoice (F-75) must be completed, signed by the building PD coordinator and principal, and returned to the central office if expenses are to be reimbursed.
· Attendance must be documented by a certificate of attendance or by having a workshop agenda signed by the presenter/facilitator.
· This sheet must be returned to the building PD Coordinator with evidence of completion after the activity is completed - credit will be given only with proper documentation.
Please note: It is the responsibility of the person making this request to fulfill all guidelines.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Consideration of the School PD Coordinator and the Principal

_____ 
The above request compliments our school PD plan, the individual teacher’s IPGP, or the school/district CSIP and is approved for _______hours of PD credit.

_____ The above request is rejected.






______________________________
____________





Signature of School PD Chair/Coordinator


Date


______________________________
____________






Signature of Principal     



Date

Reflection:

After you return from the approved flexible PD activity, please provide a written reflection of the activity. In the space provided below describe what was learned or gained professionally from this activity, how the activity will impact your current practice, and how you will apply what you have learned as a result of this activity, etc…


Verification of Attendance by Staff Member

I certify that I have attended the above workshop/activity and have documented this by attaching a copy of my attendance certificate or signed agenda.  I am requesting _____hours of PD credit.


______________________________
____________





Signature of Staff Member 



Date
20__-20__





The front of this form must be completed prior to the activity.





The back of this form must be completed within 30 days of completion of activity.














What did you learn from this PD activity?









































How have you applied what you learned in your classroom?









































How did this new learning impact your current practice and student achievement?











