

	Special Services1500 S.E. 4th
Moore, OK  73160-8232
405.735.4310
FAX 405.735.4399

[image: MPS]

	CSPD Instructions 
[bookmark: _GoBack]for Registration and/or Substitute


COMPREHENSIVE SYSTEM OF PERSONNEL DEVELOPMENT   -   CSPD

CSPD APPLICATION MUST BE PRE-APPROVED FOR CSPD MONIES TO BE USED FOR 
SUBSTITUTES and PREPAID REGISTRATION 
Requests for registration for state and regional workshops and/or substitutes will be reviewed by our local CSPD committee according to the following criteria:      
· Workshops or conferences must be related to Special Education.
· The requester must be a parent, special or regular teacher, administrator, or classified person working with special needs students.
· Requester must be willing to share information received with other staff members.
· Funds are available for registration and substitute fees.  The total dollar requested including substitute should not exceed $150.   Requests for amounts in excess of $150 must have written justification accompanying the application.
· Request may not be approved if methodology does not meet research-based standards.    
· Complete the Special Services CSPD Application for Registration and/or Substitute according to the directions below.                                                      

Requesting Prepaid Registration 
· The workshop needs to be a minimum of 30 days from date this completed application arrives at Special Services.  
· Attach a workshop flier to your application.  
· If the workshop is not in Oklahoma, Cleveland County, Canadian, Grady, McClain, Potawatomie or Logan counties attach an approved “Out of District” form.  
· If the workshop is out-of-state, your trip must be School Board approved.  The Board will want to see approval of your CSPD paperwork.  Put a note on your packet to the Board, asking them to forward the paperwork to Special Services after your trip is approved, or if time is short, you may want to bring it to Special Services.  
Requesting Substitute   
· Attach training/workshop flier to the application, or submit a brief memo with your supervisor’s signature giving dates and location of the training, how many days a substitute is needed, and any additional information that may be pertinent to this request.   
· Special Services does NOT call for substitutes.  You will be responsible for calling and arranging for your own substitute.  
· If your workshop is not in OK or Cleveland County, send an approved “Out of District” form.  
· If it is out of state, School Board approval is required.  The Board will want a copy of your CSPD paperwork attached to your request.      
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