Application for Conference Attendance

Signature Queue:	Participant
Principal
Instructional Coordinator or Director
Executive Director
Associate Superintendent

[bookmark: Text1][bookmark: Dropdown3][bookmark: Text2]Name:       	School:       

[bookmark: Text3][bookmark: Text23]Assignment:       	Are you Nationally Certified?      

[bookmark: Text4][bookmark: Text5]Previous conference attendance supported by CCPS:   Year:      	Event       

[bookmark: Text6][bookmark: Text7]Name of requested conference:*       	Date:       
[bookmark: Text22]Location of Conference:       
[bookmark: Text8]* Attach copy of conference brochure or provide internet link:       

[bookmark: Check4][bookmark: Text9]I am requesting:	|_| 	Professional Leave for        days
[bookmark: Check5][bookmark: Text10]	|_| 	Registration fee requested in the amount:  $       (County Funds)
[bookmark: Text20]		or provide funding information:       (Local School Fund or Grant Fund)
[bookmark: Check6][bookmark: Text11]	|_| 	Transportation and expenses in the amount:  $      
Details, as needed:

[bookmark: Check1]For this conference, I am	|_| an organizer or officer of the sponsoring agency
[bookmark: Check2]	|_| an accepted presenter [attach session description]
[bookmark: Check3]	|_| a participant

[bookmark: _GoBack]Attach a brief narrative addressing these questions:

1. Which CCPS priorities does this conference address?  
2. How will this conference benefit you, your students and your colleagues?
3. Form a key question you hope to answer as a result of your attendance at this conference (see Conference Participation Report):
Example:  What strategies will help me engage my low performing students in more rigorous reading and improve their reading comprehension?
4. How will you share the information gained in your school or beyond?

Expectations
A. Obtain authorization before registering for conference or making other arrangements (at least 10 days prior to conference date).
B. Attend all available sessions at the conference.
C. Respond to the conference reflection and report page (attached). Include receipts for all expenditures.
D. Be prepared to share information with colleagues at your school or in a larger staff development format.

Participant Signature: 			Date:	

Principal Signature: 			Date: 	
	Principal’s signature supports:
[bookmark: Check7]|_|Attendance only
[bookmark: Check8][bookmark: Text21]|_|Attendance and funding – indicate fund to be used:      
	Comments:

Instructional Coordinator/Director Signature: 			Date: 	
	Instructional Coordinator’s signature supports:
|_|Attendance only
|_|Attendance and funding – indicate fund to be used:      
	Comments:

Executive Director Signature: 			Date: 	
	Comments: 

Associate Superintendent Signature: 			Date: 	
	Comments: 

Conference Participant Report

[bookmark: Text18]Name of Conference:      

[bookmark: Text17][bookmark: Text19]Name:      	School:      

Upon return, submit this report to your Executive Director along with itemized receipts for allowable expenses. 

	Before you go to the conference, form a key question that you want answered by the conference sessions.





Describe the sessions attended.
	Session Title
	Key Ideas – related to your key question

	


	

	


	

	


	

	


	


Extend table or add additional sheets as needed.

How will you implement the ideas in your assignment?
	






How do you propose sharing your new knowledge with colleagues?
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