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PROFESSIONAL DEVELOPMENT REQUEST FORM
Please fill out the required information below and return to the Head of School in advance of making ANY plans to attend a Professional Development event or training session.  All requests MUST be approved prior to making any plans and spending any money.  Money spent on events prior to approval will be at your own expense.  
Teachers may not plan to attend trainings or workshops that adversely interfere with their instruction.  Exceptions must be approved by the Head of School.  Final approval for any event is at the discretion of the Head of School.  You will be notified via email if/when the event has been approved.  
Once it is approved, you will need to complete an expense reimbursement report in accordance with the MEVA policy.  The Head of School will approve the report and the Accounting Supervisor will register the staff member for the appropriate workshop.  A printout of the website or workshop details is required to be submitted to the Accounting Supervisor for appropriate documentation.  Thank you for completing the following form.

Teacher/Staff Member Name:				
	



Professional Development Workshop/Session Title(s):
	



Description:
	





	


Date(s) of Event:	

Dates Required for Travel (if overnight stay is required): 
	



	


Registration Fee:  

	


Cost of Workshop Materials (if any):  

	


Estimated Cost of Food:   

If travel away from home is required, one may expense meals, per the MEVA policy, but must never include any alcoholic beverages.
	



Estimated cost of Mileage:
A printout from Google maps is required to justify travel if reimbursement is needed. 
	



Estimated Cost of Airfare:   


Employees should always go with the cheapest airfare available.  

	


Estimated Cost of Hotel:   

Employees should always go with the cheapest airfare available.  
Purpose of Event:  Describe why this event would benefit MEVA students and/or parents.  
	





Also, describe how attending this event might help you develop personally or professionally.
	





Describe your plans for sharing what you’ve learned with colleagues after the event.
	






How do you anticipate implementing the results of the training into your own classroom/job?
	




