A Professional Development Conference Request Form should be completed for any professional
absence except:

Title 1 Schoolwide Meetings SAGE Days WAKCE Testing
Accompanying students to events IEP/DEP Administrative Directed

If in doubt, fill out a Professional Development Conference Request Form.

Teachers should always put reason/explanation in AESOP under notes to
administrator with coding information.

Professional Development Approval/Communication Process:

Teacher

= Completes Professional DevelopmentRequest and submits to building principal

Principal

»Reviews request for alignment to building and district goals

sEnsures it is complete

= Confirms coding for substitute/prof absence and expenses/registration

»Signs and forwards to Barb O'Brien if approved, returns to teacher if not approved

Curriculum Director

=Reviews if aligned with goals

=Review district activity (number of subs in district, special events, etc.)
»Sends aresponse to teacher/principal

sEnters approval into ddistrictata base for tracking purposes

Teacher

sEnters leave request into AESOP usning information on approval response
s|f applicable completes requistions, registers for conference, reserve school vehicle, etc.
= Complets follow up form after attending conference/activity




