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It’s about CoEnEReER

audits of

T ;83062-con her)

taxpayer e
The Board of Education (the “Board”) recognizes that all administrators, faculty, and staff

members are expected to engage in activities that maintain, enhance and update their skills. For

I I l O n e y. this reason, the District supports a variety of professional development programs, including

conference attendance.

1. Approval of Attendance at Conferences

The Superintendent will approve, and the Board will ratify, attendance by administrators, faculty,
and staff at any conference or professional meeting that they deem to be in the best interest of
the District, and whether such individuals are eligible for reimbursement of expenses under this
policy. Approvals will be based on the recommendation of the appropriate Building Principal or

director/coordinator.

The Board will determine, by duly adopted resolution, that the attendance of members of the
Board or by the Superintendent at any conference or professional meeting is in the best interest
of the District, and whether they are eligible for reimbursement of expenses under this policy.

hisimas



What do | need to do to submit a conference application?
(3-4 weeks out)

==] Checkwithyourdirector or coordinator (/s this in the budget?)

@  Submitto Frontline Aesop (Will  need a sub?)

Submit to Frontline Professiongl Remember: Ifit’s during the school day,
@ you can only apply for CTLE hours,

Develo pment otherwise it’s “double-dipping.”




Complete and Submit
the “Green Form”

* Ifappropriate, don’t forget to add:

Lodging

Meals (Breakfast = $10/max, Lunch =
$15/max, Dinner=$25/max)

Driving? (Attach a Google map of the route.

Must be from the shortest distance to the site,
either schoolor home.) Calculate the mileage

using the current IRS rate.

Tolls? Use this calculator.

Registration fees should be paid directly from
the district



https://calculator.tollsmart.com/

Attach:

The conference description
Your map/transportation information

Your Frontline PD form
Submitto the C & | office for review.




Why are conferences approved by the BOE?

Any time we spend taxpayer monies, including
for subs, the forms are provided to the BOE for
review and approval on the consent agenda.

They are provided with your completed
green form.




Common “Before Conference” Errors:

Form submitted Missing Estimated fees
without all Information
necessary

signatures




* |If this is a BOCES conference, and you

can’t attend you must cancel...even if you
Special Note: BOCES cancel that morning. They will charge the
district otherwise.

Conferences/Trainings




Be sure to save the

conference
completion certificate.

At the
Conference:

Save your food
receipts (no alcohol).




‘g:’&? Manhasset Public Schools i
R ‘4 Excellence Through Effort

e Com P lete the ES CONFERENCE EXPENSE VOUCHER
conference ex pense Echt N Yk S o o o e

tax on rooms and lodging. School District em fficial
g A ployees on official business are exempt from such
sy : lear::elr:alx:n of Exemption Certificate, coples of which are obtainable In advance from the Business Office.
f r % subm'medll I{h e;n_lxgd blllf. '!’o be reimbursed, meal receipts must be an itemized list of what was purchased. Completed form is to
( ) r ' l 0 the Building Principal and forwarded to the Superintendent within 7 days of the completion of the conference.
IAME (please print): PURCHASE ORDER #:

CHooL: STAFF POSITION:

If yO uare * Attach your certificate owrronc ocanox

JATE(S) OF ABSENCE FROM SCHOOL:

requestin g of completion R
reimbursement,

($10 Max) Detailed Receipts

Lunch

* Attach receipts B

($25 Max) Detailed Receipts
LODGING (Paid directly by the District)
GROUND TRANSPORTATION

mileage x ($0.655)
(PRINT/ATTACH GOOGLE MAPS)

1
MEALS

* Be sure you have the

please: proper signatures

 Submit to the Office of
Curriculum & iy
Instruction as soon as R

(From Conference Request Form)

possible. (Don’t wait!) ISR me oY

DATESUBMMTED:

PLANE

TRAIN

BUS

REGISTRATION FEES
(Paid directly by the District)

PARKING
OTHER (specify)

m
TRANSPORTATION

w
OTHER
EXPENSES

d
5

GNATURE OF CLAIMANT:

THIS IS TO VERIFY THAT EXPENSES HAVE BEEN APPROVED FOR THE ABOVE CONFERENCE

DATE:
PRINCIPAL/ADMIN: TR
JRCHASING AGENT: —
SUPERINTENDENT:




After the Conference, go to Frontline PD to
“Mark Complete”

Once your request has been approved, you will see it under Approved and/or In-Progress on
your Learning Plan page. In order for the hours to show on your transcript, you must complete
the following steps:

e (Click Manage:

d Approved andfor In-Progress (1 Record(s))
i Virtual Training for Math Teachers 07/24/2020 07/24/2020 Out-of-District Request

e Click Mark Complete:

[x] Please use the "Mark Complete' button (below) to submit this request for final approval. If an evaluation has been assigned, you must complete the evaluation before you can use the
Mark Complete button. Any required evaluations will be listed below,

r Actions

CY oovrioad Caocr i 0
— o 0
CE O




frontline help guide
(general user)

How to attach

a certificate of
completion (or
any other file)
on Frontline
PD:

FRONTLINE HELP GUIDE (GENERAL USER)

My File Library:
Certificates received for PD sessions that you have attended can be uploaded and

stored in My File Library. To upload a certificate, go to My Info and then My File

Library:
NAVIGATION )
MY INFORMATION
)
() Insigl
& el My Evaluations My File Library %
i T
UL My Info 3 My PG Profile My Certificates
Click Upload a File:
My Files o
a O Fimy Wiesm Archived Files
Mo Files Yer
| feor usi in Profassioeal " "
b gl I

Choose your certificate from the documents on your computer. Once you have
uploaded your certificate, you will see it under the My Files icon:

My Files &
L | My Files

Orpanization Files Q 1 File View Archived Files

L o
@ BrandyHall.pdf

FDF | In Progress


https://s3.amazonaws.com/scschoolfiles/4557/frontline_help_guides_.pdf
https://s3.amazonaws.com/scschoolfiles/4557/frontline_help_guides_.pdf

Other things auditors flag:

[e]

YOU PAID, BUT DIDN’T ATTEND THE PURCHASE ORDER IS CUT YOU REQUEST REIMBURSEMENT
THE CONFERENCE AND SUBMIT AFTERTHE CONFERENCE AND THE PAPERWORKIS
FOR REIMBURSEMENT. OCCURS. INCOMPLETE.



Conference
Quick Guide

Essential DOs v/

Submit all forms 3-4 weeks
ahead

Get director's budget
approval first

Let district handle
registration payment

Keep all conference
certificates

Save eligible receipts

Critical DONTs X

Submit
unsigned/incomplete
forms

Pay registration personally
Skip BOCES cancellations

Delay reimbursement
paperwork

Request POs after
conference



Need help?

Contact the Office of Curriculum & Instruction R _Chowske@manh
X7741 or 7742


mailto:Rebecca_Chowske@manhassetschools.org
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