
How to Submit a Course/Workshop Proposal

Click on the
desktop icon to 

log on

Click on select item



Proposal submitted to
Instructional Technology
will go to Rocco Varuolo
and the District
Technology team.

Proposal submitted to
Staff Development
Center will be reviewed
by the SDC Policy Board.

Only select one of the
forms to submit your
proposal to.



The brief description should contain all the information you want the participants to see  
about the course. You must make sure that the description also contains the Participant’s
Outcomes.

Click all that applies to the course

This section must be filled out.

This section must be filled out.

Title of your course
Please indicate if the course/workshop is for
Teachers Only or Open to All Staff 



This section must be filled out.

This section must be filled out. This is the Participant's
Outcome (must match what is in the course description).

This section must be filled out. 

Number of max participants
in the course.

If your name is not listed, please type
it in at the bottom section.



Select the number of days for the course.

Select the days and times and location.  

Location will be reserved by Monica , if available.

This information will be
added if needed.

Please fill in each box.
15 hours = 1 In-service credit

There is no fee for Instructional
Technology courses.



Select all that applies to
the course.

Select all, except
Graduate credit.



Select all that applies to the course.



DO NOT select anything in this section.



DO NOT select anything in this
section.

Click "Submit" if your course
is ready or "Save as Draft" to
keep working on it. 



You will also need to create a flyer so that we can email to all
staff. 

Please use canva.com, everyone has a free account. Follow
the steps to register for your school account.



Click on the area circled in red

Follow the instruction to set
up your district account.



Make sure to share and
give Monica editing
rights to the flyer. 

Example: Add Monica Alvarez

Click on the "Share" button

Then add the names of those you
want to share the design with.

We would need the flyer at least 30 days prior
to the start of the course/ workshop to
advertise.  Create the flyer when you submit
your course proposal. The dates, times, and
location will need to be reviewed. 



Should you need help, please contact me 
Monica Alvarez

monicaalvarez@wpcsd.k12.ny.us
 914-422-2438

Location: Staff Development Center 
(Next to the High School)


