Process for Professional Leave Request

e Upon approval from the supervisor to attend an external professional learning opportunity the
certified staff will complete the USD 480 Leave Request Form, this needs to be submitted two
weeks prior to the event.

USD 480 Leave Request Form

Completing the form:

o

Regqistration: The employee(s) are responsible for registering themselves. Once the request
is approved, the employee will receive notification of the approval (by receiving a google
calendar invite). The employee will register for the training/conference. The employee will
contact for a purchase order number, credit card, or provide an invoice for the district to pay
by check.

Hotel: If there is a specific hotel or conference center where the training/conference is taking
place, the employee will fill in the “Hotel Preference” sections. If this is the case the employee
needs to provide the room block/group rate information, for the conference. If there is not a
specific hotel/conference center where the training will take place, the district will book rooms
at a Holiday Inn Express, Fairfield Inn, Hampton Inn, Best Western Plus, or Comfort Inn.
These hotels usually give the State-Government rate. We will book a hotel nearest to the
training.

Vehicle Information: The employee will complete the name of the person driving. It may be
more than one person, The district will put the request under the first person listed. Complete
dates, leave and return times. If the employee is taking their own vehicle, they will document
that in the “Vehicle Information” section. The district will not pay for fuel if this has not been
approved by a district level supervisor. If the district is requesting the employee take their
own vehicle due to shortage of district vehicles, the district will provide a gas card or
reimburse rate for mileage established by the school board.

Commercial Travel Expense: The section is only filled out when the employee(s) will need a
flight. Note conference beginning and ending times for scheduling flight needs.

Meals: The employee will enter the number of meals requested. Review conference agenda
for needed meals. Meal per diem allowances are as follows: Breakfast-if leaving before
6:00am, Lunch-if leaving before 12:00pm, Supper-if returning after 6:00pm. If the
training/conference is taking place in Kansas the regular meal per diem rates are $13 for
breakfast, $15 for lunch, and $26 for supper. If the training/conference is taking place out of
state, the district will use the rate for that state following guidelines from:
gsa.gov/trave/plan-booker/per-diem-rates

Account Number: The employee/supervisor should provide an account number.

Narrative Description of Leave: Employee is required to enter a description or explanation of
how the leave will benefit them or the district.

Signatures: The employee needs to share the form with their supervisor for signature of
approval and account number, and Alvaro.mendoza@usd480.net for remaining approvals
and information.
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https://docs.google.com/spreadsheets/d/1ZiXrSv5pz_DAoRME5iHPfip1qRxZhaAfduSMZ11m188/edit?usp=sharing

