Memorandum

From the Office of Curriculum and Instruction, Stafford Public Schools

To: District Faculty and Staff
From: Steven M. Autieri, Director of Curriculum and Instruction
CC: Steven Moccio, Jolene Piscetello, Marco Pelliccia, Tim Kinel, Susan Mike, Jonathan

Campbell, Steve Montgomery, Caroline Hargraves, Anna Gagnon, Peggy Falcetta
Date: December 15, 2018

Re: Professional Development Request Process

To establish clear procedures and processes for requests to attend professional development workshops and
seminars, the Office of Curriculum & Instruction is establishing consolidated guidelines for quick and easy
reference to be kept accessible throughout the year. This will reduce the number of leave requests that have to
be returned for additional information. The district professional development request form has been updated to
eliminate duplication of some of the requested fields. Please ensure you are using the revised form available in
the T-drive.

Professional leave requests must be submitted at least 2 weeks prior to the scheduled workshop for
approval. Prior to attendance being granted for any professional learning, your building principal/supervisor, the
Director of Pupil Services and/or the Director of Curriculum must grant approval. You are not permitted to
register for any workshop until all signatures have been received. Failure to adhere to this policy will result
in the request being denied. Please plan in advance to allow sufficient time to get all required approval
signatures and receive the form back before the leave date(s). Unless there are verified extenuating
circumstances, no leave requests will be approved if received less than two weeks prior to the date of the
workshop. A flow chart has been included to help summarize the order of steps to ensure timely approval and
return of all professional development requests.

Effective January 2, 2019, all approved professional development days must be entered into IVEE in order to
assist building principals and administrative assistants in tracking staff that will be out of the building each day.
The form sent by Lori Dobson at the start of the year has been included with this memo to help walk you through
the process if you have questions.

Please feel free to contact the Office of Curriculum & Instruction should you have any questions or suggestions
for the modifications to the process.



Stafford Public Schools
Professional Learning Request and Documentation Process

Mepl Select Professional Learning aligned to school, district or individual goals.
Step 2 :
At least 2 weeks prior to the date of the workshop, complete district PD
Form (found on the "T* drive in the "Forms" folder) and submit to
building principal/supervisor for approval.
step 3
School forwards Pupil Services Or | Non-Pupil Service requests
requests to Jolene Piscetello for are forwarded to Steve
approval which will be passed on to Autleri for approval.
the Curriculum Office for final
approval.
Step d e !
Original forms are returned to teachers, who will, upon approval,
register for workshop and request substitute if needed.
Step 5

Staff can log their Professional Day request into the IVEE portal,



Stafford Public Schools

IVEE Employee Web Portal —

Instructions for Requesting Professional Days

The Stafford Public Schools Web Portal can be accessed from any device through the link
available on the district website (www.stafford.k12.ct.us), under
“Notifications”>"Faculty and Staff”>”Links”>"IVEE Stafford Employee Web Portal”. Requesting

Professional Days for workshops/seminars:

> Login using the same user name and password that you use when you first access

the district computer system each day

> Click on the “Employee Resource” tab in the blue bar

.| Stafford Public Schools” Web Portal
Online Workflow and Employee Self Service

rldav MNovember 16, 2018 Information Center
Compensation
Welcome Beneficiaries

‘Welcome to the Stafford Public Contracts

the secure location of the site.

login with your network 1D and £ Profile

> Click on “Request Time Off”

Actions= Plan Summary

Tax Withholding Forms

rces  Employee Resources Human Resourc

ded this secure on-ine site to further enhance thy
e as your network login. Please DO NOT CLICK
u will need to answer some venfication gusstions

Leave Plan Beg. Earned = Used Adj. Avail. Pending Ap
Q Professional 0.0000 0.0000 0.0000 0.0000 0.0000
Q Sick Leave - Non-Certified 12 Month 150,0000 | 15.0000 0.7500 -2.0000 | 1622500
Q Personal Leave - Non-Certified 12 Month 0.0000 5.0000 1,5000 0.0000 3.5000
Q Vacation - Non-Certified 0.0000 | 20.0000 4.0000 0.0000 16.0000
Q acation Carry-over 2 month 10.0000 0.0000 10.0000 0.0000 0.0000
Q Other 0.0000 0.0000 0.0000 0.0000 0.0000

| Request Time Off |


http://www.stafford.k12.ct.us/

> Click on the day you wish to take next

Actions~ &l Request Time Off

Select Dates
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| Next || Cancel |

> Click on professional

Ations~ o Reguest Time Off

Selact Dates Select Type
Deerliain Available Pededing Apgrswal Fiiture Scheduled  Progected Avalabbs
?!c:fe_l:ﬁ_lcfn.ﬂ ¥ -'! : 1] _n

Pegsonal Leave - Non-Certified 12 Moeath 1] ] 35
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0 0 b 0

a 0 t] 0

Eack || Next | Cancel

> If you are taking a partial day (Admin. & Certified Staff can only request a %2 day or a
whole day) (Non-Certified and Non-Affiliated Staff can request in % day increments).
Make sure to put .50 for a half day in the box and adjust the from and to days to reflect
the time requested.

Actions~ s Request Time Off

Select Dates ) Select Type Partial Day Requests

11121118 1 Days From: 8,00 AM
Dleas:

s otz

| Back H_NJ‘ Cancel |

> Complete reason then submit request



STAFFORD PUBLIC SCHOOLS
REQUEST FOR PROFESSIONAL DAY OR CONFEREMCES

MNANE: SCHOOL:
Please check one: DATE OF REEQUEST:
Zelf-zelected (one per Tear) OR Distrct request by (adminiztrator)

Pernmizsion is requested to attend

OIganization, swent, convention, meeting
to be held in on
{Ei.t}' and Stare) Diateqs)

ANTICIPATED PARTICIPANT OUTCOMES (IlN REGARD TO GOAL):

FOLLOW UP INFOEMATION SHARING! Enowledge and resources from the workshop will be shared during:
[ ] Faculty Meeting [ ]eLc [ ] Department Meeting [ ] Cossiculum Meeting

Funding Source: Fleaze check one |:| Dhstrict Funds I:l Building Funds I_l Grant fspacife’

Estimated expenses for which I will request reimbuszement are: (mileage reimbursed onby for Distnict Requests)

Travel 3 Regiztration § Total §
I (wall} (will not) need a substimte for the above days. Full day AL or P.ML
(Flezse check one) {Flease check one)
Approved by: Approved by:
Drirector of Special Servioes (if applicabls) Frincpal o Supercisor
Final Approwval:
0 Afileage Heimbursement Approval Drirector of Crordechon and Instraction

Stere Anter

MITEAGE REIMELUREEMENT

After attending worleshop, if mileage reimbursement has been approved, please complete the following
and submat to:

|:| Dir. Cur/Instr. |:| SHS |:| SIS |:| SES |:| WS |:| sV |:| Pupil Servicas
Diate:

Actual Mileage: Travel: Number of miles x 5043 permile Total Mileage Reimbursement %
Starting home or school address:

Address of workshop/ conference:

Ending home or achool address:

Mote: Director of Curriculum and Instruction MAST receive this form along with the completed registration form and
purchase order (if applicable) at leazt 2 weeks prior to date requested to be considered for approval.
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