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DESE-AEL REQUEST FOR

PROFESSIONAL DEVELOPMENT APPROVAL FORM

DESE-AEL REQUEST for PD APPROVAL FORM

INSTRUCTIONS

NOTE:  

· Submission of this PD Request Form may not be necessary. Please check to see if the activity  has been pre-approved by DESE AEL (see the pre-approved listing in Section 6 of the AEL Director’s Guide)

· This form is to be submitted by AEL Program Directors ONLY

· PD credit requests will NOT be granted for in-house staff meetings.  

· Once approved, a local PD activity is considered approved for the remainder of the current fiscal year.

SUBMISSION PROCESS

1. E-mail completed request form(s) to Jessica Caddell at Jessica.Caddell@dese.mo.gov for review.

2. Request should be received at least 10 business days before the activity is to be presented.  NO RETROACTIVE APPROVAL WILL BE GIVEN.
3. Prior to the activity, an e-mail notification will be sent as to whether the request has been approved or if there are additional questions about the request.

APPROVING LOCAL PROFESSIONAL DEVELOPMENT
PD should be:
1. A learning experience where teachers are exposed to ways of improving classroom instruction with the end result being student success.

2. An activity guided by objectives.

3. A structured activity realizing a planned, intentional and focused outcome.

4. Lead or presented by an individual qualified and knowledgeable on the topic.
PD Credit will not be given if:

· The activity involves the director giving a laundry list or “housekeeping” at a staff meeting.

· The activity involves general administration of the program.

· The activity involves corrective action or remediation of staff.

· The activity is spontaneous.

· The activity may not be in the format of phone calls or email.

ACTIVITY INFORMATION
1. Summary of Content Provide a summary of what will be presented to staff. This can be in a narrative form and should include the overall purpose of the activity. 

· Provide any additional information, i.e. brochures, flyers, web addresses, etc. that support the PD request.
· Learner Objectives:   For workshops, describe, in objective form, what the goal of the workshop is (TIP: A “SMART” goal or objective is specific, measurable, achievable, real and timely.  Each objective should be “SMART”.)  The content and objectives descriptions should address one or more of the following areas:

a. Teaching Strategies: what strategies will be provided to enhance the teacher’s instruction in the classroom?

b. Student Success: concepts, techniques or other resources that will be provided to encourage the student in meeting their goals.

c. State Initiatives: concepts, strategies, techniques, or resources that will be provided to initiate and incorporate state-wide initiatives.

d. Technology Usage: training, strategies, techniques or resources that will be provided to improve usage of technology in the classroom by students.

e. Classroom Management: concepts, strategies, techniques, and resources that will be provided to enable teachers to manage their classrooms more effectively.

For college course PD approval, please provide the course description as well as the syllabus if available.  

2. Improving Instruction.  How will this activity improve instruction in your program’s classrooms?  Keep in mind, the number of hours of requested PD credit should be reflected in the thoroughness of your answer.
3. Accountability: How will teacher participation and PD credit be verified?  

A. GENERAL INFORMATION:
	1. AEL Program Name


	2. AEL Director



	3. Name of AEL PD Activity


	4. Training Provider (organization, trainer) and qualifications



	5. Date of Activity


	6. Location of Training



	7. Type of Activity  
a.  Conference              _____       f.  Host Agency Workshop (District/College)    _____
b. Workshop                 _____       g.  Other (list)                                                    _____
c. Computer Training   _____       

d. College Course        _____       



	8.  Number of PD Hours Requested




B.  ACTIVITY INFORMATION:
	1. Briefly describe the content of the activity:


	2. State the learner objective(s) of the activity (if a college course, attach course description and syllabus) : 



	3. How will this PD activity improve the quality of instruction in your AEL classroom(s)?


	4. Accountability: How will teacher participation, completion and PD credit be verified?  
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