SUPPORT STAFF TRAINING, CONFERENCES AND WORKSHOPS GDMB-R

CLASSIFIED EMPLOYEE REQUEST FOR APPROVAL OF COLLEGE COURSES OR IN-SERVICE EDUCATION PROGRAMS 
I. Prior Approval:
I hereby request approval for the following educational program(s) which I intend to enroll or for which I will soon complete:
	College Course(s)/In-service Training 
	Start Date
	Institution

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please state how the proposed course(s)/in-service will help you in your present or aspiring assignments:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
                                               (      (please check) 
( The course(s)/in-service training was not paid for by Amphitheater Public Schools     

( The course(s)/in-service are in my general field or aspiring field of employment

Print Your Name______________________________________ Site_____________________________
Employee’s Signature ____________________________________________________ Date: _________
Employee Supervisor’s Signature___________________________________________  Date:_________
***Route to HR ***

  HR USE ONLY :                      (   Approved                      (   Disapproved

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^
II. Upon Course(s)/In-service Completion:
                                               (      (please check) 
· An official transcript or certificate of completion is attached (in-service hours are submitted in         blocks of 15 hours)
( I completed the course(s)/in-service on my own unpaid time.
Employee’s Signature _______________________________________________   
Date: _________

( Approved      (   Disapproved_____________________________________  
Date: _________

                                                         Human Resources
In every case, an official transcript or official statement indicating successful completion of the course must be presented to the Human Resources Department no later than October 1st.  
Appeal Process for denial of credit:  When a course or in-service is denied for salary credit, the employee may request a committee review. The course description and rationale statement must be submitted to the Support Staff Development Committee.  The committee may recommend course approval and forward their action to the Human Resources Department.  If the committee also denies the credit, no further action will be taken.[image: image1.png]
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