ETFO - TLETL PL Application Package
2017-2018
Please use the following pages to aid in your application for professional learning funding.  If you require help at any time please talk with your school Steward or call the Local’s office at 

(705) 324-4751 or 1 (877) 324-4751.
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RATIONALE 

To define professional learning is to consider its outcome. When teachers seek to augment their knowledge or skills, the benefits are far reaching, affecting both their students and their colleagues positively for years to come. 

The goals of the TLETL PL Committee are to subsidize the cost of professional learning opportunities for TLETL teachers, to facilitate different approaches to this learning, to support teacher initiatives towards this end and to strengthen the levels of expertise and leadership skills in the Trillium Lakelands District School Board. 

Pre-Activity Requirements
	Pre-Activity “To do list”
	Done 



	Read the entire terms of reference. Copies are posted on the TLETL Express email conference. It is the responsibility of the applicant to understand the opportunities available and the restrictions. 


	

	Complete Section A – Application


	

	If a supply teacher is requested, inform your principal of the dates that you will be away.  Have your principal acknowledge that you have shared this information by having them sign the Application form. 


	

	For Conferences, attach a photocopy of your completed registration form to Section A – Application. 


	

	Send Section A – Application with a copy of the registration form by email, courier or fax to:

Tammy Timmins, PL Committee Chair, Leslie Frost Public School, (705) 324-7222
It is the responsibility of the applicant to ENSURE that the application has arrived. 


	

	Monitor your First Class account for a confirmation email from PL Chair, Tammy Timmins.  Please note that it may take up to two weeks to approve an application after receipt.

	

	Notify Tammy Timmins (PL Chair) if there are any changes to your PL activity. (ie, course cancellation, course dates change, inability to attend)

	


	SECTION A                     APPLICATION


NAME:________________________________________________________________ 

SCHOOL: ______________________________  F.T.E. (e.g. full time, .5, etc.) ______

TYPE OF PL REQUESTED - Please select one of the following: 

___ AQ/University Course 


___ Conference

___ Other Course 




___ Support/Mentoring

CONFERENCE/COURSE NAME: _________________________________________ 

DATE(S) of PL: ______________________________________________________
(please indicate the START and END dates for event)

	OCCASIONAL TEACHER NEEDED:       YES or NO     # of Days Requested: ______  
REGISTRATION:                                                                                         $ __________   

(Max. $525 for AQ/University Courses, $520 for conferences-see Terms of Reference for breakdown of allowable expenses, $300 for other courses)                     


_______________________________________________________    ___________________________ 

Signature of Applicant                           

 


Date

_______________________________________________________________

Acknowledgement of Principal (if occasional teacher coverage is required)

Email/Courier/Fax applications and supporting
Tammy Timmins
documents to: 
Leslie Frost Public School
(705) 324-7222
	Office Use Only

	Date Received 
	
	Registration     
	

	Application # 
	
	Hotel/Meals/Mileage 
	

	Membership Checked 
	
	Occasional Teacher Costs
	

	Previous Funding?
	
	
	

	School’s Current Total
	
	Total Amount Approved
	

	Registration Form In
	
	
	


Approval email sent: _______________  If not approved, Why? : _______________
POST-ACTIVITY REQUIREMENTS
***PRIOR APPROVAL MUST BE OBTAINED***

	Post-Activity “To do list”
	Done

	Complete and sign Section B Invoice.


	

	Submit all official receipts, showing HST (if any), for registration costs during their PL experience with Section B Invoice.  Credit card statements will not be accepted.

	

	Write your name on all receipts and then staple all receipts to the Section B form.

	

	Photocopy your entire package before you send it in and keep this copy for your own records.


	

	A complete package includes:
· Official registration receipts showing HST (if any)
· for AQ courses, confirmation of successful completion (transcript/letter)
· Section B – Invoice

Send completed package via email or board courier to:  Michael Mayes-Stewart
                                                                                       TLETL

* This package must be received within three (3) weeks of the PL Activity for conferences and within six (6) weeks for AQ courses. 
(If the PL activity took place over the summer months, it must be received within the first 3 weeks of school for conferences or within the first 6 weeks of school for AQ courses) If more time is required, call Michael Mayes-Stewart.
Please note that reimbursement is done by the employer and will be done through direct deposit.

	


Failure to submit documents as outlined immediately above may result in the forfeiture of all approved funding, including occasional teacher costs. 

	 SECTION B                  INVOICE


Complete and submit this form along with supporting documentation/receipts to the TLETL Office within three (3) weeks of the PL Activity for conferences and within six (6) weeks for AQ courses.  If the PL activity took place over the summer months, it must be received within the first 3 weeks of school for conferences or within the first 6 weeks of school for AQ courses.

NAME: _______________________________________________________________ 

SCHOOL: _______________________________ F.T.E. (.5, full time, etc.) ________ 

TYPE OF PL COMPLETED - Please select one of the following: 

___ AQ/University Course 



___ Conference

___ Other Course 




___ Support/Mentoring

Conference/Course Name:______________________________________________

Start and End DATE(S): _______________________________________________

OCCASIONAL TEACHER USED?  
 
  Number of days:_______________

REGISTRATION:                                                                            
 $ _________   

(Max. $525 for AQ/University Courses, $520 for conferences-see Terms for allowable expenses and amounts, $300 for other courses)      

__________________________________________________________
  ____________________ 

Signature of Applicant                           

 


Date

Email/Courier invoices and supporting documents to: Michael Mayes-Stewart










TLETL

	Office Use Only

	Reimbursement to Member
	

	Occasional Teacher Costs
	

	Total Cost to Fund
	

	Signature of TLETL Vice-President
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