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The Board recognizes the value of employee's attendance at workshops and conferences as they 

relate to their curricular area. If an individual would like to request attendance at such an in-

service activity, the following steps should be followed: 
 

1. Converse with or write a statement to the building principal, director of curriculum, 

instruction, and assessment, or superintendent, as appropriate, stating the educational 

rationale for attendance at a staff development event at least two weeks in advance of the 

event. 
 

2. Complete the “Conference-Workshop-Meeting Form” to include the necessary registration 

materials and an estimate of the costs using the following criteria: 

A. The District will pay up to the cost of a single room per attendee. Doubling up is 

encouraged whenever practical. A check for the motel expenses may be picked up prior 

to departure or the district office will make advance credit card payment. A receipt must 

be turned in to the office upon return. 
 

B. The school district shall pay up to the following amounts for meal reimbursement. 

(Attach all receipts to expense claim when submitting for reimbursement.) 

 

Breakfast $  7.00 

Lunch  $  8.00 

Dinner  $15.00 

 

C. A school vehicle shall be used whenever possible. If a school vehicle is not available, the 

employee handbook shall govern the amount paid per mile for the use of one personal 

vehicle. 
 

D. In the event that there are more than four attendees, mileage may be paid on a second 

vehicle. 
 

3. The Board will only pay the professional membership registration fee. If an individual staff 

member does not belong to the particular professional organization, the employee shall be 

expected to pay the difference in rate. 
 

4. The principal's decision regarding attendance shall be based upon the following criteria: 

A.  The quality of the educational rationale presented. 

B.  Budget limitations. 

C.  The number of staff members anticipated to be absent on the requested days along with 

the availability of subs. 

D.  Frequency of requests. 
 


