
Staff Development Protocol/Procedures 
 
Staff Development Funds are to be used to support the Warroad School Boards Goals: 

1. Improve student achievement 
2. Develop a plan for facility use and improvement 
3. Provide clarity, communication, capacity, and connections for all constituents 
4. Provide leadership in the responsible stewardship of resources 

 
Requesting to attend a training:  

 
~Workshop Request Forms: The Google Request Form is located on the Warroad Public School 
Website. One form will need to be filled out for each individual attending a workshop/training. If attending 
with multiple people, each person needs to fill out his/her own google form request. These completed 
forms keep track of expenses for each approved individual attending a training. 

Location of request forms:  
Warroad Public School Website-Menu-Staff Resources-Staff Development Form 

 
~Please be mindful that all workshops need prior approval in order to receive funding. Please submit 
requests as soon as you know you will be going to a training. A minimum of two weeks is needed to 
review requests. Requests take time to acknowledge, review, and be approved by the staff development 
committee. The staff development committee meets once per month. Last minute requests may not 
receive approval. Contact the co-chairs if a last minute request arises.  
 
~Co-chairs will review and present requests to the committee. If approved by the committee, co-chairs will 
contact individuals with approval/denial details. Please wait for approval before making arrangements.  
 
~All staff members will be responsible for making their own transportation requests, hotel reservations, 
and workshop registration. Please contact the business manager in the business office for financial 
questions and assistance. Contact the transportation director for transportation assistance.  
 
 

Information needed on the Workshop Request Form: 
Registration: 
~Upon approval from staff development, each individual is responsible for making their own registration 
arrangements. Please provide the business manager with a copy of the registration information. For 
financial questions or assistance, contact the business manager.  
 
Hotel: 
~Upon approval from staff development, you must make your own hotel reservations. When making room 
reservations, you should ask if they offer a governmental rate. For payment- please ask if the hotel will 
accept a purchase order as a form of payment. If they do not, ask if they accept a credit card 
authorization. If they accept one of those options, please provide a copy of your registration/confirmation 
to the Business Manager. She will then make out a purchase order and send it to the hotel with your 
confirmation. Please be sure to ask if there are any parking fees associated with the hotel. If they do not 
accept either of the above options, you may choose to pay for your hotel and submit a request for 
reimbursement. Please submit the receipt for your hotel and you will be reimbursed the full amount, 



including tax. If the district paid for the hotel, please keep the receipt and turn it into the business office 
upon returning.  
~If sharing a room, designate one person to enter the information into the google request form.  
 
Transportation: 
~To request a school vehicle, fill out a transportation form located on the school website.  
 
~If traveling with other staff members, designate one person to be the transportation contact individual 
and only that person will need to enter the transportation information into the google request form. When 
estimating mileage, please use the mileage grid located on the school website.  

Location of the Mileage Rates:  Warroad School Website- Menu- staff resources- forms for staff- mileage rates 
 
~Please confirm with the transportation department a few days before leaving that a school vehicle has 
been reserved for you. 

 
~Please let the transportation director know if you need to cancel  the vehicle after a request has been 
made.  
 
~Only 1 person/vehicle will receive reimbursement per training if all those attending can fit into one 
vehicle going to the same location.  
 
~A school car must be returned on the day of the workshop unless you make other arrangements. 
*If you have a family member riding with you, an insurance waiver must be signed. 
*Keys are to be picked up at the bus garage along with a fuel credit card when you get the school vehicle. 
* When returning a school vehicle, keys, gas credit cards, and fuel receipts must be turned into the 
transportation department. 
 
~Traveling by plane is an option. Please note, you will have to pay out of pocket when booking and can 
turn in a receipt for reimbursement. An additional note: the cost of airfare/taxi/uber/flight delay 
expenses/etc can not exceed what it would cost to drive to the destination. Being bumped from a flight 
could potentially accumulate expenses that will NOT be covered by staff development.  
 
~Hotel vs. vehicle travel costs: For example, if there is a multiple day workshop that staying would be 
equal to or less than a transportation cost, a hotel stay could be approved. (Ex: Thief River Falls)  
 
Meals: Up to $30 per day. Itemized receipts are required for reimbursement.  
 
Reimbursement for Expenses: 
~To be reimbursed for mileage, meals, etc.,  you must attach the original, itemized receipts to an 
Employee Business Expense Voucher within 10 days. This form is located on the school website. Turn 
the voucher into the payroll office.  

Location of the EBEV: School Website- Menu- Staff Forms- EBEV  
 

~Let the business office know if you are NOT attending a workshop you already put into google forms so 
it can be removed.  
 
 
 



 
Curriculum writing:  
~Curriculum writing/enhancement is encouraged. Please fill out a request in Google forms just as you 
would for a training request.  A project summary form will also be given to you by staff development upon 
committee approval to move forward with the project. Projects are to be completed/approved by 
administration prior to the trimester you intend to implement them.  
Upon approval, projects (up to 4 per school year) will be eligible for compensation up to 24 hours per 
project at a rate of $20 per hour.  
 
 
Current Staff Development members: Co-Chairs: Kari Rachuy and Alison Fish 
Administrations: Dr. Sean Yates, Brita Comstock, Dennis Abernathy, Kris Edman 
Non-certified: Laurie Baril 
Support Staff: Nichole Abernathy 
Finance: Amanda Burke 
High School Teachers: Rose McDonald and Gabe Richards 
Elementary School: Pam Lovejoy and Lindsay Hontvet 
EL: Adria Lund and Emily Frol 
School Board:  


