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	(Staff Travel Guidelines)
	
	

	
	
	

	
	
	


	
	
	

	
	
	

	
	
	The following shall apply to all trips taken by District personnel to attend workshops, conferences, and/or staff development activities.
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	     When a staff member requests to attend a workshop, conference, or a staff development activity, they will be responsible for all costs, except the cost of a substitute teacher.  They must also take personal leave.
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	     When a building administrator initiates, recommends, directs a staff member to attend a workshop, conference, and/or staff development activities, the administrator is responsible for all expenses related to the trip.
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	     All conferences, workshops, and staff development trainings should be aligned with District goals, objectives, and outcomes addressed through the District's School Improvement, North Central Accreditation, and District strategic plans.  Justification in writing will be submitted to the immediate supervisor or administrator on how it will improve classroom instruction and raise student achievement.
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	     Requests for travel must be submitted to the immediate supervisor/
administration four (4) weeks prior to travel, three (3) weeks to the District office, and two (2) weeks to transportation.  Emergencies will be treated on a case-by-case basis by the Superintendent.  Travel requests, requisitions, and justification will accompany all requests.
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	     Upon return from a conference, workshop, or a staff development activity, staff will complete and submit a "Workshop/Conference Completion Form", to the immediate supervisor/administration.  This form is to be completed within five (5) working days and attached to the travel reimbursement claim form.
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	     Travel requests will not be processed at the District office if incomplete and if the immediate supervisor/administration signature is missing.  Incomplete requests/requisition will be returned to the principal/supervisor.
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	     All individual supervisors will approve multi-building personnel travel, consulting with the building administrator and the transportation supervisor.
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	     The number of staff members attending a workshop or a conference is left to the discretion of the building administrators.  It is highly recommended that the number of staff attending a conference or workshop from each building be limited to no more than two (2).  Building administrators are to reaffirm the importance of being in the classroom first.
	
	

	
	
	

	
	
	


	[image: image9.png]



	
	

	
	
	

	
	
	     Estimated cost to the District is to include meals, lodging, registration fee, airfare, other, and travel mileage (that will be submitted on a travel claim form or requisition before trip).  All travel reimbursement claim forms are to be turned in within ten (10) days after completion of the trip.  Reimbursement may not be granted if claim form is not turned in on time or if form is not completed in its entirety.
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	     One day/Instate travel request will need approval from the building administrator, business manager (if monies are needed to cover travel expenses), and transportation supervisor (if a school vehicle is requested).
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	     All instate/Overnight travel will need approval from the building administrator, business manager (if school funds are requested), transportation supervisor (if a school vehicle is requested), and Superintendent.  Travel requests need to be submitted in a minimum of ten (10) days prior to traveling.
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	     All out of state travel needs approval from the building administrator, business manager (if school funds are requested), transportation supervisor (if a school vehicle is requested), Superintendent, and Governing Board.  Travel requests need to be submitted four (4) weeks in advance and/or two (2) weeks before the next Governing Board meeting.
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	     In order to be assigned a school vehicle you must possess a valid driver's license.
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