Waunakee Community School District 

POINT APPROVAL PROCESS

COLLEGE CREDIT

PROFESSIONAL STAFF DEVELOPMENT REQUEST

(White Form)
Requirements:
· Secure two internal signatures prior to attendance at activity (Part III).
· Attach course description.
· Signed and dated copy of grade or transcript must be submitted to Superintendent’s Office to receive credit.












NON-COLLEGE CREDIT 
PROFESSIONAL STAFF DEVELOPMENT REQUEST
(Green Form)

Requirements:
· Secure two internal signatures prior to attendance at activity. (part III)
· Attach a brochure of activity description 

· Staff signature verifying attendance submitted within two weeks after activity.











PRE-APPROVED DISTRICT SPONSORED WORKSHOP           (NON-COLLEGE) 

Posted on the  W.E.L.L.

(Gold Form)

Requirements:
· Must complete form Parts I-III including your signature and submit within two weeks after activity.









Staff member completes form and attaches course description.





Principal/Supervisor signs form and forwards to District Office.





Superintendent signs form. 





Staff member receives his/her part of form stating course is approved (yellow copy).





Upon successful completion of course staff member must submit a signed/dated copy of grade, letter of completion from college or transcript to Superintendent via designated Point Forms Envelope for approval by June 30th  (course must be completed by June 14th).





Superintendent records successful completion of course and awards points.





Staff member receives verification of points awarded (pink copy).





After completion of activity, staff member must sign verification of attendance (Part IV) and must submit both copies to Superintendent within two weeks of activity via designated purple Points Forms Envelope.








Whole packet is returned to teacher.





Superintendent signs 


for approval regarding number of points that 


may be awarded (Part III).





Staff member completes Parts I & II of form and attaches activity description (Do not separate pages).





Superintendent signs/approves form. Staff member receives his/her copy of form indicating verification of points awarded (yellow copy).


.








Principal/supervisor signs form and 


forwards to District  Office (Part III).





Staff member registers for activity on-line though W.E.L.L. on the district web page.





Staff member attends activity and obtains 


“Pre-approved District-Sponsored Workshop” form (Green).








Staff member completes Parts I, II & III including their signature for verification of attendance at the workshop.





Staff member  must submit both copies to Superintendent within two weeks of activity via designated purple Points Forms Envelope. Do not separate forms.





Superintendent signs/approves form. Staff member receives his/her copy of form indicating verification of points awarded (yellow copy).





Please Note:


Note timelines on each form and follow them!


Point Request Forms must be submitted separately (do not clip two requests together).


Leave Request Forms should not be attached to Point Request Forms.  The two forms must be submitted separately.


All point requests and verifications of successful completion/attendance must be forwarded to the District Office in the designated purple Points Forms Envelope by school office staff after receiving signature of building administrator.


If time is critical (prior to start of course/activity), teachers should “walk” forms to appropriate administrators to obtain prior approval.


All college credit report cards or grade reports from college/universities must be signed and dated by staff member before submitting to District Office for verification.


Status of your total points and special points activity can be found on ERMA








