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	Request for Common Planning Time (CPT) Approval Form


	Sacramento City Unified School District 8-hour certificated employees and non-teaching employees will utilize a hybrid approach to obtain their required Common Planning Time/Professional Development.  By hybrid, we mean hours can be accrued by:

· Time spent at sites engaging in Common Planning Time.  This requires a flexible schedule for 8-hour employees.
· Time spent in professional development in-services must be in alignment with either school site improvement plans and/or in alignment with the District Strategic Plan, that ensures professional growth as related to the employee’s responsibilities.
Please TYPE and complete every field below (required)

	P
	Date(s):                                           Day(s):                                             Time:                                    Total # hours:                

	Title:                                                                                                                             Subject Area:                                     

	Workshop Sponsor:                                                                                           
	 Phone:                              Fax:                         

	Location (with room #):                                                                                      Presenter:                                                          

	Print name(s) of attendees from your site/dept. below: (if group, first on list becomes coordinator)
Name:                                                                        User ID:                                   Phone:                                                  
Name:                                                                        User ID:                                   Phone:                                                   
Name:                                                                        User ID:                                   Phone:                                                   

	Description of workshop:       

	Standards & Benchmarks workshop addresses:       

	PRE-APPROVAL of Principal/Central Office Dept. Head is required
	

	
	
	     
	
	     

	Signature of Principal/Central Office Dept. Head
	
	Printed Name of Principal/Central Office Dept.Head
	
	Date

	     
	
	
	     
	
	     

	School Name/Central Office Department
	
	
	Phone Number
	
	Fax Number

	Important:  Pre-approved by Professional Development Office is required.

At least two (2) weeks prior to workshop, submit signed original request for approval form to Professional Development Office with information such as class schedule or brochure or flyer or similar information with class/workshop/conference/seminar title , date(s) and timeline.

	
	Please send original form with  information to Professional Development Office

Box #776 for approval

	
	
	
	
	
	

	Approved by Professional Development Office
	
	Date
	
	SRN
	

	Please Note:  Within 10 Days After the Workshop
Submit the following to the Professional Development Office, Box 776
1. A copy of this signed APPROVED Form

2. A Session Agenda with timeline, or schedule or course syllabus.  Circle or highlight the sessions you attend. Write your name, SRN on every page of documentation.

3. Proof of Attendance (You do not earn time during meal breaks, exhibition, award activities, homework time, any breaks over five (5) minutes) 
· For College Courses:  transcript or grade report card is required
· For On-line Courses: transcript or certificate of completion, a time log with instructor or principal’s signature specify title of course, date(s), start time, end time and length of time that each time you are at the computer learning the class with instructor is required.
· For Workshop/Conference/Seminar:  certificate of completion, letter of attendance signed by presenter/in-charge person, or copies of sign-in/sign-out sheet is required
ALWAYS keep copies of documentation for your records!
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