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	Proposed Event Title:
	
	Date of Proposal:
	

	Event Sponsor

Last Name:
	
	Event Sponsor First Name:
	

	Sponsoring LAUSD School or Office:
	
	Event Duration 

( <8 Hours ):
	

	Contact Email Address:
	
	Contact Phone Number:
	


This proposal includes the following items (select all that apply):

	 FORMCHECKBOX 

	Section 1: Agreement for Authorized Event Leaders (Including the Sponsor)

	 FORMCHECKBOX 

	Section 2: Cost to Participants 

	 FORMCHECKBOX 

	Section 3: Content and Focus

	 FORMCHECKBOX 

	Section 4: Description of Activities

	 FORMCHECKBOX 

	Section 5: Evaluation

	 FORMCHECKBOX 

	Attachment A (Required): Credentials and/or Resumes of Sponsor and Leader(s)

	 FORMCHECKBOX 

	Attachment B (Required): Sample Certificate Issued to Participants

	 FORMCHECKBOX 

	Attachment C (Optional): Sample Publicity Flyer

	 FORMCHECKBOX 

	Attachment D (Required): Evaluation Device

	 FORMCHECKBOX 

	Attachment E (Required If Included in Event): Guest Speakers

	 FORMCHECKBOX 

	Attachment F (Required If Included in Event): Workshop Descriptions


Section 1: Agreement for Authorized Event Leaders (Including the Sponsor)
For Sponsors and Authorized Leaders: 
My signature below indicates that I agree to conduct the event as I have indicated in the attached application. I understand that I will abide by relevant operating procedures of the Joint Salary Point Credit Committee and the Los Angeles Unified School District in offering this course, and documenting participation within it.

For each Sponsor and Authorized Leader, attach a resume or other credentials which support his/her expertise with the material as Attachment A.
	Sponsor Name:
	
	Emp #
	
	Signature
	

	Leader Name:
	
	Emp #
	
	Signature
	

	Leader Name:
	
	Emp #
	
	Signature
	


Section 2: Cost to Participants

What is the cost of participation in the event?  (Note: LAUSD conferences are limited to a $25 charge for materials without a substantiated justification.)

Please provide a brief explanation/justification of the event cost.
Section 3: Content and Focus
Indicate which grade level(s) the event or conference targets. (For general events and conferences, indicate “PreK-12”)

Indicate any prerequisites participants should have met before attending the event.

Primary Content Area/Topic (select only one):

	 FORMCHECKBOX 
 Art

	 FORMCHECKBOX 
 Business
	 FORMCHECKBOX 
 Early Childhood Education

	 FORMCHECKBOX 
 Elementary Subjects
	 FORMCHECKBOX 
 Language Arts/Reading
	 FORMCHECKBOX 
 English as a Second Language

	 FORMCHECKBOX 
 World Languages
	 FORMCHECKBOX 
 Guidance
	 FORMCHECKBOX 
 Health Education

	 FORMCHECKBOX 
 Industrial Education
	 FORMCHECKBOX 
 Interdisciplinary
	 FORMCHECKBOX 
 Leadership Training

	 FORMCHECKBOX 
 Mathematics
	 FORMCHECKBOX 
 Multicultural Education
	 FORMCHECKBOX 
 Music

	 FORMCHECKBOX 
 Parent Education
	 FORMCHECKBOX 
 Psychology
	 FORMCHECKBOX 
 Science

	 FORMCHECKBOX 
 Social Science
	 FORMCHECKBOX 
 Volunteer
	 FORMCHECKBOX 
 Computer Education

	 FORMCHECKBOX 
 Staff Development
	 FORMCHECKBOX 
 Special Education
	


District Priority (select only one):

 FORMCHECKBOX 
 Improved student achievement in core academic subjects
 FORMCHECKBOX 
 Improved student physical fitness and health
 FORMCHECKBOX 
 Standards-based Instruction and appropriate pedagogy
 FORMCHECKBOX 
 Multicultural Education

 FORMCHECKBOX 
 Teacher leadership and collaboration with school personnel, parents and community
 FORMCHECKBOX 
 School climate, safety and discipline and classroom management
 FORMCHECKBOX 
 Language Acquisition/Development
 FORMCHECKBOX 
 Special Education
 FORMCHECKBOX 
 Emphasis on academic knowledge in the core academic subjects outlined in NCLB
 FORMCHECKBOX 
 Other (please explain)
Briefly describe how the event relates to the District priority selected.

List one representative standard from the California Content Standards or the California Standards for the Teaching Profession that can be addressed by this course.

List the event’s objectives in relation to the expected participant outcomes. (e.g., “Upon successful completion of this course, participants will know or be able to...”)

Explain and/or cite specific strategies that the event will include to meet the needs of AT LEAST ONE of the following student populations:

a. English Learners

b. Standard English Learners 

c. Special Education Students

d. Culturally Diverse Students

e. Gifted and Talented Students

State how participants can use strategies introduced in this event to support their performance in their job assignment.

Section 4: Description of Activities

Provide a detailed syllabus of the event.  Break down the event activities into hour-long blocks.  For each block, describe what the leaders and presenters will be doing, and what the participants will be doing.  Events greater than four hours in length must indicate where a meal break will take place.
For events that have embedded workshops, each workshop presenter must complete Sections 3-5 of this document; they are to be submitted as Attachment F. 
	Hour
	Description of Leader and Participant Actions and Activities

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section 5: Evaluation

Provide a brief description of how you will solicit participant feedback about the event.  If your event involves embedded workshops, describe how you will solicit feedback for each workshop as well as the overall event.  Please provide a copy of the evaluation tool you will be using as Attachment D.
Guidelines for Attachments

Attachment A (Required): Credentials and/or Resumes of Sponsor and Leader(s)


For the sponsor and any approved leaders, a credential or resume is required.  The JSPCC considers how the expertise of the event leader(s) connects to the content of the event.  A printed screenshot of the California Department of Education website showing a leader’s current credential will suffice in most cases.

Attachment B (Required): Sample Certificate Issued to Participants
A sample of what an issued certificate of completion would look like is required.  A certificate must include the following information:

1. The name of the event.

2. The ORIGINAL signature of an event leader.

3. The participant’s full name and employee number printed or typed.

4. The full calendar date, start time, and end time.

5. The number of hours of the event.

6. The Salary Point PD Number (e.g., PD-05-94), which is issued after approval.

Attachment C (Optional): Sample Publicity Flyer


While a flyer is not required, it does help promote your event throughout the LAUSD.  Information that has not been finalized (e.g., location, dates) can be represented by placeholders instead.
Attachment D (Required): Evaluation Tool

Please provide copies of the evaluation tools you will be using to gather participant feedback regarding the event and, if appropriate, individual workshops.  

Attachment E (Required If Included in Event): Guest Speakers


If your event involves guest speakers, the JSPCC requires copies of their resumes.

Attachment F (Required If Included in Event): Workshop Descriptions


If your event involves embedded workshops where participants choose from several topic options, each workshop presenter should attach a copy of Sections 3, 4, and 5.  If the presenter has submitted a workshop for review and has a PD Salary Point number, indicating the number would be sufficient. 
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