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WORKSHOP REQUEST FORM

The purpose of this form is to notify/obtain approval from your ESD 112 assigned building administrator(s) if you will be out of your building(s) attending a professional workshop during your normally scheduled school hours.

If you would like to attend a professional workshop during such hours, contact your ESD 112 supervisor in advance to discuss your interest in attending the workshop (via phone or email is acceptable).  Be prepared to provide information such as the date(s), time(s), and cost of the conference.  Please note that funding for workshops may or may not be available at any given time.  Your ESD 112 supervisor will advise you of the current situation and whether or not the ESD has the necessary funding at that time, and other possible options you may have.

If approved, please do the following:

1. Complete the information below.

2. Attach a copy of the workshop information (flyer, registration form, etc.).
3. Obtain the signature of the building administrator(s) affected by your absence.

4. Send this completed form & the workshop information to your supervisor at the ESD 112 Prevention Center.

Requested by:


_____________________________________
(your name)

Workshop Name:  

_____________________________________
Workshop Date(s):

_____________________________________
Workshop Cost:

_____________________________________
Approved by

ESD 112 Supervisor:

_____________________________________




(Date)
(please attach any relevant documentation)
Approval of District

Building Administrator(s):
_____________________________
__________________________





(Signature)



(Building)





_____________________________
__________________________





(Signature)



(Building)
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