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DESE-AEL REQUEST FOR

PROFESSIONAL DEVELOPMENT APPROVAL FORM

A. GENERAL INFORMATION:
	1. AEL Program Name


	AEL Director



	2. Name of AEL PD Activity


	Training Provider (organization, trainer) and qualifications



	3. Date of Activity


	Location of Training



	4. Type of Activity  (Note: In-house staff meetings do not qualify as AEL Professional Development activities and no PD credit can be awarded)

a. Conference              _____       e. AEL Program Activity                                   _____

b. Workshop                 _____       f. Host Agency Workshop (District/College)     _____

c. Computer Training   _____       g.  Other (list)                                                    _____

d. College Course        _____       



	5.  Number of PD Hours Requested




B.  ACTIVITY INFORMATION:
	1. List the Pro Net Competencies that will be addressed by this activity:



	2. State the AEL/ESL content area(s) being addressed, as well as the learner objective(s) of the activity (if a college course, attach course description and syllabus) : 



	3. List the Content Standard(s) that will be addressed in the training.



	4. Accountability: How will teacher participation, completion and PD credit award be verified?  




C.  PD REQUEST FOR COLLEGE COURSE(S):

In addition to the above form, an AEL Teacher applying for PD Credit for a College Course they are preparing to take must show how the course is AEL applicable.  The Teacher must answer the following questions, totaling 1-2 pages in length:

1. How is this college course applicable to AEL programs, services and clientele?

2. How will this course improve the quality or efficiency of your AEL classroom instruction?

3. How will this course help improve the management of AEL resources?

4. How will this course help improve your program’s ability to recruit and hold students?

5. How will this course improve your productivity as an AEL employee?
DESE-AEL REQUEST for PD APPROVAL FORM

INSTRUCTIONS

NOTE:  

· Submission of this PD Request Form may not be necessary. Please check to see if the activity  has been pre-approved by DESE AEL (see the pre-approved listing in Section 7 of the AEL Director’s Guide)

· This form is to be submitted by AEL Program Directors ONLY

· PD credit requests will NOT be granted for in-house staff meetings.  

A.  GENERAL INFORMATION

1. AEL Program & Director:  Place name of AEL program and the Director’s name at the beginning of the request.

2. Activity Name & Provider: Provide the activity name and the agency, organization, or individual who will be presenting the activity.  If an individual is presenting the activity, give a brief background of their qualifications in the content area being covered.

3. Date & Location of Activity: Provide the date and times of the activity and where it is to be held.

4. Type of the Activity: Describe whether the format is a conference, workshop,  computer training, college course, local AEL workshop provided in house, sponsored by the host agency (school district, college, etc.), or other type not mentioned.  If it is “other”, please provide a description of the activity.

5. Number of PD Hours Requested:  State how many total PD credit hours are being requested for the activity.  For example, a conference may actually have 8 hours of possible PD credit, but you may wish to give only 4 hours credit to allow your teachers some flexibility on what sessions they choose to attend.

B.  ACTIVITY INFORMATION

1. Pro Net Teacher Competencies: List the teacher competencies that will be addressed with the activities.  The competencies can be found on the PDC web site at www.maelpdc.org. 

2. Summary of Content and Learner Objectives:   Provide a summary of what will be presented to staff. This can be in description form and should include the overall purpose of the activity. 

· For college course PD approval, please provide the course description and syllabus.  

· Provide any additional information, i.e. brochures, flyers, web addresses, etc. that support the PD request.

· For workshops, describe, in objective form, what the goal of the workshop is (TIP: “SMART” objectives are specific, measurable, achievable, real and timely).  The content and objectives descriptions should address one or more of the following areas:

a. Teaching Strategies: what strategies will be provided to benefit the teacher’s instruction in the classroom?

b. Student Success: concepts, techniques or other resources that will be provided to enhance the student’s chances of meeting their goals.

c. State Initiatives: concepts, strategies, techniques, or resources that will be provided to initiate and operate state-wide initiatives.

d. Technology Usage: training, strategies, techniques or resources that will be provided to improve usage of technology in the classroom by students.

e. Classroom Management: concepts, strategies, techniques, and resources that will be provided to improve a teacher’s ability to manage their classroom effectively.

3. Content Standards: List the Content Standard(s) being addressed in the training.  Content Standards information is available at  http://dese.mo.gov/divcareered/ael_content_standards.htm .

4. Accountability: How will teacher participation and PD credit award will be verified.  

C.  SUBMISSION PROCESS

1. E-mail completed request form(s) to Theresa Noellsch, DESE AEL State Supervisor, at Theresa.noellsch@dese.mo.gov (phone # 573-751-1248)

2. Request should be received at least 5 business days before the activity is to be presented.  NO RETROACTIVE APPROVAL WILL BE GIVEN.
3. Prior to the activity, an e-mail notification will be sent as to whether the request has 
    been approved or if there are additional questions about the request.
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