District Workshop Request
Name of Workshop:  ______________________________________________________  

Goals of the Workshop:                           Date this form is being submitted: ____________

a.


b.


c.

Expected product/results from the workshop: 

_______________________________________________________________________________________

_______________________________________________________________________________________

Date(s) the workshop(s) will be held: ____________________________________________  

Location of Workshop(s):________________________________________________________

Exact Beginning and Ending Times:  _______________________

Presenter/Facilitator:  ______________________________________________________

If you are presenting a workshop you may also qualify for a stipend (see attached). 

At the conclusion of the workshop, please submit a sheet where participants have signed in and out (see attached) and the evaluation form from each participant (see attached).  

People expected to be in attendance:   (Grade levels, Departments-- specific names, if available--who is this open to?)  

___________________________________________________________________________

Expected follow-up:  ___________________________________________________________________________

___________________________________________________________________________

Please return to the Curriculum Office, Tolland High School, Room 103

TOLLAND PUBLIC SCHOOLS

#51 TOLLAND GREEN

TOLLAND, CT 06084

Compensation for Preparing/Presenting a Workshop
Thank you for agreeing to present a workshop.  We appreciate the extra effort it takes to prepare and present this learning opportunity.

Please return sign-in/out sheets with participant’s signatures and the written evaluations to the curriculum office, Tolland High School.  Please let us know if you need any assistance in setting up your room, equipment, or materials.  Please make sure that the time and location is announced to the appropriate audience. 

Compensation for Preparation Time:

If your workshop is three hours long you may submit up to three hours time for preparation time taken outside the regular school day.  If your workshop is six hours long you may submit for up to six hours of preparation time taken outside the regular school day.  If your workshop is outside school hours you may submit for the time of the workshop and the amount of preparation time.  

Compensation is at a rate determined at the beginning of each school year.  It is the same rate as that for curriculum work.

Total time of the workshop = ___________   Outside regular school hours:   Yes    No 

Total time for preparation (take outside the regular school day and equal to or less than the workshop time) = ________ hours

Please return this form to: Curriculum Office at Tolland High School.

Sign In and Out

Name of Workshop ___________________________ 

Date of Workshop ____________________________
	Name
	Sign In

Time
	Sign Out

Time

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Evaluation

Name of Activity:

Date:    
                

    Instructor:   

   
 FILLIN   \* MERGEFORMAT  I.  
	Please check the appropriate box for each.
	Outstanding

(4.0)
	Good

(3.0)
	Average

(2.0)
	Poor

(1.0)
	N/A or No

Response

	Quality of presentation
	
	
	
	
	

	Objectives were met.  
	
	
	
	
	

	Opportunity for Discussion or Questions
	
	
	
	
	

	Usefulness of information gained
	
	
	
	
	

	Relevance to your role
	
	
	
	
	

	Alignment to professional, school, and/or district goal
	
	
	
	
	

	 
	
	
	
	
	


II. Please answer by checking the appropriate response.

	
	Yes
	No

	· Will you use the materials and/or ideas from this workshop with your students?


	
	

	· Did the presenter use effective instructional techniques for accomplishing

      the purposes of this session?


	
	

	· Would you recommend this workshop to a colleague?


	
	


III. Additional Feedback Inquiry:
A.
What was the most beneficial part of the program? Please explain.
B.
What was the least beneficial part of the program? Please explain.
C.
What do you feel should be the next step?

D.
Additional comments about the program:

January 2013

