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MELS – ELVEC In-Service Activities for

Vocational Training Teachers


In-service Activities

Financing Guidelines

· 100 percent of the animator’s costs are covered.     


EXCEPTION


· Only 50 percent of the animator’s costs are covered if the workshop falls under the specific needs category (single board activity).

All expenses are in accordance with the MELS policy.


· Not Included:  Teacher substitution, travel, accommodation or meal costs for participants.

Procedure
· Identify a training need and then fill out the specifications sheet “devis” and forward it to the In-Service Activities Coordinator.
· The registration form’s identification section should be filled out by the In-Service Coordinator and sent to all school boards.  The registration forms should then be filled out with the names of those who will be attending, signed by the Centre Director and then forwarded to the In-Service Activities Coordinator.
· At the workshop, the List of Participants form should be filled out—one for each day.
· All participants should fill out an evaluation form which will be collected by the host board and sent to the In-Service Coordinator.
· The host board should then complete the activity report and forward it to the In-Service Activities Coordinator with all the receipts.

· Once all the documents have been received by the In-Service Coordinator, a cheque will be issued.

· All the forms required are available on line at www.inforoutefpt.org
· All participants will receive an attestation.

Teacher Stages


Financing Guidelines for Short Term Stages
· Three days’ substitution costs at the rate established in accordance with the teacher’s collective agreement.
Financing Guidelines for Long Term Stages

· On an annual basis, up to three applicants may be selected—if they satisfy the Selection Committee’s criteria.

· The project budget will reimburse the cost of teacher substitution and benefits for the duration of the practicum, to a maximum of twenty (20) days.


Procedure

· Short Term Stages

May be arranged at any time of the year.  However, their application must be formalized by completing and submitting a proposal form, signed by a Centre or Board Administrator, then forwarded to the In-Service Activities Coordinator.

The length, time of year, and objectives of stages will be scheduled for the convenience of each individual teacher-participant and his/her receiving employer.  

A written report on the stage will be shared among colleagues, along with the possibility of giving a workshop on the experience.

Long Term Stages
 

Teachers must submit a signed application to the In-Service Coordinator, who will set up an interview with the selection committee.

Upon stage completion, the following documents must be submitted to the Project Coordinator: a personal evaluation report and the report of the host-employer, an invoice from the teacher’s Centre Director for substitution for the days specified in the stage proposal.

All requests for reimbursement must be accompanied by invoices and receipts.
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