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MELS – ELVEC In-Service Activities for
Vocational Training Teachers

Long-Term Teacher Internship
Reimbursement Guidelines
The following guidelines are intended to clarify the procedures and documentation required in order to obtain financial reimbursement for major costs incurred by the teacher-intern’s employer.  If questions arise, Centre Directors or teachers are welcome to contact Carole Arsenault, SCA-DPP, Project Coordinator, or Stéphane Paré, New Frontiers School board, In-Service Activities Coordinator, for assistance.

GENERAL INTENT:
Selected candidates have considerable leeway in arranging their stay in industry to be convenient for their school board, their host-company and themselves.  Nevertheless, it is expected that the “stage” will be completed between May and October of the year in which they are chosen.

The budget for the Long-term Teacher Internship program is intended to reimburse the selected teacher’s school board for costs involved in replacing him or her during the “stage” period while continuing to pay the teacher.  In the case of an hourly-paid or part-time teacher, it does not cover hours during which the teacher would not otherwise have been in the employ of the school board.  (As a general rule, then, the school board will be paid at an approx.  rate of $210 per day (the 2006 average calculation of the costs of teacher substitution and benefits) for the duration of the internship, to a maximum of 20 teaching days or $4200).

Reimbursement of costs incurred by the teacher for travel or meals, etc. are not covered by the program budget, so would be at the discretion of the school board.

DOCUMENTATION REQUIRED PRIOR TO THE “STAGE”:

1. INTERNSHIP CONFIRMATION FORM:  This form provides details regarding the host employer or institution, and an outline of internship objectives and related activities planned with the host to meet those objectives.  Start and completion dates must also be indicated.

2. Publicity clearance:  Teachers are asked to confirm with their host-companies and centers their readiness to have the “stage” covered by the media, if possible.  Concerns regarding confidentiality issues, and suggestions regarding the least intrusive, but most interesting or convenient times to arrange this should be provided to Barbara Goode, Project Coordinator.

3. Internal Notification:  It is recommended that participants and their Centre Directors notify the appropriate personnel in their board of “stage” arrangements to assure such aspects as appropriate CSST coverage, substitution, internal publicity, etc. are arranged in advance.

DOCUMENTATION REQUIRED TO OBTAIN REIMBURSEMENT:
1. TEACHER INTERNSHIP REPORT:  This report should provide information regarding the organization and content of the internship, anticipated ways to share the experience with colleagues and students, a brief description of observed activities, operations, techniques, etc.

2. HOST’S EVALUATION REPORT:  This brief report provides input from the host regarding the organization and content of the internship and suggestions regarding future teacher-internships.

3. TEACHER EVALUATIN REPORT:  This report provides input from the teacher regarding the internship.
4. SCHOOL BOARD INVOICE:  This should confirm the dates, length and completion of the internship and detail the costs to the centre.

Requests for reimbursement should be sent to Stéphane Paré, In-Service Activities Coordinator.

Inservice Coordinator	Stéphane Paré


Fax:  (450) 691-0643	214 Mcleod


Email:  spare@csnewfrontiers.qc.ca	Chateauguay, QC  J6J 2H4	











