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MELS – ELVEC In-Service Activities for
Vocational Training Teachers


Inservice Activities

Financing Guidelines
· 100 percent of the following costs are covered:  Animator, animator’s travel, lodging and food, materials, and facilities.

EXCEPTION


· Only 50 percent of the above costs are covered if the workshop falls under the specific needs category

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 and sent to all school boards.  The registration forms should then be filled out with the names of those who will be attending 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.
· The animator should fill out the animator’s evaluation form.

· 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 from Service Directors, Centre Directors, Consultants, the In-Service Activities Coordinator or on line at www.inforoutefpt.org
Teacher Stages


Financing Guidelines for Short Term Stages
· A maximum of 20 teachers will be covered for three days’ substitution costs at the rate established in accordance with the teacher’s collective agreement.
· Costs incurred in attending up to two in-service activities associated with their stage may also be reimbursed, based on SFPT guidelines for implementation activities.

· There is a discretionary fund to assist participating centres in defraying material costs not anticipated in annual budgets.  Requests would be put to the Project Coordinator and approved on a case by case basis as the budget allows


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 Practicums 

Can 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, 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.  However, it is anticipated that the practicums could range from one day to two weeks and take place between November and August.

Evaluation of this project will be primarily anecdotal, in the form of participant questionnaires and group feedback.  However, a year-end analysis of the overall success of the project will include recommendations drawn up for future activities.

· Long Term Practicums

Teacher must submit an application form to a Selection Committee.  All applicants must have the support of their employing centres and school boards as signified by an authorizing signature on the application form.

There will be a deadline set for submitting application forms (early April) and then an interview will be held with the teacher-participant. (end of April)

Practicums will then be held between April and December.

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 (or their board’s Vocational Education Service) for substitution for the days specified in the “stage" proposal.

All requests for reimbursement must follow guidelines established for the MELS-ELVEC In-Service budget, and be accompanied by invoices and receipts.

A budget of $500.00 will cover additional costs related to Selection Committee meetings, possible travel assistance for school board personnel outside the Montreal area, project publicity, the production of attestations, and so on.
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