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PLEASE READ BEFORE COMPLETING APPLICATION
THE NEWARK PUBLIC SCHOOLS, OFFICE OF SUPPORT STAFF TRAINING AND DEVELOPMENT
190-218 Muhammad Ali Ave, Room 213, Newark, NJ 07102
{973) 733-7981

APPLICATION FOR ALLOTMENT FROM THE PROFESSIOMAL IMPROVEMENT FUND
NEWARK TEACHERS UNION
(Pending Availability of Funds)

GENERAL STATEMENT OF POLICY

The funds allocated for professional improvement shall be dispersed under the direction of the Professional Improvement Fund Committee (PIF
Committee) and the office of Staff Training and Development (ST&D), according to the following guidelines:

Professional Improvement Funds (Newark Teachers Union) are available to all employess of the Newark Public Schools in any position listed as
being represented by the Newark Teachers Union Local 481 A.F.T/JAFL-CIO.

The PIF Committee will meet at a designated place, every other Wednesday of each monih September through June. If the schools are closed, the
PIF Committee will reschedule the meeting. The PIF Committee shall also meet at other times if deemed necessary.

The PIF Committee reserves the right to fimit the number of applicants approved for attendance at the same conferencefworkshop, based on
subject area and grade level or number attending per school or depariment.

Individual allotments will be determined by the PIF Committee based on registration, transportation, room and meals. The amount of funding for
individuals who apply to attend any conference/workshop shall be approved and determined by the PIF Committee, the amount shall not exceed
four hundred dollars ($400.00). The funds are o be used to cover a broad range of subject areas and grade levels. Funds are to be used to defray,
in part, expenses for participation at professional conferences, workshops or meetings.

NOTE:  Payment for tuition course credit, commercially sponsored meetings/workshops, or membership dues will not be
approved. Funds shall not be approved for attendance at annual conventions such as: NEA, AFT, NJEA, or
NJSFT, nor fraternal conventions. Funds may be approved for conferences which will expand the professional
development of the applicant in his'her position.

APPLICANT GUIDELINES:

1. Applicant may only be approved for one (1) conference per school year.

2 An applicant may apply for professional improvement funds during the period beginning July 1 and ending June 30 per school year.

2. Applications for allotment must be made on the appropriate forms and accompanied with a copy of the conferencefworkshop fiyer
andior brochure indicating cost of registration, date(s) and locafion,

4, The applicant must ensure that the TR-1 application must have his/her signature, the principal/director, and regional
superintendent/director's signature, indicating their knowledge of the teacher's plan to attend the conference/workshop.

5. The application forms must be received in the office of Staff Training and Development (ST&D) at least thirty (30) days or as early as

possible before the conference/workshop in order to be considered for processing. All applications are reviewed and approved in the
order they are received in the office of Staff Training and Development (ST&D).

B. Following the PIF Committee’s meeting, notification of approval or denial of application will be mailed to your home.

7. All applicants will be responsible, in the event of a package or group sale, to supply the necessary documents for each category of
approval; i.e. registration, transportation, room and meals.

8. Any approved applicant must contact the Office of Staff Training and Development (ST&D) immediately in writing if he/she decides
not to attend the approved conference/workshop so funds can be reallocated.

9. If the application has been approved for reimbursement, the applicant must retumn the originals of the following: voucher, TR-2

(expense report), paid registration receipt (either by you or altemate source) and all other receipts totaling up to the allotted amount
approved within thirty (30) days after the conference/workshop. Failure to submit the documentation within the thirty (30) days
after the conference/workshop will result in forfeiture of the approved fime and funds and a letter of default will be submitted
to your administration/principal and payroll.

10. Reimbursement should be made within a period of forty-five (45) days following the date of submission of receipts and appropriate
forms to the Office of Staff Training and Development (ST&D).

11. In lieu of a written conference report, applicants may make an oral report at faculty or depariment meetings as a professional
improvement resource. The presentation is to be arranged through the principalladministrator.
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