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WINNIPEG SCHOOL DIVISION
ADMINISTRATIVE HANDBOOK

REVISION

(JANUARY 18, 2007)

RE: PART-TIME TEACHERS

Please advise part-time teachers regarding the procedures to be followed for their

attendance at inservices/meetings outside their regular work schedule:

1. Part-time teachers required by the principal to attend inservices, school
opening administration day or parent-teacher interviews during the day on
their own time shall either be paid for the time or granted compensatory time

in lieu of.

Costs are to be charged to the local school or Division professional

development account.

The attached form is to be used to arrange for payment.

2. Part-time teachers will attend staff meetings if the meeting is held adjacent to
their normal work schedule. However, if they do not attend when the meeting
is held at a time not adjacent to their work schedule it shall be their

responsibility to secure the information presented.

3. Part-time teachers are required to attend parent-teacher interviews in the

evening.

Attachment



REQUEST FOR PART-TIME TEACHER TO ATTEND A WINNIPEG SCHOOL DIVISION
MANDATED INSERVICE OUTSIDE OF THE REGULAR WORK SCHEDULE

TO: DISTRICT SUPERINTENDENT, ADMIN. BLDG.
DATE:

NAME OF TEACHER:

SCHOOL:

CONTACT TIME WITH SCHOOL DIVISION: %

DAYS IN CYCLE NORMALLY WORKED: 1 2 3 4 5 6 A.M.D P.M.DOtherD

NAME OF INSERVICE:
DATE OF INSERVICE: Day Month Year

PAYMENT REQUESTED: Full Day I:l Half Day D

NOTE:
1. Payment of part-time teachers for attendance at school inservices will be in accordance with
established procedures for Professional Development and charged to the school’'s P.D. allocation
or a Division P.D. account.

2. If for any reason the extra time was not worked, please advise the Payroll Department of
cancellation of request.

Principal’s Statement:

| have examined the work schedule of this teacher and it is not possible to adjust it to provide for
attendance at the inservice.

Account# Principal’'s Signature

OFFICE USE ONLY

| have authorized payment, at daily salary rate, for the teacher named above to attend a school Division
mandated inservice on:

Day Month Year Full Day D Half Day D

CHARGE TO ACCOUNT #

Signature - District Superintendent

Distribution:
Manager, Payroll Department (Original)
Principal, School (Copy)

Superintendent, (Copy) Revised Jan/07
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