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Education Service Center at Greenbush


Routing of Learning Activity Requests using the PDP Toolbox

For Learning Activity (Workshop, Inservice, Seat time, etc.) type requests-

1. Staff member generates and submits request to attend Learning Activity (LA)

2. LA request is sent to First Approval Level designee, typically the building administrator

3. 1st level designee reviews and approves request or disapproves and returns to staff w/ comments as to why.

4. If LA request is approved by 1st level designee, LA request then moves to 2nd Approval Level designee.

5. 2nd level designee reviews and approves request or disapproves and returns to staff w/ comments as to why.

6. If LA request is approved by 2nd level designee, LA request is moved to 3rd approval level designee and so on through all the required approval levels.

7. Once the LA request reaches the final approval level designee and is approved, notification is emailed to staff member and all designated support staff for scheduling substitutes, transportation, submitting registrations, reservations, etc.

Note: Staff member can edit or delete LA request at any point that the request is returned.

Learning Activity Request Flowchart






















Routing of PDC Point Requests using the PDP Toolbox
Staff member generates and submits request for points

1. Request is directed to the ‘New Request’ list for action by PDC.

2. (All PDC members can view the request, only the member(s) designated as ‘Request Manager’ can determine the approval route it will take.)

3. Request Manager determines if information is complete and accurate then decides, based on the request type, if the Request should be routed to the PDC for comments (‘Agenda’ list) or if the Request can be sent directly to the PDC Chair person (‘Chair’ list).  They should also enter any PDC related comments they may have on the Request at this time.  If any information is inaccurate, missing, or the Request is not acceptable, the Request Manager can return the Request immediately to the Staff member. 

4. If the Request is sent to the Agenda list, all PDC members should review and provide comments and approval recommendations.

5. If the Request is sent directly to the Chair list, the PDC Chair will review the Request and comments from the Request Manager.  If the Chair decides that the PDC Committee needs to review the request, the Chair has the option of routing the request back to the Agenda list with comments.

6. The Chair makes the final Approval or Disapproval decision on all requests listed under both the Agenda list and the Chair list.

7. When the Chair decides on the Request, email notification is sent to the staff member.

Points Request Flowchart
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