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SECTION 1: COVER SHEET
	

Proposed Workshop Title:
	
	Date:
	

	

	Workshop Author 
Last Name:
	
	Workshop Author First Name:
	

	

	
	
	Workshop Length (≤ 8 hours): 
	




Workshop Proposal Completion Checklist  

	
	Completed Section 1: 
	Cover Page with Signature

	
	

	
	Completed Section 2: 
	Workshop Author and Organizational Information

	
	

	
	Completed Section 3: 
	Content and Focus

	
	

	
	Completed Section 4: 
	Pacing and Activities

	
	

	
	Completed Section 5: 
	Scheduling and Logistics

	
	
	

	
	Completed Section 6: 
	Publicity

	
	
	

	
	Completed Section 7: 
	Evaluation

	
	

	
	Attachments

	
	

	
	Attachment A:
	Credentials and/or Resumes of Author and Instructors

	
	

	
	Attachment B:
	Guest Speaker Forms (Required only for Workshops with Guest Speakers)



The Joint Salary Point Credit Committee retains the right to audit all workshops and request artifacts.  This review process is to ensure consistency in quality and policy adherence across all workshops.  Per the UTLA/LAUSD contract, Article XV, section 8.4, the JSPCC can choose to audit workshops at any time to assess workshop adherence to JSPCC requirements as well as the curriculum established in this proposal.  
My signature below indicates that I agree to conduct the workshop as I have indicated in the attached proposal. I understand that I will abide by relevant operating procedures of the JSPCC and the Los Angeles Unified School District in offering this workshop, and documenting participation within it.
	Workshop Author’s Signature:
	
	Date:
	





SECTION 2: WORKSHOP AUTHOR AND ORGANIZATIONAL INFORMATION

Attach resumés and copies of credentials for Workshop Author and all Workshop Instructors.

All workshop authors/instructors should include resumés that emphasize their skills and background that connect with the content of the workshop.  Current LA Unified employees should also include a screenshot of their credentials from the CTC website or other evidence of their credentials (such as a copy of NBCT certification).  

Workshop Author Information
	Last Name:
	
	First Name:
	
	Employee Number:
	

	Email:
	
	Phone:
	

	Mailing Address:
	
	City:
	
	Zip:
	



Organizational Information
	Organization Name: 
	

	Mailing Address:
	
	City:
	
	Zip:
	

	Organizational Contact (if not Workshop Author)
	

	Last Name:
	
	First Name:
	
	Employee Number:
	

	Email:
	
	Phone:
	



If there will be Workshop Instructors beyond the Workshop Author, add their information below.
	
Workshop Instructor Information
	Last Name:
	
	First Name:
	
	Employee Number:
	

	Email:
	
	Phone:
	

	Mailing Address:
	
	City:
	
	Zip:
	



	Last Name:
	
	First Name:
	
	Employee Number:
	

	Email:
	
	Phone:
	

	Mailing Address:
	
	City:
	
	Zip:
	



	Last Name:
	
	First Name:
	
	Employee Number:
	

	Email:
	
	Phone:
	

	Mailing Address:
	
	City:
	
	Zip:
	





SECTION 3: CONTENT AND FOCUS
Completed Parts (Check All That Apply):
	
	Part A: General Information about the Workshop (Required for all workshops)

	
	
	
	

	
	Part B: Specific Strategies (Required for workshops that address pedagogy)



PART A: General Information about the Workshop

	Primary Content Area/Topic (Select only one):

	
	

	
	Art (Visual, Theatre, Dance)
	
	Health Education
	
	Parent Education

	
	
	
	
	
	

	
	Business
	
	Industrial Education
	
	Physical Education

	
	
	
	
	
	

	
	Computer Education
	
	Interdisciplinary	
	
	Psychology

	
	
	
	
	
	

	
	Early Childhood Education
	
	Language Arts/Reading
	
	Science	

	
	
	
	
	
	

	
	Elementary Subjects
	
	Leadership Training
	
	Social Science

	
	
	
	
	
	

	
	English Language Development
	
	Mathematics
	
	Staff Development

	
	
	
	
	
	

	
	Exceptional Needs
	
	Multicultural Education
	
	Volunteer

	
	
	
	
	
	

	
	Guidance and Counseling	
	
	Music
	
	World Languages 


Provide a one-paragraph description of the workshop.
	



List the workshop objectives (e.g., “Participants will be able to…”).
	



	Indicate which grade level(s) the workshop addresses: (e.g., grade level or grade level span)

	



	Indicate any prerequisites participants should have met before enrolling in the workshop:

	



Representative Connection to Standards
Provide one representative standard that the workshop connects to, from one of the following: 
· Common Core State Standards / CA Content Standards
· California Standards for the Teaching Profession (CSTPs)
· Teacher Performance Expectations (TPEs)
· Next Generation Science Standards (NGSS)
· CA Preschool Learning Foundations
· National Board Professional Teaching Standards (NBPTS)
· International Society for Technology in Education Standards (ISTE) 
· Early Childhood Education Standards
* Please include the standard and the identifier(s) (e.g., number and element). 

	e.g., ISTE Standard
1a Empowered Learner: Students articulate and set personal learning goals, develop strategies leveraging technology to achieve them and reflect on the learning process itself to improve learning outcomes.

	




District Priority (Select only one):
	
	Effective Standards-Based Instruction and Appropriate Pedagogy

	
	
	
	

	
	Structure and Content of Instructional Disciplines

	
	
	
	

	
	Supporting English Learners

	
	
	
	

	
	Supporting Standard English Learners

	
	
	
	

	
	Supporting Multilingual Education

	
	
	
	

	
	Supporting Students with Exceptional Needs

	
	
	
	

	
	Supporting Gifted and Talented Students

	
	
	
	

	
	Supporting Student Physical Fitness and Health

	
	

	
	Multicultural Education

	
	

	
	Designing Coherent Instruction

	
	
	
	

	
	Equitable Student Assessment

	
	
	
	

	
	Anti-Racist and Anti-Bias Practices

	
	
	
	

	
	Supporting College and Career Readiness

	
	

	
	Welcoming School Climate and Safety

	
	

	
	Effective Classroom Environment

	
	
	
	

	
	Social-Emotional Learning

	
	
	
	

	
	Engagement and Collaboration with School Personnel, Parents, and Community

	
	
	
	

	
	Child Development and Learning

	
	

	
	Emphasis on academic knowledge in the core academic subjects outlined in ESSA

	
	

	
	Community Schools

	
	

	
	Environmental Education

	
	

	
	Other (please explain):
	



Describe how the workshop content relates to the District Priority you identified.

	





 
PART B: Specific Strategies
For workshops that address pedagogy, the expectation is that they will include strategies to support the needs of students throughout LA Unified. 
Select at least one of the student populations below.  For each of the student populations you select, provide two specific instructional strategies that will support them.  Be sure that Section 4 clearly shows how and where these strategies are discussed.
For additional clarification of the terms (and examples of strategies to support them), please see the Additional Information at the end of this proposal.

	Student Population
(select at least one)
	Two Specific Instructional Strategies
for each selected population

	English Learners
	

	
	

	Standard English Learners 
	

	
	

	Students with Exceptional Needs 
	

	
	

	Culturally/
Linguistically
Diverse Students
	

	
	

	Gifted and Talented Students
	

	
	

	Foster and/or Homeless
	

	
	

	LGBTQIA+ 
Students
	

	
	





SECTION 4: PACING AND ACTIVITIES
Detailed Workshop Syllabus
In this section, provide a detailed syllabus of activities that clearly depicts what participation in the workshop would look like.   Be sure to do the following:
· Break the workshop into blocks of time.  Each block should be in increments of 30 minutes, but no longer than 2 hours each.  Use each row in the table below as a discrete block.  Add additional rows if necessary.
· Provide clear descriptions of what both the instructors will be doing to convey the information, and what the participants will be doing to develop their understanding in each block of time. 
· Be sure to clearly identify where participants will be displaying their understanding and getting feedback.
· Include title information (and when possible) web links for readings, videos, etc.  Include the duration or length of such items.
· For workshops of four hours or more, a meal break of a minimum of 30 minutes is required.  Specify whether this would be a working break or a non-working one (the latter would not count in total workshop hours.)
· For workshops of four hours or more, 15 minute breaks can be included (which are included in total time toward workshop hours.)
· If Section 3 included Part B: Special Populations, be sure to indicate where the strategies are discussed.

	Block
	Description of What Instructor(s) and Participants Are Doing

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



SECTION 5: SCHEDULING AND LOGISTICS
	Will this workshop be offered more than once?
	
	Yes
	
	No

	
	
	
	
	
	


	Minimum Enrollment
	
	
	Maximum Enrollment
	



Briefly describe the workshop scheduling in terms of time and locations.  
	


What costs, if any, will participants incur?  Please provide a rationale for these costs.
	


Indicate any additional sources of funding or support for the workshop, if any.
	


In order for LAUSD participants to receive workshop credit toward salary points, they will need to receive documentation of the following:
1. The participant’s full name.
2. The name of the event.
3. The full calendar date, start time, and end time.
4. The number of workshop hours, as reflected in Section 4.
5. An agenda of the workshop.
6. Verification of the workshop author or instructor, such as by signature.
An organization can determine how to provide this information to LAUSD participants; a common process is the creation of an agenda for the event and a certificate issued at successful completion that, when combined, provide all of the information above.
Please describe how you will provide this information to LAUSD participants so that they can receive workshop hour credit.
	




SECTION 6: PUBLICITY
Please describe how you will promote the workshop.  Please include any intended digital and/or hard copy publications (such as flyers or advertisements) as well as links to any websites where the workshop will be advertised.

Note: It is critical that any organization outside of LAUSD not establish or allow the impression that LAUSD partnering with the organization, or that LAUSD is offering or promoting the workshop in any way.  Acceptable language that could be included would be “Approved for LAUSD workshop hours toward salary point credit.”

	



SECTION 7: EVALUATION
Attach the workshop evaluation form that you will use.  
If using an electronic survey (such as SurveyMonkey or Google Forms), screenshots of the questions will be sufficient.

Briefly describe how instructors will have access to the feedback from workshop participants, and how they will use it to inform their practice. 

	





ATTACHMENT:  GUEST SPEAKER FORM
This section is for proposals where guest speakers are part of the course.  Complete one copy of this section for each guest speaker.  
	Speaker Name:
	

	Organization:
	

	Position/Title:
	
	Speaking Date:
	



	Have you previously heard this speaker’s presentation on this topic?
	
	Yes
	
	No

	
	
	
	
	


Special Qualifications Provide a brief description of the background, credentials, and qualifications which support the connection between the speaker and the course focus.  In addition to this section, you may also attach a resume or CV for the speaker.
	



Topic/Subject Provide a description of the topic(s) and subject(s) the speaker will address.
	






Additional Information– Please remove these pages before submission.
Clarification of Terminology
Section 1: Cover Page
Workshop Author Signature – This can be submitted as a digital signature, or by printing, signing, and scanning a hard copy.
Section 2: Workshop Author and Organizational Information 
Workshop Author – This is the point person that the JSPCC will contact regarding the workshop.  In cases where there are teams of writers, select one person to serve in this contact role.  If the contact should change, please contact the JSPCC to provide an update.
Workshop Instructor – This person will be responsible for teaching the workshop, either in whole or in significant part.  They may have been involved in the writing, but it is not required.  Workshop Instructors (as well as the Workshop Author) will be allowed to issue certificates of completion.
Organizational Information – This section is to identify any organization that is providing the salary point workshop.  
· For organizations outside LAUSD, include the name of your organization or company.
· For units, branches, and divisions within LAUSD, include LAUSD and the name of your unit, branch, or division.
· For NBCTs, put LAUSD-NBCT.
· For individuals or teams who are developing salary point workshops themselves (such as other LAUSD teachers), put LAUSD.
Section 3: Content and Focus
English Learners are students who come from an environment where a language other than English is dominant, and they are in the process of acquiring English proficiency. Some appropriate strategies include vocabulary and language development, guided peer-to-peer interaction, the deliberate examination of thinking processes (metacognition), the connection of universal themes, and the use of visuals and graphic organizers.
Standard English Learners are students who communicate in a non-standard dialect of English, and who require support in developing academic English proficiency. Some appropriate strategies include the creation of affirming environments with guided peer-to-peer interaction, helping students build connections between their experiences and cultures and the content, the explicit development of academic vocabulary, the use of graphic organizers that emphasize the relationships between pieces of information, and the inclusion of culturally diverse texts.
Special Education Students require specialized support for any of a number of cognitive, emotional, or physical attributes. Any explicit strategies that will support or include students in this wide range of categories are acceptable.
Culturally/Linguistically Diverse Students are reflective of myriad cultures and backgrounds. Appropriate strategies help teachers both understand the attributes of students’ cultures and apply engagement techniques that build the academic relationships between students and teachers. Other appropriate strategies help teachers identify students’ learning styles and develop strategies to support them, and include culturally diverse texts.
Gifted and Talented Students possess aptitude in one or more areas. Appropriate strategies involve helping students develop their own learning goals, expanding the challenge of materials, and connecting with students’ personal interests.
Foster and/or Homeless Students have experienced disruption in the stability of their housing and/or the adults they live with.  Some appropriate strategies include the development of consistent daily routines, providing opportunities for structured interactions, and building personal connections with students.
LGBTQIA+ refers to sexual/affectional orientations and gender expression/identity.  Some appropriate strategies include the use of inclusive language and the integrating LGBTQIA+ topics and historical figures (as indicated by SB28, the FAIR Act of 2011).
Section 4: Pacing and Activities
Break – A period of 15 minutes for participants to step away from instruction.   A typical full-day workshop will include two 15-minute breaks.  Breaks are counted toward the total workshop hour credit. 
Meal Break – A period of 30 to 60 minutes where participants can eat and drink.  If instruction continues during this time (a “working lunch”) then the time can be included toward the total workshop hour credit. 
Section 5: Scheduling and Logistics
The workshop scheduling refers to where and when participants will participate in instruction. For example,  “At the Aquarium of the Pacific from 9:00am to 3:00pm, with a one-hour lunch break” or “Via Zoom for three sequential Saturdays from 10:00am to 12:30pm” would provide a sense of when participants would be engaged in parts of the course.  
Section 6: Publicity
None for this section.
Section 7: Evaluation
Workshop evaluation refers to an opportunity for participants to share their experiences.  Workshop evaluations typically are given at the end of a workshop and can include both Likert-scale questions as well as open-ended ones.  Well-crafted workshop evaluations will provide instructors with insight as to how future iterations can be made more valuable and engaging.
Attachment: Guest Speakers
Guest speakers refer to individuals who have special knowledge of (or connections to) the material of the workshop, and whose presentation will add to the depth of participants’ understanding.  For example, a person who experienced an event first hand, as well as a person who has studied a topic extensively and is well-regarded in the field, could both provide valuable insight.  Guest speakers are different from instructors in that they are only brought in for a limited time within the workshop and are not required to provide feedback to participants.
Additional LAUSD/UTLA Contract Language 
Article XV, Section 8.4 The Joint Salary Committee may also, in the exercise of its approval rights, impose reductions in credit or suspend or cancel approval of previously-approved classes if the Committee determines that a program or workshop does not meet requirements and should not receive the full unit value claimed by the provider. When the Joint Salary Point Credit Committee exercises these rights it shall immediately inform, in writing, the Director of Salary Allocation Office of its decision(s). Because it is a joint Committee, all of its decisions pursuant to sections 8.3 and 8.4 shall be considered final and binding, and not subject to grievance/arbitration procedures.
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