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Getting to the “SEA” Staff Development System:

1. Go to www.mcpsweb.org
2. Click on Teacher/Staff Links at the top of the screen
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Welcome to the “SEA” System:

The homepage of the SEA systems gives the user guidelines for beginning a proposal.
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Mecklenburg Professional Development System

Guidelines

Welcome to the Mecklenburg County Schools' Professional Development SEA System. This SEA em has been customized for the
Mecklenburg County Public School District.

Registering for a District Activity or requesting funding and approval for a Professional Development Activity Qutside the District is as
as a Lhck of your mouse. Follow the 0u1ddme~. bflm'. to register for a District Profi ;11:11 Development Activity or request
approval for other Professional Devi eiopmmt Activ r reviewing/editing an existing activity proposal.

Guidelines
+ Registering for a District Activity:

Click on the "New or Edit/Review Activity Proposal" link at the bottom of this page.
Click on the " District Activities" button.
Either select sort parameters to view district offerings and click on the ""View District Activities" button.

kc on the "Details" button to View and Register for a District Activi
OR insert the activity number to view a specific activity and click on the "View" button.
Select the section you'd like to register for and click on the ""Select™ button.

mplete all items on the ""Activity Proposal" form.
L k on the "Place Proposal On-Hold" button for approval by your building administrator.

: Use ined " Activity Proposal Number" to edit or review vour registration/proposal (see editreview section below.)
€ mnternet #,100%

To Begin a Proposal:

1. Scroll down to the bottom of the homepage.
2. Click on New or Edit/Review Activity Proposal

+ Want to offer a District Activity ?

Dbtain the Mecklenburg Activity Template by clicking on Activity Template.

Print the Activity Template and complete all tems on both pages of the template C | | C k h ere tO
Send the completed template to the Curricnlum Department. .

You will receive an e-mail when your District Activity has been entered into the SEA System. b e g N yO ur

proposal

v, and/or edit or review 3~ cxisting pro

To register for a District Activity or request approval for another activ

New or Edit'Review Activity Proposal

03 Creative Curniculum Associates Co
) A System for Evaluating and Assessing Professional Deveiup o

B @ nternet H100% -



3. Click on District Activity to locate staff development sponsored within the district

or All Other Activities for activities not sponsored by the county.
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Mecklenburg Professional Development SES{[oqsl=I{=RleN elor1(=
L. district activities such as
Activity Proposal county sponsored staff

develgpment
Edit proposal mumber -
Review proposal number -

tive Curriculum Associates Co, (All Rights Reserved)
em for Evaluating and Assessing Pr sional Development

E Activity Proposal - Windows Internet Explorer
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Mecklenburg Professional Development System

Activity Proposal Click here to create
proposals for activities

not sponsored by the
o S e county such as

Edit proposal musber [N BB SmartBoard training or
Review proposal mnnber- Other Wo rkShOpS

tive Curriculum Assoc Rights Reserved)
em for Evaluating and Asses ofessional Development



To locate District Activities:

There are several options for locating district activities:

1. Click the drop down list to narrow the search to a specific category
2. AND/OR input a specific date range

3. Input an Activity number to view a specific activity
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Mecklenburg Professional Development System

District Activities Click the drop down arrow to

choose a specific category

Select Sort Parameters to View District Activities
Show between
R ;

Click the drop down arrows
to choose a specifidate

Insert Activity Number to View a Specific Activity.
Input a specific activit
View Activity Number [ - P P y

number here.



ict Activities - Windows Internet Explorer
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Mecklenburg Professional Development System

District Activities Click the drop down arrow to

choose a specific category

Select Sart D 7 Thctring Activition

Sh w AHCateg_ories | b tween

| b | Administrative

| Classroom Management
Exceptional Children
Fine Arts
Foreign Language
GATE
Health and P.E.
Bl L anguage Arts - o
Insert Ac livifEuH el tfic Activity.
Media
Vier AN ;
Safe and Drug Free
Science
Social Studies
Teacher Quality
Technology
Testing/Data Analysis

——

Filling out a proposal for all other activities:
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Mecklenburg Professional Development System

Click here create a

proposal for all other
activities

Activity Proposal

All Other Activities
Edit proposal mmber -
Review proposal number -

tive Curriculum Associates Co., (All Rights Reserved)
em for Evaluating and Assessing Professional Development

Click on “All Other Activities” to create a proposal for any activity that is not in the
district. Some of these activities might include workshops or any other type of staff
development that is not specifically sponsored by the county.

An activity proposal will come up on the screen.



ivity Proposal - Windows Internet Explorer
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Mecklenburg Professional Development System

Activity Proposal

New Proposal: Page One

Schook SelectYour-School v
Title of Professional Development Activity: _

Discipline Focns: Arts v

Activity Start Date: i
Activity End Date: :
Activity Lengtt: [JJJll © Hows

How Many Teachers?

Each field MUST be filled out. If the information is not applicable, input “n/a”. If there
is no cost, input 0.00.

Filling out an activity proposal:

Page One

E Activity Proposal - Windows Internet Explorer @@
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Mecklenburg Professional Development System

> | & http:/hwen, seasystem.netfcai-bin/mepsiproposal plx LIRS A D

Activity Proposg
Choose your site school
from the drop down

New Proposal: Page One

Schook
Title of Professional Development Actvity: (SRR s Input the name of the workshop here

Discipline Focus: Career/Technical Ed. %

Activiy Start Date- VPN R . EETRR Choose discipline of focus here
Activity End Date: ;

Activity Lengtlr © Hours

How Many Teachers?

I n pUt da.te, ;‘:w\figf:f:'éz;;itc;;_ literacy. It i= located
L en g t h an d priefly Describe the Professional Development Activity and the Location of the Activity.
]
Number of
teachers

going.



Describe the Relationship of the Professional Development Activity to your Building's jE e e e S L

is class will provide an opportunity for me to
School Improvement Plan and the Virginia Standards of Learning.

Describe the professional
development activity, location,
Personnel (subs. etc.) and how it fits into your Building

Training Matcrics 5 L School Improvement Plan and

Input the budget from i -
wrl?ich the fungs for ot 'I[_he Virginia Standards of
earning

workshop will be Mieage/Airfere S [
deducted LodgagMeas s NN
M "
Consuling Services s [N Input each expense in each
F"E"“;“"A“"‘;““ls_ box. If one box does not
Activity Total _ H “ ”
apply, input “0.00".

Budget  cnoos- one EEEEGE

eative Cumriculum Associates Co.,

ystem for Evaluating and Assessing Professional Development

REMEMBER: FILL OUT EVERY FIELD

Choose your site school

Input the name of the workshop or professional development activity

Input discipline form

Input date activity starts and ends

Input the length of the activity

Input the number of teachers attending
a. If more than one teacher or staff member is attending the activity, one

form can be filled out for all teachers/staftf members.

7. Input a description of the activity and the location where the event is being held.

8. Input a description of the relationship of the activity to the Building School
Improvement plan and the Virginia Standards of Learning.

9. Choose the budget from which the funds will be deducted to pay the expenses of
the activity.

10. Input all expenses that will be incurred during the workshop or professional
development activity.

11. Click Next Page to go to next page.

A S

Page Two:



THE § E JP\ SYSTEM

Mecklenburg Professional Development System

Activity Proposal

New Proposal_Page :
N irst and Last name here
ficipating

If using your district e-mail insert in e-mail slot usemame only, and clickho= 0 (e night.

i J: ephanie Carter . . . .
M'"‘? E-mail address here. Check district domain to
E-mail BlEucy District Domain 7

complete a county email address.

Click here to go to
Has this proposal been approved by the: th en eXt p ag e
Building Administrator?

Select the Strategic Priority Most Aligned to this Activity:

This Activity is Mostly Aligned to: [SEEHE=EGIIY v

Username: [ possorc [
Submit For District Approval

ative Cumiculum Associates Co.,
stem for Evaluating and Assessing Professional Development

Input first and last name.
Input e-mail address
a. County e-mail addresses can be completed by checking the box District
Domain
i. For example John Smith would key jsmith and check the box
beside district domain.
3. Click on Place Proposal On-Hold.

N —

Finish Activity Proposal:

A finished activity proposal will come up. PRINT this page and keep it with your
records. MAKE SURE EVERYTHING IS CORRECT.



1E S = A\ svsteM
Mecklenburg Professional Development System

Activity Proposal
PRINT THIS PAGE

it in vour browser. Be sure to note for future reference, proposal number 2384,

Print this page and

Proposal: 1384

Status: On-Hold 1 1
School: Park View High keep up Wlth thls
Title of Activity: NEFE Financial Literacy number. You will

Discipline Focus: Career/Technical Ed.

need it to review or

Activity Start Date: August 10, 1
Activity End Date: Angust 10, 2007 edlt your proposall
Length of Activity: 10 Hours

Description/Location of Activity: How to teach financial literacy. It is located in Virginia Beach, VA

Relationship of Activity to School This class will provide an opportunity for me to learn new techniques for teaching financial literacy.
Improvement Plan and SOL:

Budget (CTE)

Personnel (subs, etc) S 0
Training Materials $0
RegistrationFees S0

Travel
Mileage/Airfare 50
Lodging/Meals S0
Misc. 50
Consulting Services $0
Follow-up Activities 50
Activity Total 50

Comment:
Reminder:

Participating Teachers

Stephanie Carter (stcarter@meck k12 vaus)

SEA Svstem Home Page

£1998-2003 Creative Curriculum Associates Co.,
SEA(TM) A System for Evaluating and Assessing Professional Development

To Edit or Review a Proposal:

1. Go to the “SEA” System Staff Development homepage (see the steps on page 3).
2. Scroll down to the bottom of the page and click on New or Edit/Review Activity

Proposal.

10



o You may Edit/Review an On-Hold activity proposal, or Review an Approved activity proposal. *

o Click on the "New or Edit/Review Activity Proposal" link at the bottom of this page.

o Insert your Proposal Number in the "Edit" or "Review" feature and click the button.

o NOTE: If you edit an On-Hold proposal, click the "Place Proposal On-Hold" button after editing.

* To edit an approved activity proposal, contact your building administrator.

+« Want to offer a District Activity ?

o Obtain the Mecklenburg Activity Template by clicking on Activity Template.

o Print the Activity Template and complete all items on both pages of the template.

o Send the completed template to the Curriculum Department.

o You will receive an e-mail when your District Activity has been entered into the SEA System.

To register for a District Activity or request approval for another activity, and/or edit or review an existing

Click here to edit

or review an

©1998-2005 Creative Curriculum Assuciates Co., aCtiVit ronos a'
SEA(TM) A System for Evaluating and Assessig rivivosional T ovivpuient Yy prop ’

New or Edit/Review Activity Proposal

3. A screen to input an activity proposal number comes up. Input the proposal
number of the request to review or edit.

THE §§ = A\ SYSTEM

Mecklenburg Professional Development System

Activity Proposal

All Other Activities .
Edit proposal nurer I

Review proposal num.er [ Il Input the proposal

number to edit or

©1998-2005 Creative Curriculum Associates Co., (All Rights Reserved) review here
(Th) A System for Evaluating and Assessing Professional Development ’

Editing a Proposal:

11



THE § [ A\ SYSTEM

Mecklenburg Professional Development System

Edit Proposal

School: Park view High v
Title of Professional Development Activity: Nl
Discipline Focus:

Activity Start Date: ,
Activity End Date: ,
Length of Activity: o Hours
How to teach financial literacy. It is located
Briefly Describe the Professional Development Activity and the ettt e
Location of the Activity.

B : Jqd " This class will provide an opportunity for me to
Describe the Relationship of the Professional Development Loarn new teshmimues far teaching finaneiml

Activity to your Building's School Improvement Plan and the literacy.
Virginia Standards of Learning.

Budget Choose One:

Personnel (subs, etc.) $ EEEE
Training Materials  $ [N
Registration/Fees  $ EIEN
Travel
Mileage/Airfare  $ ENEN
Lodging/Meals  $ [N
Misc. s
Consulting Services $ N
Consulting Services $ N
Follow-up Activities $ FI N
Activity Total $ ENENEEN

Participating Teachers

If using disirict e-mail for "NEW" teachers, insert in e-mail slot username only, and click box to the right.

1. INE Y1 UMl Stephanie Carter m Delete?
NEW Name:

Email: m District Domain ?
NEW Name:

Email: m District Domain ?
NEW Name:

Email: m District Domain ?
NEW Name:

Email: m District Domain ?

12



Has this proposal been approved by the:
Building Administrator?

Select the Strategic Priority Most Aligned to this Activity:

This Activity is Mostly Aligned to:

Username: [N  Password: I
Cancel Proposal Submit For District Approsal

©1998-2005 Creative Curriculum Associates Co.,
SEA(TM) A System for Evaluating and Assessing Professional Development

1. A form similar to the original proposal comes up on the screen.

2. Additional teachers may be added to the proposal by entering their names and e-
mail addresses under “Participating Teachers”.

3. Once all changes have been made click on Submit for District Approval.

4. The entire form can be reset by clicking on Reset Form at the bottom of the
screen. This button will clear the entire form and all information will have to be
re-entered.

5. To cancel the entire proposal click on Cancel Proposal and the request will be
deleted.

Reviewing a Proposal:

1. Input proposal number in the box beside “Review proposal number”.
2. Click on Review
3. A copy of the proposal will come up on the screen.
a. NO CHANGES CAN BE MADE TO THE FORM ON THIS SCREEN

THE §§ = A\ SYSTEM

Mecklenburg Professional Development System

Activity Proposal
IR Input the proposal
Edit proposal number [ =0 number here and

Review proposal numbs - EEZIE C“Cl_( on ReVIe_V\_/
to view an activity

©1998-2005 Creative Curriculum Associates Co., (All Rights Reserved) p rOpOS&' .
SEA(TM) A System for Evaluating and Assessing Professional Development
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