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South Cook ISC is the recording agent and must follow the Illinois State Board of Education's (ISBE) guidelines regarding awarding credit; therefore, the following guidelines must be followed in order for Administrator Academy credit to be granted:
 
1)   A contact person must be named and be available for all logistical issues on-site.  The contact person is responsible for contacting and securing the presenter(s), presentation site, and required course materials.  The contact person is also responsible for negotiating and paying the presenter's fees.
2)   For pre-approved Administrator Academy offerings: A written agreement to host the program must be signed 45 days in advance with South Cook ISC.  Custom-created programs can be submitted for approval to the ISBE, but require a minimum of 60 days for processing.
3)   All Administrator Academy courses must also be available to other administrators outside your district, if seating is available.  Your interest group will be given priority seating at the training activity.
4)   An administrative fee of $200.00 plus a $15.00 fee per participant will be charged to the contact person/off-site entity for state recording whether the recording is for Administrators' Academy credit or PD credit. (Please submit one agency check payable to South Cook ISC. Personal checks cannot be accepted).  If South Cook ISC makes other arrangements for the session, additional fees may be assessed.  All participants are encouraged to take the session for Administrators' Academy credit because PD credit reflects the course time MINUS the time allowed for the Application/Dissemination component.
5)   Approved courses may require a specific presenter.  South Cook ISC will advise you if a specific presenter is needed for pre-approved academies.  It is the contact person/offering entity's responsibility to contract with the academy's approved presenter or, if no specific presenter is necessary, to contract with a presenter who has relevant expertise in the field.
6)   A sign-in sheet is required for all Administrators' Academies.  This sign-in sheet is to include the Administrators' legal name, and the school district represented.  All administrators must include their social security and/or IEIN number and a mailing address.  The sign-in sheet will be available for signing at least 1/2 hour before the session begins and should be removed within 30 minutes after the start of the session.
From:		 Dr. Kathleen Doyle, Assistant Executive Director 		  South Cook, ISC
administrators must include their social security and/or IEIN number and a mailing 
address.  The sign-in sheet will be available for signing at least ½ hour before the 
7)   At the end of the session, ISBE's evaluation form must be completed by each participant and submitted to the presenter.  South Cook ISC will provide you an electronic copy of the evaluation form so that you may make one copy for each person in attendance. 
8)   The contact person/off-site entity and presenter will need to determine the time element and procedures required to submit the Application/Dissemination pieces to South Cook ISC.  South Cook ISC cannot register credit subsequent to receipt of all Application/Dissemination reports.  The presenter or someone from the contact person/entity's staff will be responsible for reviewing the Application/Dissemination assignments for accuracy and validity prior to submission to South Cook ISC.
9)   The contact person/off-site entity will provide appropriate training space and any necessary equipment and hand-outs required by the presenter.  The contact person/off-site entity is also responsible for contacting the presenter to confirm other presentation needs.
10)  The contact person/off-site entity will be responsible for any refreshments or lunch at the training site. 
11)  Each Administrator's Academy session has a stipulated amount of direct/indirect instructional time.  The contact person/off-site entity is required to provide an interruption-free environment so that administrators are present for the full Academy (minimum 6 hours).
THREE PIECES OF INFORMATION FROM EACH PARTICIPANT MUST BE SUBMITTED TO SOUTH COOK ISC.  Those three pieces are the completed sign-in sheet, the original and reviewed Application/Dissemination reports, and the completed evaluation forms. 
A CHECK for $200.00 administration fee plus $15.00 per participant for either Administrators' Academy credit or PD credit., payable to South Cook ISC is also required and should be forwarded to South Cook ISC with the three documents mentioned above. 
 
If interested in pursuing an off-site offering: 
 
Next Steps:  1) complete the contract which is part of this document, and return it to us, either by FAX to 708-754-8687 or by e-mail to ProfDev@s-cook.org.  2) Upon completion of the off-site offering, forward the completed sign in sheets, evaluation forms and application/dissemination forms with the required fee identified above to South Cook ISC and mail to: South Cook ISC4, 253 W. Joe Orr Road, Chicago Heights, IL 60411.  3) Upon receipt, Administrator Academy credits will be recorded accordingly.   
 
If you have any questions please contact Dr. Kathleen Doyle at 708-754-6600 or kdoyle@s-cook.org.
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 agrees to meet the requirements outlined in the Guidelines Memo.  
.
 
          South Cook ISC Representative
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