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1. All application for flexible in-service and EILA credit in the Erlanger-Elsmere School District will occur 

online. To begin, navigate to http://www.erlanger.kyschools.us/Content2/forstaff. 

2. Select PD Request. 

3. Select the school or group you are assigned to (itinerant staff can contact Mr. Molley to determine 

which school they have been assigned to).  

4. You will need to sign in to your Google Apps Account 

a. Your Google Apps email address is your district email address 

(firstname.lastname@erlanger.kyschools.us). 

b. Your Google Apps password is the same password you use to log into webmail. 

5. You will be taken to a Google Form to request professional learning credit. Most of the fields are self-

explanatory. However, for those who need help, here is a brief description of each field: 

1 Name: Choose your name from the drop-down list. 

2 Name of Training: Type in the name of the training you attended. 

3 Presenter/s: Type in the name of the presenter for the training. 

4 Location of Training: Type in the location of the training. 

5 Date of Training: Give the date of the training (Format MM/DD/YYYY). 

6 Start Time of Training: Type the time in which the training began (Format e.g., H:MM AM or 

HH:MM PM) 

7 End Time of Training: Type the time in which the training ended. (Format e.g., H:MM AM or 

HH:MM PM) 

8 Additional Date/s and Times of Training: This field is only necessary if you attended a training 

that spans multiple days. In most cases, this field will be left blank.  

9 Number of Flexible In-Service Hours Requested: Enter the total number of PD hours that you 

are applying for. If your training spans multiple days, enter the total number of hours for all of 

the days.  Use .25 for 15 min., .5 for 30 min., and .75 for 45 min. 

10 Content Area: Choose the content area of the training. 

11 Does this training connect to; your Professional Growth Plan (PGP), your school’s 

Comprehensive School Improvement Plan (CSIP), or the Erlanger-Elsmere School’s 

Comprehensive District Improvement Plan (CDIP)?  Choose the appropriate connection.  

6. Once completed, click the “Submit” button. 

7. You will receive an email from Google Forms (forms-receipts-noreply@google.com) with a copy of the 

form and your responses; this should be kept for your records. 

a. You may need to check your Clutter or Junk Mail folder for this email. 
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