[DATE]

Dear [ENTER BOSS’S NAME],

Subject: Conference Attendance Approval Request- 2019 Mid-Atlantic Student Safety & Security Conference
I am writing to request your approval to attend the Student Safety & Security Conference, taking place April 11- 12 in Washington, DC.
The SSSC will help me develop an effective action plan that is unique to our own school and  surrounding community and learn how to engage the widest range of stakeholders to make our [insert school’s name] safe and secure -- the way learning environments really should be.

I will join other delegates from all over the country representing every sector of society to model a community process to help stamp out all forms of school violence, including shootings, bullying, dating violence, vandalism, gang activity, and catastrophic events such as school massacres. This will help me find out what are other schools are doing now and discover how they are confronting challenges similar to the ones our school faces.

I’ll have access to experts, educators, and first responders involved with some of the actual events that shocked our nation.  

I’ll be able to choose from over 42 sessions, tailoring my schedule to get exactly the information I need. For example, I plan to focus on:
· How to Plan: Make everyone a stakeholder. Spell out roles and responsibilities.
· How to Protect [insert school name]:Know our resources. Test them against our toughest scenarios.
· How to Respond: Recognize problems earlier. Make the right decisions faster.
· How to Plan to Continue: Keep the learning process alive.
· Enough listening. It is time for me, for real hands-on experience. 

I will be able to participate in the following Role-playing sessions:

1. Response: Activating the emergency response infrastructure, warning signals, student complaints, first response, protecting targets and hostages, types of violence, survival techniques, news by cell phone, regaining control, chain of command, emergency response routes, evacuation procedures, school closings, notifying parents, anticipating escalation, law enforcement information sharing, medical procedures, dealing with the media, reaction on the Internet.

2. Recovery: Overcoming fear of returning to class, debriefings, victim needs, survivor needs, families of offenders, call-in lines, grief counseling, health services and resources, statements to students and parents, academic support, investigation procedures, removing names, funerals and anniversaries, signals for closure, how to orient new students and their families.

3. Prevention: School Crime Watch, drug-free zones, gun-free zones, Zero-tolerance messages, gang apparel and student dress codes, mentoring, parent cooperation, law enforcement resources and presentations, information kits and advisories, engaging the business sector, restrictions in hallways, locker areas, bathrooms, parking lots, cafeteria and other high-risk areas.

4. Preparedness: What can I do right now, assessing threat and potential victims, designating crisis planning and crisis management teams, exercising the student safety plan, reviewing civil and criminal options, patrols and security systems, video monitoring, crime maps, creating a school safety who's who, photo ID database, including private sector resources, dealing with outside threats, media relations, legislative actions, town hall meetings, releasing information, crisis kits, preparing the lines of communication, sharing best practices, taking preemptive action.

I have attached an outline of the sessions I plan to attend. [attach sessions worksheet].

Many of these tabletop exercises, workshops, case studies and sessions at SSSC are clearly aligned with our goals-or specifically address some of our biggest challenges. 

In addition, after reviewing the speaker bios, I’d like to meet and learn best practices concerning school safety, and to find out what are they doing—or not doing. [attach Speakers List] and also attached some [quotes] from them. We can apply those practices to [insert school’s name].In short, I will learn new strategies and solutions that willimprove our school safety. 

My projected costs for attending SSSC are [insert cost from worksheet]. This includes registration, transportation, lodging, events, and meals. This estimate assumes that I register by December 21, 2018, to receive the discounted rate for early registration.

You can learn more about the event at www.nordtree.com.
Sending more than one person to the conference insures that we’ll be able to get to all of the breakout sessions and share our knowledge when we return to the [insert school’s name]. SSSC is offering a special discount for teams. We can send up to 4 people for the price of 3 or 7 people for the price of 5 or 10 people for the price of 7.

I hope you will consider my request and grant me approval to attend. 
Thank you for your consideration.

Sincerely,

[Your Name]
