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LAMINATING PROCEDURES FOR TEACHING STAFF POLICY

ELC will laminate the following:
· Items purchased for classrooms with ELC funds
· Items created with ELC materials
· Miscellaneous items necessary for classrooms (photos, name tags, etc.) 
· Items purchased with personal funds that are pre-approved by the supervisor (purchaser must include a receipt with travel voucher)

ELC will NOT laminate the following:
· ANY items purchased with personal funds

Any items requiring lamination must be approved by Supervisor/Program Manager prior to sending to POA, see Appendix ED-R1. After Appendix is signed and approved by Program Manager, they will send the completed appendix and items to the following locations:
· Bonaire send to POA at Bonaire
· All other Butler sites send to Mt. Chestnut
· Armstrong send to POA at Ford City
· Indiana send to POA in each building: Indiana Area, Cherry Hill, or Homer City

Appendix must be filled out accurately or laminations will not be approved. When sending items to be laminated, put smaller items in zip lock bag/envelope. For larger items, secure items with rubber bands/butterfly clips. DO NOT use paperclips. 

Items laminated for a classroom must remain in that classroom unless Program Manager indicates otherwise.

POA’s are not responsible for cutting out lamination. 

Allow up to three weeks to receive laminated items.
