Dear [Manager/Headteacher’s Name],
I hope you are well. I am writing to request permission to attend the Music & Drama Education Expo, taking place on 12th & 13th February at the Business Design Centre, London. 
This event is recognised as one of the largest free professional development conferences for music and drama educators in the UK, offering over 60 CPD-accredited workshops, seminars, and training sessions. Attendance would directly support my continuing professional development and benefit our pupils and department.
Justification for Attendance
· Impact on teaching and learning: I will be able to attend CPD-accredited training sessions specifically relevant to our current priorities and challenges. These sessions will improve my classroom practice and help enhance the learning experience and outcomes for our pupils.
· Whole-school benefit: I intend to take detailed notes and share key insights and materials with the wider department and SLT where appropriate, meaning the benefit extends beyond my individual development.
· Curriculum and resource improvement: The Expo will give me direct access to leading suppliers, new resources, educational tools, and current policy updates, allowing me to source information that could save the school time and money when reviewing or purchasing resources.
Advance Notice
I am submitting this request in advance to enable sufficient time to arrange cover, should it be required. I will ensure that all lesson plans, materials, and instructions are prepared so that learning continues smoothly in my absence.
Five reasons why attendance is a clear benefit to the school
1. There are over 60 CPD-accredited sessions, and I can design a bespoke training programme based on our department’s needs.
2. I will have the opportunity to network with teachers nationwide, gaining insight into successful approaches and solutions used in other schools.
3. I will be able to speak directly with our current suppliers (over 100 brands represented) and access expert advice and support.
4. I will learn about new products, procedures, and policy to ensure our department stays up to date and forward-thinking.
5. The event is free to attend, meaning no cost to the school for entry.
I believe that attending this event will equip me with valuable strategies, contacts, and resources that will positively impact our department and the wider school community.
Thank you for considering my request. I am happy to discuss this further or provide more information if needed.
Kind regards,
[Your Name]
[Your Position]
[School/Department]

