Procedures for Approval of District Professional Development Courses

The Additional Pay Guidelines which were revised as of July 1, 2007 specify Cabinet level approval required for courses taught as professional development for district employees.  
Procedures for adhering to these guidelines are as follows:

Employees who are responsible as part of their regular duties for providing specified professional development should not propose contracting of courses from external entities to provide the professional development unless there is a district, state, or federal requirement that can only be met by contracting the courses. If such a need arises, employees will follow the steps below to seek course approval: 

1. Staff member identifies need to address Professional Development through a course for graduate, recertification or other types of credit. 

2. Staff member identifies alignment with corresponding strategy from approved District Strategic Plan.

3. The Course Proposal Form can be obtained from the Office of Professional Development webpage or by contacting the office.
4. The staff member will complete the Course Proposal Form and will seek approval of the Course Proposal by his/her immediate supervisor before submitting the form to the Center of Educator Quality.

5. Upon receiving a Course Proposal, the Center for Educator Quality will:

· Review current district professional development options for redundancy

· Check with colleges and universities for courses that align with the stated need/course content
· Verify funding sources and cost of course 

· Verify eligibility for payment according to District Additional Pay guidelines if course is to be taught by district staff
· Establish any other criteria needed for full approval (i.e.: SDE approval, etc.)

6. The Executive Director of the Center for Teacher Quality will forward a 
recommendation to the Chief Academic Officer who will present to Cabinet for approval.
Final Cabinet approval must be obtained at least sixty (60) days prior to the first meeting date of the class/course.

