
      
   

Instructions for Horizontal Advancement on the Salary Schedule 
 

There are four (4) different processes to choose from to receive approval for credits towards advancement on the salary schedule. 
 
Each of the processes are defined below and the required forms that are referred to in the instructions are attached. 
 

I. Credit by Taking College and/or University Courses (Article 13-1, A of the MEA CBA) 
 

Credit toward advancement on the salary schedule may be obtained by taking extension courses or an on-campus study that 
meets one of the following criteria: 
 
To be acceptable toward advancement on the salary schedule, credit earned by taking extension courses or an on-campus study will: 

 
1. Be directly related to the individual’s current or related academic teaching field(s) or extra-curricular assignments, 

courses of a general foundational nature in the professional educational curriculum, or a planned program pursuing a 
new endorsement. 

 
2. Apply toward an advanced degree in the teacher’s current or related teaching field. 
 

Credits defined as graduate level professional development, continuing education, etc. that:  1) do not apply to an advanced degree 
in the teacher’s current or related teaching field, but are 2) directly related to the teacher’s current or related academic teaching 
field(s) or extracurricular assignments or courses of a general foundational nature in the professional education curriculum cannot 
be used for advancement on the salary schedule until after the teacher obtains an MA. 
 
Prior Evaluation:  A teacher may request prior evaluation of credits which do not fall under these headings by submitting a 
completed MCPS Prior Evaluation of College/University Credit form to the Human Resources Department.  The Superintendent (or 
designee) will evaluate the credits within 15 days and notify the teacher accordingly. 
 
Requirement:  For each 15 quarter (10 semester) lane advancement, half of the credits must be graduate level (with the exception 
of a planned program pursing an additional endorsement).  Note:  While the 2012-13 CBA states more than half of the credits must 
be graduate, MEA and the District have agreed to “half of the credit must be graduate level credits” language. 
 
Deadline for submitting an Application for Horizontal Advancement on the Salary Schedule form:  An Application for Horizontal 
Advancement on the Salary Schedule form with the required verification of completion of credits (official transcripts, grade slips, 
etc.) must be submitted to the Human Resources Department by the 1st of September for an individual to receive credit for 
advancement on the salary schedule for that school year. 
 
 
 
 
 
 
 

 
 
 
 
 
 



 

II. Credit for Completing an Individual Professional Growth Plan per the MEA CBA 
 

Credit toward advancement on the salary schedule may be obtained through an Individual Professional Growth Plan Program.  This 
program is designed for teachers who desire to engage in rigorous professional growth activities that do not fit under any other 
defined process for earning credit to advance on the salary schedule.  For a more complete explanation, see “Professional Growth 
Program” under Appendix I of the MEA CBA. 
 

The criteria for acceptance of a growth plan are that activities described in the plan be sufficiently rigorous and relevant to be 
considered as equivalent to college credits used for advancement on the salary schedule.  To be relevant: 
 

1. The activities must be focused on the acquisition of sufficient new knowledge and/or skills (as opposed to the application 
of already acquired knowledge and/or skills). 

 

2. The activities must be of professional benefit to the candidate and the District. 
 

3. The assessment of the growth plan as defined by the candidate in the plan must define indicators of the level or rigor 
required to complete the plan. 

 

The Plan Application must be approved at least 15 days PRIOR TO the teacher beginning the courses/activities in order to guarantee 
acceptance for credit toward advancement.  Therefore, the application must be submitted well in advance of when the applicant 
plans to begin his/her work as the approval requires two (2) signatures to assure professional growth credits will be awarded ~ 1) 
the immediate supervisor (usually the Principal) and 2) the Superintendent or designee (usually the Director of Human Resources).  
Approval is not final until the applicant receives a copy of the approval that includes both signatures. 
 

Requirements: 
 

1. District funds may not be used for any part of a growth plan for which applicants are requesting horizontal advancement 
on the salary schedule. 

 

2. Individual growth plans must be completed within one calendar year from the time of approval. 
 

Credits: 
 

1. One (1) quarter credit equals one (1) Professional Growth Credit.  One and one-half (1 ½) quarter credits equals one (1) 
semester credit. 
 

The minimum clock hours required for each credit at the BA level is 15 hours for each semester credit and 10 hours for 
each quarter credit. 

 

At the MA level, the minimum clock hours required for each semester credit are 22.5 hours and 15 hours for each quarter 
credit. 

 

2. A maximum of 10 semester (15 quarter) credits may be attained for advancement on the salary schedule at each of the 
BA and MA levels through the Professional Growth Program. 

 

To earn credits with an Individual Professional Growth Plan, an applicant must complete the following steps: 
 

1. Develop a Professional Growth Plan in conjunction with the applicant’s immediate supervisor within the requirements 
and guidelines outlined below and Appendix I of the MEA CBA. 

 

2. Complete a Professional Growth Application and attach the Professional Growth Plan that the applicant has developed. 
 

3. Submit the Application and the Plan for approval to the approval agents listed below beginning with the applicant’s 
immediate supervisor. 
 

The Plan Application must be approved at least 15 days prior to the teacher beginning courses/activities in order to 
guarantee acceptance for credit toward advancement.  Therefore, the application must be submitted well in advance as 
the approval requires two (2) signatures to assure that professional growth credits will be awarded:  1) the immediate 
supervisor (usually the Principal) and 2) the Superintendent or designee (usually the Director of Human Resources).  
Approval is not final until the applicant receives a copy of the approval with both signatures. 
 



4. Upon completion, applicant must submit a Completion Receipt Form and Application for Horizontal Advancement to the 
Human Resources Department no later than September 1st. 

 

Approval Process following receipt of Professional Growth Plan Application by applicant’s immediate supervisor: 
 

1. The applicant’s immediate supervisor must submit the recommendation to approve or deny the plan to the 
Superintendent or designee (usually the Director of Human Resources) for review and verification that the teacher has 
not already met the credit limits allowed by the Professional Growth Plan. 

 

2. If the supervising administrator does not recommend the plan for approval, the applicant will be informed and may 
appeal the decision by following the process and timelines outlined in Appendix I of the MEA CBA. 

 

Activities and Courses:  A teacher may use the following to earn Professional Growth Credits for horizontal advancement: 
 

1. Informal training sessions (i.e. workshops, seminars, accredited service schools, etc.) 
2. College and committee work 
3. Travel 
4. Non-teaching work experience 
5. Published professional writing related to the teacher’s position 
6. College/University courses and formal training sessions (i.e. accredited service schools) 

 

Credits for Activities 1 – 4: 
A teacher may earn up to five (5) credits from any one activity per fifteen (15) quarter credits for each lane advancement. 
 

Credits for Activity 5: 
A teacher may earn up to five (5) Professional Growth credits at the BA level and fifteen (15) quarter credits at the MA level. 
 

Credits for Activity 6: 
A teacher may earn all fifteen (15) quarter of the Professional Growth credits in coursework for one lane at each the BA and 
MA levels. 
 

General Guidelines for Acceptable Activities and Courses (#s 1 – 6 above): 
 

1. Informal training sessions (i.e. workshops, seminars, accredited service schools) ~ The activities must be rigorous and 
relevant. 
 

2. College and committee work ~ The activities must be rigorous and relevant. 
 

3. Travel ~ Acceptance of travel as a part of a Professional Growth Plan will be dependent on the degree to which it includes 
focused learning experiences.  Acceptance should also be based on the uniqueness of the experience (i.e. only one trip to 
a location/country, as in the case of foreign language teachers) and is generally acceptable for a Professional Growth Plan.  
Activities must be rigorous and relevant. 

 

4. Non-teaching work experience ~ Acceptance of non-teaching work experience will be based on the relevance of that work 
experience as it pertains to the attainment of new knowledge and/or skills (as opposed to the application of previously 
attained knowledge and/or skills) that are of professional benefit to the teacher and the District.  The activities must also 
be rigorous. 

 

5. Professional writing included in a Professional Growth Plan should be writing that will be submitted to a professional 
journal that includes tiers of peer review.  The writing should be based on research and/or the review of literature 
conducted by the candidate in order to gain new knowledge and/or skills that are beneficial to the individual and the 
District.  (Creative writing does not meet this criterion.)  It is not a requirement the writing actually be published to be 
accepted as part of a growth plan but it should be of sufficient quality that it has a reasonable chance of being published 
when submitted. 

 

6. College/university courses and formal training sessions (i.e. accredited service schools) ~ This includes college and/or 
university credit that is not addressed in the “college credit” portion of the Collective Bargaining Agreement 
(Article 13-1 A).  A teacher may earn all of the 10 semester (15 quarter) professional growth credits on one lane at both 
the BA and MA levels.  All 10 semester (15 quarter) credits may be undergraduate.  Through this section, the 
administration recognizes that there is benefit to the District in having middle and high school teachers endorsed in more 
than one area. 
 



 
 

III. Credit by Taking Pre-Approved District Professional Development Equivalent Credits 
 

 ARTICLE 13-1 E    Professional Development 
 The District may offer professional development courses (classes) taught outside the contract work day (or year) which are pre-

approved for a certain number of university equivalent credits (hours of credit will be comparable to university or college credit).  
These District-designated courses (classes) may be used for advancement on the salary schedule provided they are germane to a 
teacher’s assignment and are pre-approved by the District.  The awarding of such equivalent credits is solely at the discretion of the 
District and is not subject to the grievance procedure. 

 

 In lieu of receiving credit for advancement on the salary schedule referred to above, a teacher may, at the discretion of the District, 
receive FLEX PIR credit and OPI renewal credit (if available) OR a one-time stipend of two-hundred dollars ($200.00) per semester 
credit hour.  To be granted one of these options, the teacher must complete all course requirements as outlined in the course 
syllabus as per required by the District. 

 

 Process for receiving credit for advancement on the salary schedule: 
 

1. Register and complete the class and any coursework required for District classes that have been pre-approved for 
receiving credit and that can be used for advancement on the salary schedule. 

2. Receive a Certificate of Completion from the instructor for completing the course. 
3. Complete an Application for Horizontal Advancement on the Salary Schedule form along with the required signed 

Completion Receipt of Professional Growth Plan form and submit it to the Human Resources Department by September 
1st. 

 
 
 

IV. Earning Credit by Taking CEUs  (Specialists Only:  Speech-Language Pathologists and Occupational & Physical Therapists) 
 

 Speech-Language Pathologists 
 

1. In consideration that completed ASHA or MSHA CEUs are certified by ASHA and/or MSHA and are accepted by all state 
licensure boards towards license renewal and are recorded on an official transcript, the Missoula County Public School 
District accepts ASHA and MSHA CEUs that are recorded on official transcripts for Speech-Language Pathologists as 
college/university equivalent credit. 

 

2. The equivalent of 10 semester (15 quarter) credits is required for approval for each horizontal lane movement. 
 

3. ASHA CEUs are calculated as follows: 
a. 1 clock hour  = .10 CEU 
b. 10 clock hours = 1 CEU 
c. 15 clock hours = 1.5 CEUs 

 

4. MCPS Professional Growth Credits for specialists are calculated as follows: 
a. 15 clock hours = 1.5 CEUs  = 1 semester credit at the BA level 
b. 150 clock hours = 15 CEUs  = 10 semester credits at the BA level 
c. 22.5 clock hours = 2.25 CEUs = 1 semester credit at the MA level 
d. 225 clock hours = 22.5 CEUs = 10 semester credits at the MA level 

 

Note:  OPI renewal units for licensure renewal are not accepted for horizontal advancement. 
 

5. An Application for Horizontal Advancement on the Salary Schedule form along with the required ASHA/MSHA transcript 
verifying completion of credits, must be submitted to the Human Resources Department by September 1st for an 
individual to receive credit for advancement on the salary schedule for that school year. 

 
 
 
 
 
 



 
Occupational and Physical Therapists 
 
1. In accordance with the January 30, 2006 Memorandum of Understanding between MEA and MCPS: 

 
Occupational Therapists and Physical Therapists are allowed to utilize the Professional Growth Plan Program for 
advancement on the salary schedule. 

 
2. See II above of these instructions for the required process for approval of a Professional Growth Plan toward movement 

on the salary schedule. 
 

Note:  MEA and MCPS agreed to waive the conditions in the Professional Growth Program that limit the number of credits 
earned by Occupational and Physical Therapist applicants to 15 credits and that set a 5 credit limitation for Activities 1 – 4 
of the Professional Growth Program. 

 
3. The equivalent of 10 semester (15 quarter) credits is required for approval of each horizontal lane movement. 

a. 15 clock hours = 1.5 CEUs  = 1 semester credit at the BA level 
b. 150 clock hours = 15 CEUs  = 10 semester credits at the BA level 
c. 22.5 clock hours = 2.25 CEUs = 1 semester credit at the MA level 
d. 225 clock hours = 22.5 CEUs = 10 semester credits at the MA level 

 
Note:  OPI renewal units for licensure renewal are not accepted for horizontal advancement. 

 
4. An Application for Horizontal Advancement on the Salary Schedule form along with the required signed Completion 

Receipt of Professional Growth Plan form, must be submitted to the Human Resources Department by September 1st for 
an individual to receive credit for advancement on the salary schedule for that school year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MCPS INDIVIDUAL PROFESSIONAL GROWTH PLAN APPLICATION 
 

NOTE: The Professional Growth Plan Application must be approved at least 15 days PRIOR TO the teacher beginning courses/activities.  Approval 
requires two (2) signatures, the immediate supervisor (usually the Principal) and the Superintendent or designee (usually the Director of Human 
Resources), therefore, timely submission of the application to the applicant’s immediate supervisor is required.  Approval is not final until the 
applicant receives a copy of the approval with both required signatures. 
 

To qualify for approval of Individual Professional Growth Plan credits, the applicant must: 
 

1. Develop a Professional Growth Plan in conjunction with the applicant’s immediate supervisor within the requirements and guidelines 
outlined below and Appendix I of the MEA CBA. 

2. Complete the Professional Growth Plan Application and attach it to the Professional Growth Plan. 
3. Submit both the Application and the Plan to the immediate supervisor for approval and the required signatures. 

 

If the supervising administrator does not recommend approval, the applicant will be informed and may appeal the decision by requesting the 
building committee review the plan and make a recommendation to the Superintendent for approval.  The decision of the Superintendent or 
designee is final and cannot be grieved. 

 

 YES NO 

1. Are any District resources (funds and/or time) being used to fund any part of your plan?    

2. A maximum of 10 semester (15 quarter) credits at each the BA and MA levels may be earned from Professional Growth Plans.  
Are the credits requested in this growth plan in addition to any credits you may have already received from growth plans 
previously completed within the 10 semester (15 quarter) credit limit per level? 

  

3. Are the credits you are requesting within the guidelines for the activities you propose?  No more than 3.34 semester (5 quarter) 
credits per activity, per lane are permitted for informal training sessions, college and committee work, travel, non-teaching work 
experience; and no more than 10 semester (15 quarter) credits are permitted for published writing at the MA level and 
college/university courses at the BA or MA level. 

  

4. Does your plan include completing the appropriate number of hours for the level of credits requested?  (15 clock hours per 
semester credit and 10 clock hours per quarter credit at the BA level; and 22.5 hours per semester credit and 15 clock hours per 
quarter credit at the MA level) 

  

5. Is the Growth Plan attached to this application?  The growth plan must be written in narrative form, be no more than 2 – 3 pages 
long and include:  a) description of the new skills and/or knowledge the applicant will learn, b) ways the new skills and/or 
knowledge learned will benefit the District, c) ways the new skills and/or knowledge will be of professional benefit to the 
applicant, d) description of the specific activities and estimate hours for each, and e) the assessment(s) to be used by the 
administrator to determine if the individual has successfully completed the plan. 

  

  

BA level   - 15 clock hours per semester credit and 10 clock hours per quarter credit 
MA level   - 22.5 clock hours per semester credit and 15 clock hours per quarter credit 
1 semester credit  = 1.5 quarter credits (Example:  4 semester credits x 1.5 = 6 quarter credits) 
1 quarter credit  = .67 semester credits (Example:  3 quarter credits x .67 = 2 semester credits) 
1.5 CEUs or 15 clock hours = 1 semester credit at the BA level 
2.25 CEUs or 22.5 clock hours = 1 semester credit at the MA level 
 

 

This plan is for _____________    graduate   /   undergraduate     semester    /    quarter   credits. 
             circle one    circle one 

 
___________________________________________________________  _______________________________________ 

Signature of Applicant      Date      
       

Administrative rationale for approval/denial: Approved plans must contain a statement indicating the administrator believes the plan is: 
1) relevant (i.e. represents the learning of new skills/knowledge, is of benefit to the District and the applicant, etc.) and 2) rigorous (i.e. 
represents an appropriate amount of work, contains an appropriate assessment(s), etc.)  Plans not approved must contain a statement 
indicating why the plan was denied.      Relevant:   Yes______ No______  
         Rigorous:  Yes______ No______ 
______________________________________  __________________ Plan Approved:_____ Not Approved:______ 
Signature of Supervising Administrator  Date   Denied & Appealed to Bldg Committee:______ 
 

______________________________________  __________________ Is the teacher eligible to receive the credits applied for? 
Signature of Superintendent’s Designee  Date   Yes______ No______ 
(Human Resources Department)      (Teacher has not already met the credit limits allowed.) 
 
         Plan Approved:_____ Not Approved:______ 



 

COMPLETION RECEIPT FOR INDIVIDUAL PROFESSIONAL GROWTH PLAN 
 

Missoula County Public Schools 
 
 

I, ___________________________________________ certify that I have completed all elements of my 
  (Applicant Name) 

Professional Growth Plan which was approved for completion on __________________________________ and  
         (Date of Superintendent/Designee Approval) 

Request advancement on the salary schedule for _________________________    ________________________ 
                         (graduate / undergraduate)            (semester / quarter) 

credits accordingly. 
 
 
____________________________________  ________________ 
Signature of Applicant     Date 
 
 
 
 
I, ___________________________________________ certify that I have reviewed the applicant’s Plan and have 
  (Supervising Administrator’s Name) 

Evaluated the applicant’s assessment of the Plan.  I make the following recommendation at this time. 
 

______ The Plan has been successfully completed and the candidate should be awarded all 
credits. 

 
______ The Plan has not been successfully completed. 

 
Supervising Administrator Comments (Specific comments and reasons for the recommendation are required): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

____________________________________  ________________ 
Supervising Administrator’s Signature  Date 
 
 
 
____________________________________  ________________ 
Superintendent’s or Designee’s Signature  Date 
 



MCPS PRIOR EVALUATION OF COLLEGE/UNIVERSITY CREDIT 
 

Per Article 13-1 of the MEA CBA: Credit toward advancement on the salary schedule may be obtained by taking extension courses or 
on-campus study.  To be acceptable toward advancement on the salary schedule, credit(s) earned by taking extension courses or on 
campus study: 
 

1. Will be directly related to the individual’s current or related academic teaching field(s) or extra-curricular assignments or 
courses or a general foundation nature in the professional educational curriculum or a planned program pursuing a new 
endorsement. 

2. At least half (½) of the credits must be graduate level credits. 
 
A teacher may request prior evaluation of credits which do not fall under these headings by submitted a completed MCPS Prior 
Evaluation of College/University Credit form to the Human Resources Department.  The Superintendent (or designee) will evaluate the 
credits within 15 days and notify the teacher accordingly.  
 
 
Name:  _______________________________________________  Date:  ______________________________________ 

Degree(s):  ____________________________________________  Building:  ____________________________________ 

Area(s) of Certification:  _________________________________________________________________________________________ 

Current Teaching Assignment(s):  __________________________________________________________________________________ 

Current Salary Schedule Placement:  ___________________________________ 

 

Title of Course and Course Number for which applicant is requesting a prior evaluation:  ______________________________________ 

_____________________________________________________________________________________________________________ 

Undergraduate Credit:  __________________________________  Graduate Credit:  _____________________________ 

College/University: _____________________________________________________________________________________________ 

Date Anticipated for Course Completion: ____________________ 

Describe how this course will be of benefit to you and the District.  _______________________________________________________ 

_____________________________________________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

 

__________________________________________  ______________________ 
Signature of Applicant     Date 
 

 

Approved for ________________________ credits  ______________________ 
       Date 
Not Approved________________________   ______________________ 
       Date 
 

Rationale for approval / non-approval: _____________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

 

__________________________________________  ______________________ 
Superintendent’s or Designee’s Signature   Date 

 



APPLICATION FOR HORIZONTAL ADVANCEMENT ON THE SALARY SCHEDULE 

Missoula County Public Schools 
Human Resources Department 

 

The following applicable materials must be attached to this form and submitted to the Human Resources Department no 
later than September 1st of the year in which horizontal advancement on the salary schedule is requested. 

1. Official Transcripts 
2. Course Grade Slips 
3. MCPS Receipt for Completion of Professional Growth Plan 
4. Certificate of Completion of District Approved Designated Courses 
5. Letter from Proper Authority regarding course completion 

 

Name:  _______________________________________________ Date:  ______________________________________________ 

Building:  ______________________________________________ Current Salary Placement:  _____________________________ 

Current Teaching Assignment(s):  __________________________________________________________________________________ 
 

Additional Course Work Taken for Advancement     (Note:  Semester credits may be converted to quarter credits by multiplying by 1.5) 

             Check one 
Course Number & Title Date of Course Semester 

Credits 
Quarter 
Credits 

Grad 
Credits 

Undergrad 
Credits 

      

      

      

      

      

      

      

      
              

Check one 
Other Credits Date of Course Semester 

Credits 
Quarter 
Credits 

Grad 
Credits 

Undergrad 
Credits 

Pre-Approved Professional Growth      

      

      

      
District Germane & Pre-Approved Designated Courses      

      

      

      
 

Documentation attached:  (check applicable) 
____________ Official Transcripts      ____________Course Grade Slips 
____________ Letter from Property Authority    ____________ Receipt for Professional Growth Plan 
____________ Certificate of Completion of Germane District Approved Courses  Do not write below.  For District use only. 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Current Placement:  _______________________________   Current Salary:  _______________________________ 

Move to Placement:  ______________________________   New Contract Amount:  ________________________ 

Excess Credits Beyond Move:  ____________________________________________________________________________________ 

Notes:  ______________________________________________________________________________________________________ 
____________________________________________________________________________________________________________ 
____________________________________________________________________________________________________________ 
 
________________________________________________  __________________________________ 
Director of Human Resources or Designee    Date 


