General Guidelines for Professional Development Activities
General Information:

Professional Development is an organized system for providing opportunities for staff members to improve the skills and knowledge needed to effectively teach students the curriculum, provide a supportive and nurturing environment, understand and motivate students with varying needs and successfully communicate with parents and guardians. This system also offers opportunities for all personnel to develop their capacities to perform specific job responsibilities at optimal levels and provides for the development of leadership skills. Participants in professional development include school board members, district office administrators, school-based administrators, instructional personnel, and support staff.  In order for the training to be used to renew a Professional Educator’s Certificate, it should be related to an individual’s job roles or teaching responsibilities.  All training must include evidence of alignment with the State’s Professional Development Protocol Standards, which include planning, learning, implementing, and evaluating.
Pre-Approval:

Before a school-based training is offered, it needs to be approved by the school-based administrator and the Component Coordinator under which the activity falls. The Professional Development Activities Request Form should be submitted to Aimee Boltze, Supervisor of Staff Development via email (kscalise@pasco.k12.fl.us). If approved, the activity will be entered into Avatar by Kathy Scalise.  Employees would then register on Avatar for the professional development activity just as they would for any other activity.  The contact person will be responsible for reporting attendance and verification of final points awarded in Avatar.
Activities:
Activities should include in-depth training in a specific area of expertise related to an individual’s job roles or teaching responsibilities. If the activity is to be provided over a period of time, the different sessions should be connected in outcomes and build toward in-depth professional learning around that topic.
Hours/Inservice Points:

Professional development is more intensive than an awareness level orientation and/or introduction of concepts or skills. The state requires our district to ensure that the points we award for renewing a Professional Educator’s Certificate are based on the evidence of an increase in the professional learning of the educator. This includes documentation of the required activities to ensure implementation and impact in the classroom. To help meet these requirements, training duration will be analyzed before the approval of points.  Inservice points are awarded at the rate of one (1) point per hour of training with documented implementation.  Time spent in activities not related to the instruction (e.g. breaks, lunches, socials, etc.) should not be considered part of the training hours. 

Procedures:

1. Complete the required Professional Development Activity Request Form.
2. Submit the request form to Kathy Scalise, Supervisor of Staff Development at least two weeks prior to the beginning of the training.
Approval for Inservice Points:

Please allow two weeks for your request to be reviewed.  Once it has been approved, the contact person will be notified.
If the activity fails to meet the standards for awarding professional development points, you will be contacted regarding the reasons and recommendations for modifications.
If you have any questions about this process, please contact Kathy Scalise #42263.

Thank you for your willingness to continue to grow in your skills and knowledge as an educator. This demonstrates a professional attitude toward helping all Pasco students reach their highest potential.
Professional Development Activity Request Form

Refer to the General Guidelines before completing.

	Contact Name:
Position:

	Contact Phone:
Contact Email:

	School:                                                School-Based Administrator Approval:

	Title of Professional Training Activity:

	Location:
Begin Date:

End Date:


TARGET AUDIENCE: 

NEEDS ASSESSMENT: What evidence have you gathered to show the necessity for this training?
 
OBJECTIVES: What will the participants know, understand, and be able to do as a result of this training?  

Please list in bulleted format.

LEARNING METHOD: Mark the most appropriate delivery method.
	· Workshop

· Electronic, Interactive

· Electronic, Non-Interactive


	· Learning Community/Lesson Study Group
· Independent Inquiry (includes, for example, Action Research)
· Structured Coaching/Mentoring (May include one-on-one or small group instruction by a coach/mentor with a teacher with specific learning objectives.)


IMPLEMENTATION: Please indicate how you will support your participants in their learning and the implementation of their learning.

EVALUATION (Students): How will you determine the impact on student achievement?
EVALUATION (Staff): How will you determine the impact on teacher/staff practices?

HOURS: How many hours will be spent on this training (not including breaks and lunch)?                  

Submit a copy of this form to Kathy Scalise, Supervisor of Staff Development via email at kscalise@pasco.k12.fl.us

District Approval


Supervisor’s Signature


Date


Component #

Activity Title




August 2011

