USD 417 Professional Development Council Guidelines

District Five-Year In-service Plan   
Guidelines Effective 10/13/14 through 7/31/18
State Assurances Approved 8/1/13 through 7/31/18

I. PROFESSIONAL DEVELOPMENT GOALS 
USD 417 will promote and provide staff development for personnel to ensure maintenance of professional skills and knowledge for meeting the objectives of the educational program of the district.  Educators will gain knowledge and apply effective instructional strategies in order for students to improve reasoning and communication when problem solving in mathematics, using comprehension in reading, conventions usage when writing, learning nontargeted content areas, and affecting the school climate where students work and learn.  Educators will analyze the effectiveness of the instructional program through monitoring individual and/or student group progress identified by measurable indicators.

The licensed personnel in the district shall be provided activities directly related to one or more of the following Objectives or Professional Education Standards.

A. Professional Development Objectives
1. Educators will understand the USD 417 student learning, school improvement goals, and using effective strategies when meeting the needs of individual students as identified by measurable indicators.

2. Educators will be knowledgeable about the Kansas College and Career Ready Standards, the Kansas State Assessments, and will utilize the state standards to plan local curriculum and instruction.

3. Educators will provide students with strategies to develop lifelong learning skills including:

a) Critical thinking (i.e. conflict resolution),

b) Decision-making and problem solving,

c) Mastery learning,

d) Collaborative learning,

e) Effective use of technical resources,

f) Research-based strategies for reading,

g) Research-based strategies for mathematics, and/or

h) Research-based strategies for writing.

4. Educators will promote positive parent/patron involvement in schools.

5. Educators will provide students with strategies to promote a safe and effective school climate including:

a) Counseling skills  (i.e. personal crisis, physical abuse, and/or substance abuse)
b) Classroom management  (i.e. challenging student behaviors)
c) Crisis management  (i.e. building and district)
d) First Aid

B.  Professional Education Standards
	Standard 1: Learner Development. The teacher understands how learners grow and develop, recognizing that patterns of learning and development vary individually within and across the cognitive, linguistic, social, emotional, and physical areas, and designs and implements developmentally appropriate, relevant, and rigorous learning experiences. 


	Standard 2: Learning Differences. The teacher uses understanding of differences in individuals, cultures, and communities to ensure inclusive learning environments that enable each learner to meet rigorous standards. 


	Standard 3: Learning Environment. The teacher works with others to create environments that support individual and collaborative learning, includes teacher and student use of technology, and encourages positive social interaction, active engagement in learning, and self-motivation. 


	Standard 4: Content Knowledge. The teacher understands the central concepts, tools of inquiry, and structures of the discipline(s) he or she teaches and creates content-specific learning and literacy experiences that make the discipline accessible and relevant to assure mastery of the content. 


	Standard 5: Application of Content. The teacher understands how to engage learners through interdisciplinary lessons that utilize concept based teaching and authentic learning experiences to engage students in effective communication and collaboration, and in critical and creative thinking. 


	Standard 6: Assessment. The teacher understands how to use multiple measures to monitor and assess individual student learning, engage learners in self-assessment, and use data to make decisions. 


	Standard 7: Planning for Instruction. The teacher plans instruction that supports every student in meeting rigorous learning goals by drawing upon knowledge of content areas, technology, curriculum, cross-disciplinary skills, and pedagogy, as well as knowledge of learners and the community context. 


	Standard 8: Instructional Strategies. The teacher understands and uses a variety of instructional strategies to encourage learners to develop deep understanding of content areas and their connections, and to build skills to apply knowledge in relevant ways. 


	Standard 9: Professional Learning and Ethical Practice. The teacher engages in ongoing professional learning and uses evidence to continually evaluate his/her practice, particularly the effects of his/her choices and actions on others (learners, families, other professionals, and the community), and adapts practice to meet the needs of each learner. 


	Standard 10: Leadership and Collaboration. The teacher seeks appropriate leadership roles and opportunities to take responsibility for student learning, to collaborate with learners, families, colleagues, other school professionals, support staff, and community members to ensure learner growth, and to advance the profession. 


II. PROFESSIONAL DEVELOPMENT COUNCIL (PDC)

A.  Purpose
· To assess the professional development (PD) needs of the district and to design and coordinate a professional development plan, which means a written document describing the inservice education activities to be completed during a specified period of time by the individual filing the plan.

· Inservice education means professional development (PD) and staff development and shall include any planned learning opportunities provided to licensed personnel employed by the school district for purposes of improving the performance of these personnel in already held or assigned positions.

· Professional development means continuous learning that is based on individual needs and meets both of the following criteria:
a. The learning prepares a person for access to practice, maintains the person’s access to practice, builds an individual’s knowledge or skills, or is requested by the district.

b. The learning positively impacts the individual or the individual’s students, school, or school district.

· Staff development means continuous learning offered to groups of professionals that develops the skills of those professionals to meet common goals, or the goals of a school or school district.
B.  Duties and Functions

1) PDC is a representative group of licensed personnel from the district that advises the BOE in matters concerning the planning, development, implementation, and operation of the district’s inservice education plan.

2) Members shall participate in annual training related to roles and responsibilities of council members, including responsibilities under these regulations:  KAR 91-1-215 through 91-1-219.

3) The Council will develop operational procedures.

4) The Council is responsible for developing a five-year plan that may be approved by the governing body of the educational agency and is based upon criteria established by the state board.

5) Council member representatives will communicate with their building educators concerning decisions and activities of the council in a timely manner.

6) Review and approve or reject requests submitted by each participating staff member for professional development points.

7) The Council will amend the USD 417 Professional Development Plan, as necessary.

8) Council members will serve as the district Sick Leave Bank Committee.  Decisions of the committee are final and may not be appealed.  Six affirming votes are required to approve a request for sick leave bank days.  Decisions of the committee will be communicated to the Superintendent by the Chairperson, if the superintendent is not present.  The superintendent will communicate with the requesting individual.

C.  Membership

· Membership shall be composed of nine members.  It will include at least as many teachers as administrators, with both selected solely by the group they represent.  This will include:  superintendent, curriculum director, one building administrator, five licensed personnel, and one BOE member.

· School representatives shall be:

Council Grove Elementary School – two representatives (one primary & one intermediate if possible)

Prairie Heights Elementary School – one representative

Council Grove Junior/Senior High School – two representatives (one Junior High & one High School if possible)
· Vacancies for building representatives shall be by election at the respective buildings and submitted to the PDC chair by May 1.  

· Newly elected members are encouraged to attend PDC meetings as non-voting members from the date of selection until their terms begins.

D.  Terms and Method of Rotation

· The superintendent, curriculum director, and building administrator shall have permanent positions as members of the Council.

· Licensed personnel shall serve a minimum term of three years and shall not exceed more than six consecutive years.  Terms shall be from July 1 through June 30.

· The BOE member shall serve at the discretion of the BOE for a minimum one-year term.

E.  Resignations and Replacements

· The PDC is empowered to request the resignation of a member for the good of the Council.

· A non-permanent member may resign his/her membership at any time. The notice of resignation should be submitted by the resigning member to the PDC Chair at least one regular meeting prior to the effective date of resignation.

· Vacancies for building representatives shall be by election at the respective buildings and submitted to the PDC chair as soon as possible after the resignation.

F.  Officers of PDC

· The officers of the PDC shall consist of the chairperson (who is the Curriculum Director), assistant chairperson, and secretary.

· The assistant chairperson and secretary shall be elected each year in April and terms will run from July 1 through June 30.  They may be re-elected as officers for as long as their PDC membership lasts.
· An officer may resign at any time provided a letter of resignation is submitted to the PDC Chair at least one meeting before the resignation becomes effective.

· Vacancies in officers’ positions will be filled by a majority vote of a quorum of the PDC.

G.  Chairperson (Curriculum Director) Duties

1) Presides at all regular meetings.

2) Keeps attendance at all meetings.

3) Prepares and distributes agenda for meetings in advance of meetings.

4) Calls and presides at all special meetings.

5) Serves as an ex officio member of any subcommittee.

6) Distributes and/or posts copies of approved PDC minutes for all district personnel and BOE members.

7) Outlines yearly PDC tasks.

8) Communicates with the Board of Education regarding professional development.

9) Insures that Professional Development Plans, correspondence, and all other pertinent documents are safely and accurately received and kept by the Council.

10) Presents information about professional development during New Teacher orientation.

11) Presents information about professional development during August inservice days, as appropriate.

12) During at least the months of November and June, review, validate, and verify the licensure points granted for activities completed by each participating member.

H.  Assistant Chairperson Duties

· Presides at meetings in the Chairperson’s absence.

· Carries out other duties requested by the Chairperson.
I.  Secretary Duties

· Keeps minutes of all meetings.

· Forwards the minutes to Chair to be posted on the district website.
J.  Meetings of the PDC

· Monthly meetings will be held from August through May or as necessitated by an agenda.

· All meetings will be posted on the District Activities Calendar and will be held at the district office.

· Special meetings may be called by the chairperson or a majority of the PDC members with at least one week prior notice.

· A two-thirds majority (6/9) shall constitute a quorum.

· All decision shall be made by simple majority vote, provided there is a quorum present.

· All meetings will be “public” and “open” to whoever wishes to observe. The PDC may adjourn to executive session, if the need arises.

· Necessary clerical and accounting staff, facilities for meetings, record keeping, communications, and necessary services of the Council shall be furnished by the school district.

K.  Agenda Development and Maintaining Records

· Members of the PDC or any staff member of USD 417 may propose agenda items for consideration by the PDC.  They must be submitted in writing to the Chairperson at least one week prior to the scheduled meeting of the Council.

· The agenda shall be distributed to members of the PDC a week prior to the meeting.  Agendas will be distributed to any staff or BOE member upon request.

· The Council shall determine the amount of time to be spent on each agenda item.

· A time shall be allowed for recognition of visitors.

· Access to personnel records regarding Individual Development Plan information shall be according to BOE policy with the exception of building administrators, PDC members, and BOE members.
III. DISTRICT PROFESSIONAL DEVELOPMENT PLAN
A.  Approving and Amending the District Professional Development Plan

· Seven affirming votes of PDC are required to approve the District Professional Development Plan. 
· The approved District Professional Development Plan will be submitted to the Board of Education for approval.  
· The District Professional Development Plan Five Year-Plan will be approved by the State Department of Education through Assurances or in whatever manner they require.
· The District Professional Development Plan may be amended by a vote of PDC and then approved by the Board.
· The District Professional Development Plan shall be posted on the district website and updated regularly.
B.  Developing the District Professional Development Plan

· Activities used to identify professional development priorities include the yearly PDC Evaluation, District Planning Team data analysis of student achievement, Building Leadership Team Action Plans, national and State initiatives/mandates, Program Assessment data, and scientifically based research on proposed programs and strategies.
· Proposed activities must be approved by PDC and the BOE in order to be placed on the District Professional Development Activity Plan.  
· For PD activities sponsored by USD 417 and held throughout the year, the total number of hours for each participant must be calculated and submitted to the Chairperson by the May meeting.  For one-time events, this should be on an attendance sign-in sheet.  For recurring events (such as committees or book studies), this should be kept on an attendance spreadsheet and totaled at the end of the year.
· Student teacher supervisors may receive one (1) point per logged hour spent mentoring and/or consulting with a student teacher.  The professional development learning data management system (My Learning Plan) has the log for this purpose.
IV. INDIVIDUAL DEVELOPMENT PLAN

1. Annual Individual Development Goals are to be completed in conjunction with the staff member’s administrator.

2. Professional development points and forms will be kept in a professional development learning data management system (My Learning Plan).

3. To assure that an activity will qualify for an Individual Development Plan, the activity should be submitted to the Council prior to attending the activity.

4. Each activity must include:

· Title and Provider

· Program information that describes the activity (brochure, flyer, email, letter, etc.)

· Date or dates of the activity and the times it is held

· An estimation of the number of points that should be awarded

· The district Objectives and/or Standards of Professional Practice that align with the activity
5. Each clock hour of the activity is equivalent to one (1) point.  (Example: a three hour workshop equals three points)

6. Points will be awarded in ¼ hour increments (.25, .5, .75, 1.0, 1.25, 1.5, 1.75, and so on).

7. Points will be awarded according to the number of hours in an activity (example, if the activity meets for 45 hours, 45 hours will be awarded) with no limits on the number of points earned for the purposes of licensure renewal.

8. One (1) college credit = twenty (20) points.

9. All college credits must be approved as an activity on an Individual Development Plan in USD 417’s professional development learning data management system (My Learning Plan).  This is a local requirement in order to qualify for both licensure and to have available records for salary movement purposes.

10. College credits leading to an advanced degree or endorsement (that will cause a new license to be issued) do not have to be in My Learning Plan for licensure purposes only.

11. Presenters of workshops or sessions can receive the following per hour of the initial presentation of the training:  1 point for preparation plus 1 point for the presentation per hour plus 1 point for analysis of the evaluation.  ___ x 2 + 1 = Total   (Example:  2 hour workshop = 4 pts for preparation and presentation plus 1 pt. for analysis = 5 pts.)

12. Persons conducting duplicate presentations can receive 1 point for each hour of presentation and 1 point for an analysis of the evaluation.  ____ + 1  (Example:  2 hour workshop = 2 pts for presentation plus 1 pt. for analysis = 3 pts.)

V. APPROVAL AND VERIFICATION OF INDIVIDUAL DEVELOPMENT PLAN POINTS

· Each request shall be reviewed for approval by the building principal and at least two PDC members.  If there is reason to question any part of the request, it shall be reviewed by the entire PDC.  The Council may request the participant and/or the immediate supervisor to meet with the Council to discuss/defend the submitted request.

· A request may be amended or corrected at any time and shall be approved in the same manner as the initial request.
· In the event that an Individual Development Plan request is not approved, the participant may appeal the decision in writing:

· Stating the reasons why the participant believes the decision of the Council is incorrect,

· Providing other relevant information which may be of assistance to the Council in reviewing the decision,

· Giving information in person at a Council meeting, if the participant so chooses.

· All appeals must be received no later than the last scheduled PDC meeting of the current school term.  The Council will render a decision on each appeal within thirty days.

· If a person is unable to attain approval of an activity request through the local professional development council, the person may appeal to the state licensure review committee for a review of the proposed plan.

· The participant shall forward/attach documentation that verifies their requested points in order for final approval of points to be awarded.

· Procedures for obtaining an official PDC transcript for licensure application shall be posted on the district website.

VI. PROPOSALS FOR, AND VERIFICATION OF, NEW STAFF DEVELOPMENT ACTIVITIES

· All proposals for a district staff development activity shall be submitted on the Staff Development Activity Plan (Appendix H) and will include how the activity meets the needs, which were addressed in formal and informal assessments of an individual, building level personnel, and/or groups within the district.

· The proposal shall describe a specific activity with goals, objectives, and recommendations for execution and completion.  It shall be in agreement with the USD 417 Objectives and/or Professional Education Standards.

· A method of evaluating the effectiveness of the activity will be clearly stated.
· Any individual or group may submit a Staff Development Activity Plan.  They should be submitted to the PDC Chairperson.  Appendix I will be used as the Approval Form checklist.

· Proposals submitted and approved by the last PDC meeting or the current school term will be placed on the following academic year’s District Activity Plan (Appendix A).  Proposals can be submitted and approved during the school year.  

· Following the Council’s action on a Staff Development Activity Plan proposal, the Council will forward it to the BOE for approval at the June BOE meeting, if possible.  If approved, the new activity will be explained to all staff members.

· The Council shall notify the submitter(s) as to whether the proposal was approved or not approved and why.

· Prior to the awarding of points, the PDC shall have the responsibility of assuring that activities were carried out in accordance with the given approval.

· Verification of completion of the activity shall be based upon a review of the goals and objectives and an evaluation of the activity by participants and the Council.
VII. EVALUATION OF STAFF DEVELOPMENT ACTIVITIES

· Whenever possible, each participant in an activity will confidentially evaluate the activity at its conclusion.  The evaluations of the activity should be tabulated by the presenter, if possible, and forwarded to the Council for review.

· Periodic updates on the actions and recommendations of the Council and professional development in general will be given to the Board of Education throughout each school year.

· On an annual basis, the District Professional Development Plan shall be evaluated by the Professional Development Council.  All participating licensed personnel will be surveyed to determine whether or not the activity program is progressing toward what was intended and whether or not the goals and objectives of the activities are being met.

· Based upon the annual survey and review by the Council, decisions will be made by June regarding continuation or changes to PD plans for the following school year.

· An annual report will be made to the Board of Education to include an analysis of the effectiveness of the needs identification process, coordination of staff development activities, and the efficiency of activities and the record keeping system.

PDC forms (attached):

Appendix A:  USD 417 Professional Development Activity Plan

Appendix H:  Staff Development Activity Plan Recommendation Form

Appendix I:  Staff Development Activity Plan Approval Form Checklist
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