U.S.D. #380 Vermillion

Professional Development

2003-2008

Mission

The Mission of the USD #380 Vermillion schools is to assure that all our students learn in an environment which maximizes achievement and all students exit with the necessary skills to be productive adults in a changing, democratic, multicultural society.

Purpose

The purpose of local professional development is to assure that the staff who work in our schools have the training essential to accomplish our mission.  The plan for that development is prepared by a team of certified personnel representing each group of employees at each attendance center.  This group, who represent a variety of special interests such as the building school improvement process, the data collection process, the technology arena, special services, and the administration, is known as the District Steering team.  They are responsible for coordinating the efforts of their special interest area with the overall mission of the district through staff development.   

Composition of the District Steering Team

The members of the District Steering Team shall be representative of the certified personnel employed by the local district.  They are representatives of the following classifications:

· School Improvement

· Building Team Chair from each K-12 Building

· A counselor

· Technology

· A member of the technology committee, may be from any level but should represent both schools

· Elementary

· A member from each K-6 attendance center

· Secondary

· A member from each 7-12 attendance center

· Special Services

· A representative from the Special Education Coop

· Administration

· A building principal

· The superintendent

· A recording secretary

The elementary, secondary, and special services representatives to the group shall be selected by the group they represent on or before September 1.  All members serve on a cyclical rotation with some new members selected each year.  If a member should leave the employment of the district during their term, the vacancy will be filled according to the appropriate selection procedure.  The new member selected will complete the term of the member who left the district.  All members of the district steering team will participate in annual training approved by the Kansas State Department of Education.

Rotation of membership

The rotation of membership (September -- August) on the district team will be as follows:

2003-04 New members:  Centralia 7-12 representative, Frankfort K-6

Representative

2004-05
New members:  Centralia Building Team Chairman, Frankfort Building Team Chair, Counselor from Centralia

2005-06
New members:  Frankfort 7-12 representative, Technology Committee representative, Centralia K-6 representative.

2006-07
New members:  Counselor from Frankfort, Special Services representative from Frankfort

:

Representation


Term Ends 

Frankfort 7-12 representative

May 2005

Frankfort Building Team Chair
May  2004

Centralia Building Team Chair
May  2004

Frankfort Counselor


May  2004

Centralia 7-12 representative

May  2003

Technology Committee

May  2006

Special Services Representative
May  2005

Frankfort K-6 representative

May  2003

Centralia K-6 representative

May  2005

Centralia Principal


continuous

Frankfort Principal


continuous

Superintendent


continuous

Recording secretary


continuous

Community Learning Center

continuous


Curriculum Director


continuous

Officers

Each year officers will be selected by a consensus of the members at the September meeting.  They shall begin their term at the second meeting in the fall.  Vacancies in officer positions will be filled by a majority vote of the District Steering Team.   The vice-chairperson automatically assumes the chairperson position the following year.  


The duties of the officers are as follows:

Chairperson:

· Calls and conducts all meetings

· Calls special meeting as needed

· Sets the Agenda for all meetings

· Receives from the recording secretary the inservice transcripts and, after signing the transcript, submits the transcript to the superintendent for presentation to the board.

· Carries out any other duties as determined by the District Steering Team

Vice-Chairperson:

· Presides at meetings in the absence of the Chairperson

· Coordinates the development of the goals for the year in which they will serve as chairperson.

· Becomes Chairperson in the following year

Building Representatives:

· Distributes information to the faculty groups they represent

· Approves the points by verifying information and paperwork completed by the inservice plan applicant

· Submits paperwork to the building administrator or supervisor for final verification when all paperwork is complete.

Other Representatives:

· Identify staff development needs of the groups they represent

· Present those needs to the District Steering Team

· Help coordinate district inservice opportunities

· Works with the administrators to determine the levels of implementation as required for the annual report

· Helps to develop yearly goals for staff development

Administrators:

· Approves individual development plans for each certified staff member in his/her building after a conference with that individual

· Approves inservice applications prior to submission to the central office

· Approves and arranges transportation for out of district inservice opportunities attended by the staff

· Assists with the validation of results from inservice training

· Assists in finding appropriate inservice consultants for in-district inservice training

· Arranges for substitutes, if needed, when staff attend inservice training

· Validates and records level of implementation of the goals on the annual report to be submitted to the Kansas State Department of Education.

Recording Secretary:

· Maintains minutes of all regular and special meetings

· Distributes copies of the minutes to all members

· Keeps a database of inservice points distinguishing between points for re-certification and points for movement on the salary schedule

· Develops the inservice transcript for certification and movement on the salary schedule

· Generates the appropriate transcript for teachers eligible for either movement on the salary schedule or in the process of certification 

· Gives a yearly report to all certified staff of the status of their inservice points

Meetings

The District Steering Team will meet a minimum of three times each fiscal year.  The initial mandatory meeting will be in September.  The second meeting will be in December.  The third meeting will be in May.  These meeting months are determined by the need to complete information for the clerk and the board for determining appropriate salary on the contracts.   


The chairperson may call additional meetings as the need arises for discussion and coordination of the inservice program with the school improvement process.


All decisions by vote shall be made by a quorum of at least 50% of the voting membership. 

Types of Activities

The District Steering Team is responsible for submitting a five-year plan for professional development to the board of education for approval and then to the State Board of Education for their approval.  In this plan they will outline the types of activities that will qualify for inservice points and the methods and procedures that a staff member must follow in order to use the inservice points for certification and for movement on the salary schedule.  Included in this plan will also be the forms that staff members must complete in order to receive consideration of inservice points.

Process


Beginning of the Year


1. Each certified staff member must complete an Individual Development Plan (IDP) with the building principal by September 10 of each year.   (Appendix A)

2. After conferring with the staff member, the principal gives a copy of the completed IDP to the Building Representative, keeps a copy for his or her reference, gives a copy to the staff member and forwards the completed form to the central office where it is placed in the staff member’s file.


Requesting to attend an activity

3. The staff member requests to attend an activity, workshop, convention, etc. by filling out a Proposed Trip Form and submitting it to the building principal at least 30 days in advance of the proposed activity. (Appendix B)

4. The principal approves/does not approve the proposed trip. 

5. If the principal approves the activity attendance, he/she arranges for transportation, arranges for substitutes, and forwards the form to the central office.

6. When the central office receives and approves the activity request, the central office makes the financial arrangements (registration, motel & meals, etc.) and sends a copy back to the staff member when the arrangements are finalized.

After attending the activity

7. Within 20 contract days, the staff member must fill out a completed Inservice Points request sheet and submit it along with the required documentation to the building representative.  (Appendix C)

8. The staff member must submit a request for Application and Impact Points with the appropriate documentation to the building representative. (Appendix D)

9. If the inservice attended awards college credit, a copy of the college credit verification form should be submitted to professional development building representative. Staff members cannot receive inservice points for college credit and inservice points for attendance for the same activity.   

10. The building representative sends the completed and signed Inservice Points Request Sheet and Application and Impact forms along with supporting documents to the recording secretary.

11. The recording secretary enters the points into the database.

12. The recording secretary sends a report to each teacher at the end of each semester itemizing the points received and maintained in the file.

Renewing certificates or licenses
13. The staff member requests a renewal form from the central office.
14.  The staff member fills out the form.

15.  The staff member requests an inservice transcript be prepared.

16.  The inservice transcript must be signed by the applicant, the District Steering Team Chair, and be approved by the Board of Education.

17.  The staff member mails in the renewal form and the inservice transcript. 

18.  The staff member gives a copy of the new certificate/license to the clerk of the board.

Advancing on the salary schedule using inservice points

19. The staff member checks the number of inservice points with the recording secretary and requests that a transcript be submitted to the board for approval.

20.  The chairperson of the District Steering Team signs the form

21.  The superintendent signs the form

22.  The form is submitted to the Board of Education for approval at the August or  January meetings as per negotiated agreement.

23. Activities Acceptable for Inservice Points

Individuals may be awarded inservice points provided that all documentation is submitted to the building representative within 20 contract days of completion of the activity.  Inservice points may be awarded for a wide variety of educational experiences. Samples of possible activities are listed below.  Final decision as to the merit of an activity for which inservice points are requested rests with the District Steering Team who serves partially as the Professional Development Council.

	Type of Activity
	Point assignment
	Documentation Required

	1.  Conference, Workshop, Seminar, Clinic, Convention
	1 point for each hour spent in a session (breaks, meal time, etc. will not be counted)


	· Agenda + supporting material  or

· Certificate of attendance signed by presenter (available in Appendix E)

	2.  Viewing staff development videos
	1 point for each hour spent
	· A written summary of the video watched

	3.  Visits to other schools
	1 point for each hour spent observing in a classroom or comparable educational setting
	· An observation sheet

	4.  Supervision of a student teacher
	10 points maximum for full-time responsibility.  


	· Observation summaries

· Logs of observations

· Logs of conferences with the student teacher or the college observer

	5.  A district-level committee membership, site-council membership
	One point for each hour in meeting or working on committee assignment
	· Minutes of the meetings

· Sample of the product with log of work done

	6.  Development of an Independent Project or Research that is presented at a conference or workshop or published in a journal
	Must be pre-approved by building principal. Assignment of points is based upon the time spent and the nature of the activity.


	· Description of the project

· Approval form signed by the principal

· Log of time spent

· Presentation of the findings

	7.  Presentation at a conference, workshop, etc.
	5 points per hour of presentation
	· Copy of agenda with presentation included

	8.  Publication of an article in an educational journal
	100 words = 1 pt.
	· Copy of the article from the publication

	9.  Virtual Inservice – Approved class taken on the internet
	20 points –1 credit  
	· Validation from on-line course.


	Criteria for Awarding Inservice Points for

 One Individual Staff Development Activity

	
	*Content
	*Professional

Education
	*Service to the Profession

	Knowledge

What do you “know” now that you didn’t know before?
	(1 point = 1 contact hour)
	(1 point = 1 contact hour)
	(1 point = 1 contact hour)

ONLY

	Application
What can you “do” now that you couldn’t do before?
	(2 x Knowledge Level Points)
	(2 x Knowledge Level Points)
	Additional points not available

	Impact

What’s the result of your newly acquired knowledge and skill in terms of impact on students, other adults (i.e. mentorship) or program or policy development?
	(3 x Knowledge Level Points)
	(3 x Knowledge Level Points)
	Additional points not available


Example:  Sally Smith attends a 4 hour workshop on FOSS kits.  She comes back and plans a series of lessons using FOSS kits.  She shares her excitement with her colleagues and plans with a fellow 4th grade teacher to do a unit using the FOSS kits.  As a result, the students in her class do a hands-on project that they take to the local science fair.  They have never presented at a science fair before.

In the above scenario, how many points would Sally receive?

The correct answer is 24.  4 points for the workshop, 8 more points for using the lessons in a classroom, and 12 additional points for the proven successful student use of her instruction.

Question:  When are points awarded?

Total points are awarded at the completion of all paperwork.  Points will be counted toward the school year in which the paperwork is completed.

.  

State Requirements for Certification/Licensure

91-1-205 Licensure Renewal Requirements

This regulation establishes the renewal requirements for each type of license.  The chart below presents renewal requirements for many of the licenses.

	Type of License
	Renewal Options

	Conditional
	Within five years after the issue date of the first conditional: 

Simply submit an application for a second conditional license

More than five years after the issue date for the first conditional:  

· Meet all requirements including the assessments taken less than one year ago        OR
· Have 8 recent graduate-level semester credits related to one or more endorsement areas       OR
· Have one year of recent accredited experience

	Professional
	· Complete National Board assessments  

OR 

· Earn 120 professional development points if an     advanced degree is held 

OR
· Earn 160 professional development points – including 80 points for college credit – if no advanced degree     

OR
· Complete 8 semester credit hours in an approved program to add a new endorsement field 

	Accomplished
	· Renew the National Board Certificate during the accomplished license period      OR

· Complete required number of professional development points for renewal of a professional license and apply for the professional license

	Substitute
	100 professional development points 

	Provisional
	Complete 50% of the deficiency plan and continued employment in the provisional teaching or school specialist field

	Expired Professional License
	Less than five years:

· Complete required professional development points

More than five years:

· Complete required professional development points 

OR

· Verify 3 years of recent out-of-state accredited experience under a professional level license


Appendix A

Individual Development Plan

Individual Development Plan

Teacher






School Year



District Steering Team Goals:

1. Personnel will learn new strategies to improve science instruction including, but not limited to interdisciplinary and cross-curricular learning experiences in the classrooms.

2. Personnel will develop their skills in the use of technology and will use technology as a tool to enhance student learning.

3. Personnel will increase their understanding and stretch their skills of teaching reading comprehension of narrative, expository, persuasive and technical text with the ultimate outcome being improved student performance.

4. Personnel will refresh their understanding and will develop additional methods of using the six-trait writing model in their classrooms.
5. Personnel will refine their skills in developing student problem solving.
District Board of Education Goals:

1. Make adequate yearly progress year in all areas..
2. Increase the use of the established curriculum and increase the stretch for the standard of excellence in language arts and math for all grade levels in all content areas.  
3. Develop integrated programs in academics.  
Individual Goals:  (Add two or three goals that you plan to work on this year.  Staff members may wish to include goals that are not already listed above.)
1.











  













2.  

























3.  

























The signature of the supervisor and the PDC Building Representative indicates approval of the teacher’s plan.

Teacher’s signature





Date





Supervisor’s signature





Date




PDC Building Representative




Date




Appendix B

Proposed Out-of-District Inservice Activity Sheet

This form should be submitted to the building administrator for approval at least 30 days before the activity is scheduled.  The form will also be submitted to the central office for fund approval after being reviewed by the building administrator.  All employees anticipating district expenditures and/or needing a substitute to cover their responsibilities must use this form.  A copy will be returned to the school office indicating final approval/disapproval of the request.

PROPOSED OUT-OF-DISTRICT INSERVICE OPPORTUNITY

(To be filled out by staff member)
Staff member’s Name:  





  Today’s Date:  




Date(s) of Activity:  






  Starting time:  




Title of Activity:  












    

Location of Activity:  















Address




City, State

Complete the following information:

Substitute Needed: 


  
Advance Registration Required:

  By:  



Amount of Registration:  



Lodging Needed:  





Type of Transportation Requested:  






(To be filled out by Building Administrator)
Building Administrator’s Signature of Approval:  





  Date:  



Administration Requested___________  
Teacher Requested__________________

Which IDP goal does this activity address?  











Type of Transportation Provided:  










(To be filled out by the superintendent)
Superintendent’s Signature of Approval:  






  Date:  


Action taken:  

Lodging arranged:  













Registration Paid:  


     Date:  



  

Appendix C

Request for Inservice Points

Request for Inservice Points

Staff Member













Name of Activity






Date of Activity



Type of Activity












Goal from IDP addressed












Schedule of Activity












(clock hours actually in session)  (attach an agenda or signed certificate of participation)

Type of Points Requested  (circle one)
Content

Professional Education

Service to Profession

Number of Points Requested




-------------------------------------------------------------------------------------------------------------
Staff member’s Signature









I certify that the above named staff member attended the indicated inservice program/activity.

Supervisor’s signature























Date

I certify that the appropriate documentation has been attached and the report is complete.  I recommend that they be given 


  regular inservice points.

Building representative’s signature





















Date

Date due at Central Office






Appendix D

Request for Application and Impact Points

Request for Application and Impact Points

Staff Member












Original Activity Title











Date of Original Activity











Application Points



Impact Points





Explanation of extended activities:










Attach evidence.

I have observed the above activity or studied the attached evidence and verify its accuracy.
Supervisor

 







Date

I certify that the appropriate documentation has been attached and the report is complete.  I recommend that they be given application points using the following formula:

Number of points from original  activity

 x  2  
=


  

Building Representative to District Steering Team





Date

I certify that the appropriate documentation has been attached and the report is complete.  I recommend that they be given impact points using the following formula:

















Building Representative to District Steering Team





Date

Appendix E
Participation Certificate


This certifies that 

(Name of staff member)
Was a participant in 

(Title of Workshop or Session)

Sponsored by 

That was held on 

(Date)

From

(Time)

At

Signed:








1
18

