Staff Development Procedure

Overview
Staff development is an important part of professional development.  Teachers are expected to avail themselves of activities that will assist them in their professional growth.  In order to receive renewal credit, activities must relate to system goals to improve student achievement in a safe learning environment.  Rockingham County Schools utilizes the SEA system which makes all approved activities available for registration on line.  In order to attend an activity, permission is granted by the supervisor; and, for EC activities requiring reimbursement, the EC department approves the activity and the expenditure.  Outside conferences may be included in the SEA system but require you to submit independent proof of attendance and credit.  

Special education staff are encouraged to watch for locally offered activities.  The EC department regularly offers activities that are often useful and relevant.  However it is equally important that EC staff participate in school and system level initiatives.

Details of staff development procedures, SEA system, calendars of events, and forms are on RCS’s homepage under Staff and then Staff Development.

Link: http://www.rock.k12.nc.us/180510817133657850/blank/browse.asp?A=383&BMDRN=2000&BCOB=0&C=55138
Procedures 
The SEA system provides for credit and, when appropriate and approved, reimbursement.  Prior approval to attend is documented on the “Leave Request/Prior Approval for Funds and/or Renewal Credit form” (link provided below).    Staff who wish to receive reimbursement for staff development must complete this form which is signed by the principal where the staff member is assigned and then sent to Central Office.  Unless the form is returned with an EC director’s signature, no payment may be made out of EC funds.  Only approved activities will be reimbursed.  Please plan when possible so that two or more participants travel together.  Also, participants are responsible for arranging and paying registration and travel expenses unless you have arranged for the EC Department to send advanced payment or registration. 

The completed “Reimbursement of Travel and Other Expenses Incurred” form (link provided below) must be received by the EC office within 30 days of the last day of your staff development activity.  Each person attending must send in his/her individual reimbursement form.

Renewal credit will only be awarded for 10 contact hours or more (1.0 CEUs).  Staff must utilize the SEA system in order to receive credit; for outside activities, proof of participation from the activity should also be forward to the Testing Department at Central Office.  Make sure that the participation in the requested activity correlates with the state requirements for license renewal (i.e., areas listed on the Individual Growth Plan).  

Eligibility
EC Monies are allocated to each school.  These funds may be used for supplies, materials, field trips, and other needs as well as for staff development.  Principals have the flexibility to decide how their EC allotment should be spent depending on that year’s needs.  The above procedures/ and or registration through the SEA system must be followed for reimbursement.

Sometimes additional monies are allocated for specific purposes.  For example, lead or representative staff may attend meetings or opportunities in order to bring information to our system.

General education staff development is also available for EC staff.  Please make certain that EC staff get their share of these resources and opportunities.  

Staff development priorities for EC monies (when available) are as follows:

1. Staff requiring training in order to meet licensure requirements

2. Staff who are implementing new programs (i.e., inclusion, reading programs)

3. Staff who have not been reimbursed for staff development activities in the previous year

4. General education staff working with EC students

The EC department offers training on a variety of topics.  Sometimes outside consultants are utilized.  It is expected that staff will attend local options when available rather than expensive out of system conferences.  Also, the State Conference for Exceptional Children is an excellent opportunity for all staff (general and special) to obtain training (and credit) on a variety of relevant issues.  When held in Greensboro, the EC department often provides additional monies to support registration fees for any staff  who have principal approval and also cover substitute fees for EC staff.

The “Leave Request/Prior Approval for Funds and/or Renewal Credit” form can be accessed at:  http://www.rock.k12.nc.us/18051085113623297/lib/18051085113623297/LeaveForm.pdf
The “Reimbursement of Travel and Other Expenses Incurred” form can be obtained at your school.  A scanned copy is available under the Forms section of this notebook.
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