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Professional Development

 

Activities Checklist 

 

Identify targets for student learning based upon the needs of your students, your professional goals, and/or school initiatives.  

· Identify targets for your own adult learning that will support you in promoting student learning and/or the learning environment.  

· [image: image2.wmf]Identify a professional learning activity (conference, workshop, etc.) that will support you in meeting your student and adult learning targets.

· Discuss your ideas with your colleagues, team/department leader, and your supervisor/administrator.
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Get application forms from the PD folder on Mainshare and speak to the Professional Development Coordinator if you need assistance in completing the application.

· Read through the PD Follow-Up & Self-Assessment form to get an idea of the expectations for you after the PD activity.  
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Using the PD Funding Application Rubric as a guide, complete the PD Funding Application form with the signatures of your team/department leader and your supervisor/administrator indicating their support.
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Email an electronic copy of your completed PD Funding Application to the PD Coordinator and your supervisor/administrator; also, turn in your signed hard copy application to the PD Coordinator.
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Place a hard copy of your application in the Teacher Data section of your Professional Growth and Evaluation Folder.
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Upon your application’s approval by the PD Council, please read the PD Handbook’s Guidelines for Arrangements & Reimbursements and then meet with the PD Coordinator as soon as possible to plan for the activity.

· Be sure to complete a “Leave Request Form” from HR whether you have classroom responsibilities or not.  Prepare substitute lesson plans for any classes that you will miss.

· Attend the PD Activity and begin to complete the planning steps of the PD Follow-Up & Self-Assessment form. 

· [image: image8.wmf]Upon return, complete a Request for Payment form for your expenses, collate all receipts, boarding passes, registration receipts etc, and return these to the PD Office for processing.

· Over the course of the semester, complete the PD Follow-Up & Self-Assessment form and share the results, including how you have implemented your adult learning and the impact it has had on student learning, with your team/department and other relevant parties.

· Email your completed PD Follow-Up & Self-Assessment form to your supervisor/administrator and the PD Coordinator and place a hard copy of the form, along with work samples and other evidence, in the Teacher Data section of your Professional Growth and Evaluation Folder.

