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PROFESSIONAL DEVELOPMENT DAYS

                                           Guidelines

1.
All faculty and staff are responsible for planning three (3) Professional Development Days. Your immediate supervisor and/or the campus staff development coordinator are available should you need assistance in planning appropriate activities.

2.       Your Professional Development Day (PDD) activity must be viewed as beneficial to a department, 


work area, special interest group, or individual in the improvement of job performance, curriculum development, subject matter knowledge, and/or instructional delivery.

3.  The PDD Proposal must be approved by your Supervisor and/or Dean prior to the activity.

4.   
Staff members are responsible for alerting both their immediate supervisor and any affected co‑workers 

of the day(s) chosen for PDD activity.

Faculty members will notify their students of the day(s) chosen for PDD activities, and that their 

classes will not be held on those days. Students should be made aware; however, that this does not 

excuse them from other classes for these days.

5.   
    Any expenses related to the PDD activity must be approved in advance through an appropriate 


department budget or obtained through an approved Mini‑grant.

6.   
    An evaluation form for each approved PDD activity must be completed and submitted to your 


immediate supervisor within two (2) weeks of your PDD activity's completion.  After review, these evaluations will be forwarded to the Professional Development Coordinator and kept on file.
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