Faculty Professional Development Guidelines

How are the dollars to be used?

The dollars are to be used for the improvement of your instructional or other educational activities.  This may be for expenses incurred while attending college courses, state or national professional conference, trade seminars or workshops, educational or industry conferences, or purchasing professional development material, books, etc., or any other activity which will improve your professional knowledge and skills.

Who may apply for the funds?

All faculty members in good standing (including Fair Share members) are eligible for Professional Development Committee Funds.  The committee looks at sharing the wealth among various departments and also among various individuals (We look at who went where and when, who received how much, etc.) .   With the change in the MSCF contract, there is a limit in the amount of carry-over funds allowed.  Funds in the amount of $250 will be set aside for each faculty member to be earmarked by January 15 for use by June 30.  Any unmarked funds will become available to all faculty after that date, and any earlier requests for more than the set aside amount of $250 will be re-evaluated, with the potential for the disbursement of additional funds. 

When must the activity take place?

The activity must take place during the fiscal year for which the funds were budgeted.  Any activity that takes place after June 30, 2006, will count against FY2007 funds.

When to apply for the funds?

Please apply as soon as possible.  The committee is committed to acting on the applications as soon as possible after the application.  Applicants will be notified as soon as possible.  Whenever possible, applications for funding should be made (and approval received) prior to the date the professional development activity is to take place.

How to apply for the funds?

The application will consist of the standard attached one-page Faculty Professional Development Award Request & NCTC Request for Permission to be Absent from Regular Duty form.  All forms need to be in the hands of the Faculty Professional Development Committee Chair, Al Swanson, prior to the set deadlines in order to be considered for that allocation meeting.  If no travel or absence pertains to the request the NCTC Request for Permission to be Absent from Regular Duty form is not needed.  Notification of awards will normally be made as soon as possible after the committee meets.  For funding requests up to the set aside amount of $250 per individual per year, the chair will sign the request and return a copy to the applicant.  For funding requests in excess of the set-aside amount, upon approval of the committee, the committee chair will sign the request and return a copy to the applicant.

Maximum Award per Member. 

The committee has set a maximum dollar amount of $800 that may be awarded to any one faculty member in a fiscal year.

Process for using approved Professional Development funds?

Any and all charges, expenses and purchase orders to be paid out of the Faculty Professional Development Budget code MUST BE APPROVED AND SIGNED by the Faculty Professional Development Committee Chair, Al Swanson.  A copy of the approved Faculty Professional Development Award Request may be included with the Employee Absence Request to verify to administration that funding has been approved.

It is up to the individual faculty member to ensure the appropriate Employee Absence Request forms have been filled out and approved by the Dean of Academic Affairs.

If you have any questions about the process, please contact  the chair or any member of the Faculty Professional Development Committee.

General Guidelines

A.
Professional development moneys are generally to be used to enhance professional development activities and not supplant normal departmental professional development expenditures.  Whenever possible, faculty are encouraged to seek out additional funding sources (Perkins, technology, administration, etc.) to help offset the cost of the activity. 

B.   All requests must be received and approved prior to the activity taking place. 

C.
Out-of-state conferences will generally be limited to two people per department  with those persons reporting back to the remaining members of the department.  State conferences will not be limited to two people per department.  Departments are encouraged to send groups, so travel costs and lodging can be shared.

B.
Unclaimed funds will not necessarily be allocated on a first-come basis.

C.
Funding requested may be pro-rated to accommodate more activities.

D.
Moneys for the fiscal year will be allocated prior to June 1 of any fiscal year.

The chair (Al Swanson) must sign off on any expense sheets or purchase orders on approved requests.

NCTC Request for Permission to be Absent from Regular Duty form needs to accompany your request if travel, lodging, meals, etc. are part of your request.

