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Time Line 

August: 
Train Mentors



New Teacher Orientation August 



Beginning of School In-service August 

September
Present Plan for Approval (BOE)
October          Full-Day PD Conference October 31
January:
PDC elections 
Full-Day PD Training January 2
February:
Program Evaluation (BOE)

March:
Needs Assessment/ Evaluation



High Quality PD Survey

April:

Complete End of Year Mentee Forms

May:

Complete PD Plan

· PDC will meet on the early dismissal day of every month.

Miller R-II School District

Professional Development Plan

I. Mission Statement

Planned professional development should stimulate and encourage the professional growth of both new and experienced teachers.  For individual teachers, professional growth should be viewed as a continuous process of refining skills and keeping abreast of new developments in the field of education.

Effective professional development programs are well-organized and systematic.  They are cooperative efforts involving teachers, administrators, and school board members.  They draw upon the resources of higher education and the community.  Their most important benefit is better education for students.

The Miller R-II Board of Education values professional development for its faculty and is committed to providing systematic professional development for both beginning and practicing teachers.  The board will support the professional development committee with the one percent minimum guarantee of its revenue from the Foundation program.

II. Definition

Professional Growth is:

1. Expanding one’s academic knowledge and experiences to help students grow.

2. Setting personal/professional goals and establishing means to achieve these goals.

3. Growth of individuals within each group resulting in interdependence among the team.

4. The continuous process of learning throughout one’s career.

III. Objectives

In the planning and development of district professional growth activities for the experienced teachers and the beginning teachers, the PDC establishes the following objectives and goals:

1. Design a plan for working with outside resources, i.e., colleges and universities, professional groups, State Department of Education, and other experts for development activities.

2. Provide opportunities for improving the internal classroom environment, addressing routine procedures, discipline, communications with parents, etc.

3. Oversee and assist in a mentoring program.

4. Provide information on available college credit sources, seminars, and workshops to staff members.

5. Develop a budge for continued growth of the in-service programs.

6. Assess staff needs and develop in-service opportunities to meet those needs.

7. Serve as a confidential consultant upon a teacher’s request, as well as assist staff members in coping with internal and external crises, job stress and burnout.

8. Address the district comprehensive school improvement plan goals as follows:

Goal 1:  Increase student achievement as measured by:
Objective 1: Improvement shown by the Growth Model or Safe Harbor as measured on the MAP

Objective 2: Meeting or exceeding the state average on the ACT

Goal 2:  District curriculum will be aligned with the Common Core Standards by 2014-2015.

Goal 3:  One hundred percent of the teachers in Miller R-2 School District will be highly qualified.  
IV. Structure of the Committee

The Professional Development Committee will be a standing district-wide committee developed according to the following guidelines:

1. The PDC will consist of five teacher-elected representatives:

A. Two secondary teachers (Grades 7-12)

B. Two elementary teachers (Grades K-6)

C. One member-at-large (Grades K-12)

       Administrators shall serve as ex-officio members of the committee.

2. Committee members shall be certified staff members with at least two consecutive years of teaching experience in the Miller R-II District.

3. Professional Development Committee members will be elected no later than January 31 to serve two-year terms.  Committee members will be elected by the certified staff—classroom teachers, librarians, and counselors—according to the following rotation:

A. Each year an elementary and a secondary teacher will be elected.

B. On odd-numbered years a member-at-large will be elected.

C. If a member fails to fulfill his/her term, the PDC will appoint someone from the appropriate grade level to fill the vacancy for the remainder of the term.

4. The chairperson will be elected each year by the members of the committee.  A chairperson may serve as many years as elected.

5. The chairperson will call meetings as needed, create the agendas, and conduct the meetings.  The chairperson will also be in charge of sorting and posting all mailings and information on seminars, etc. for the staff.

6. The secretary will keep and record the minutes of the meetings.

7. The secretary will handle and maintain all necessary PDC forms as well as maintain an account balance of the PDC funds.

8. The mentor coordinator will oversee mentor training and mentor/mentee logs and plans.

9. The PDC will meet the early dismissal day of each month at a location agreed upon by the committee.

10. Special meetings may be called by the chairperson if an approval for a professional development activity is needed before the next regular meeting.

11. Guidelines as to the number of professional development activities any given teacher may attend, etc. will be developed as needs occur.

12. Training for new members will be accomplished by March 31 and service will begin on April 1.

13. The entire PDC will receive PDC membership training as provided by the local professional teachers’ organization or the RPDC.

14. The entire PDC will plan professional development opportunities for staff to help accomplish the stated professional development goals.

15. The entire PDC will review requests for professional development by individuals, determine if they are related to goals, and grant approval.  The chairperson will sign the approval form.

V. New Teacher Assistance

In order to provide special assistance for every teacher during their first two years, including guidance from an assigned experienced teacher, the PDC has established the following guidelines for the mentor program:

1. Principals will assign mentors—with suggestions from PDC.

2. The PDC and the principal should be alert at all times for any personality differences or disagreements that might necessitate assignment of a new mentor.

3. Results of the needs assessment will be analyzed to determine the procedures that will be of most benefit to assist teachers with their first two years of teaching experience.

4. The PDC will develop a basic individual professional development plan.  New teachers, in conjunction with their mentor and/or principal shall make adjustments so the plan best fits the teacher’s needs.

5. Teachers entering the Miller R-II District with experience will be assigned a “buddy” to help him/her understand district expectations and advise about the continuing professional development plan.

VI. Guidelines for Mentor Teacher Selection

Any teacher who has two years of teaching experience in the Miller R-II District, and is willing to be trained may volunteer to serve as a mentor.  Ideally, the mentor should be teaching in the same grade level, or the same area of certification as the beginning teacher.  The principal is responsible for identifying and asking teachers to serve as mentors.  Mentors will be identified in sufficient time to allow for training.  Also, mentors will receive their assignments with sufficient time to help beginning teachers prepare their initial professional development plans.

Thorough and consistent training of mentor teachers is very important to the success of the program.  The PDC will arrange a summer training session for mentors.  The training will address these topics:

1. The role and responsibilities of all members of the new teacher’s professional development team, including the new teacher, the mentor teacher, the supervisor (typically the building principal), and the higher education representative.

2. The role and responsibilities of the professional development committee.

3. The techniques of coaching and counseling.

4. The format and content of the professional development plan.

5. How to use teacher evaluation to help beginning teachers.

6. Resources (people and publications) available to beginning teachers.

7. Techniques of classroom observation.

8. Current theory and models of instruction and classroom management.

As described in the previous section, the mentor should initiate preparation of the beginning teacher’s professional development plan and, along with others, help the teacher elaborate upon that original plan as soon as appropriate.  The mentor should help the beginning teacher accomplish the goals identified in the professional development plan.  The district should be sure the mentor has opportunities to meet with and counsel the beginning teacher as needed.

VII. Needs Assessment for All Teachers

The professional development committee will assess the in-service needs of all practicing teachers.  The assessment instruments will be based on the district’s instructional goals and the criteria in the district’s performance-based teacher evaluation form.  Needs assessments will be conducted annually and professional development will be developed around the needs assessments based on the school improvement plan.

VIII. Communications

The professional development committee will serve as communicators between the administration and faculty on matters of professional concern.  The professional development committee will have ongoing communication with the administration concerning PDC activities, in-service programs, and budget allocation.

IX. Educational Advertising

The PDC will promote and advertise professional growth opportunities on a district-wide basis.  The PDC will:

1. Maintain a professional development notebook in each staff workroom so that professional development opportunities may be posted.  The notebook shall also include forms needed.

2. Handle reminder memos and announcements concerning professional growth opportunities.

3. A newsletter will be sent out on a regular basis.

X. Evaluation

All PDC activities will be evaluated for effectiveness.  The evaluation process will be determined by the PDC.  The PDC may use multiple assessment techniques which may include the following:

1. Teacher-led, interactive group sessions

2. Questionnaires and opinion polls

3. Observation of student achievement

4. Individual conferences and interviews

XI. Conference Reimbursement

To attend conferences, workshops, and professional meetings during school hours the following steps must be taken to ensure reimbursements:

1. Submit a professional development request form with sufficient time, prior to registration deadlines, for the PDC to act on the request.  The Professional Development Committee meets on the early dismissal day of each month (more frequently as needed) to review proposals.  If you wish to have lodging and registration paid in advance, turn in a purchase order for those items with your request.  Use the Professional Development Request form.  Be sure it is filled out completely.

Mileage reimbursement is $0.40 per mile.  Teachers will be asked to share transportation when two or more are attending the same meeting.  If rides are not shared, reimbursement will be made on way only. Take school vehicle when available.
Meals should be estimated at $35 per day.  The maximum meal reimbursements are:  Breakfast - $8.00, Lunch - $12.00, and Dinner - $15.00.  All receipts must be provided to receive reimbursement.

When appropriate, two teachers should share a room.  If rooms are not shared, reimbursement will be made for one-half the cost of the room.

Substitute pay is $75.

Each request will be limited to $500 with any amount above $500 coming at the expense of the applicant.  The cost of the substitute is included in the total amount requested and will be taken out first. 
2. Requests must be signed by the building principal.

3. Turn in the request to a PDC member.  The PDC will review the request.  Approval will be based on the funds that are available.

4. If the request is approved, the teacher is responsible for making all the necessary arrangements.  Purchase orders must come from the PDC secretary.

5. Upon return from the meeting, fill out an evaluation form.  Return the form to the PDC.

6. A district mileage and expenses form must be filled out to receive reimbursement.  Attach the evaluation form to the front and all receipts for registration fees, lodging, and meals to the back.

7. Send the completed forms to the PDC.  The secretary will be sure all forms are filled out completely; all receipts are attached, and signed for approval to pay.

8. District mileage and expenses forms must be turned in by the first day of the month to receive reimbursement that month.

XII. Tuition Reimbursement

Tuition reimbursement will be available to teachers in a critical need area for the district.  This will be limited to a total of $500 per year and will be in lieu of conference reimbursement.  Courses must be approved in advance by building administrator and PDC and a grade of B or above must be received for each course.

XIII. Dissemination

Upon returning from conferences, workshops, and professional meetings paid for with PDC funds, the teacher will share this information in a public manner –handout summarizing the event, make a presentation at a faculty meeting, conduct a meeting or workshop within the district, etc.

XIV. In-service Meetings

In order to provide high-quality professional development growth opportunities for the Miller R-II staff, the PDC provides in-district meetings.  Teachers must attend these meetings.  A sign-in sheet will be provided at each meeting.

Plan for Expenditure of Funds to Achieve District Goals

1. Increase student achievement as measured by

Objective 1: Improvement shown by the Growth Model or Safe Harbor as measured on the MAP.
Objective 2: Meeting or exceeding the state average on the ACT

	Instructional Strategies:
	Timeline:
	Roles and Responsibilities:
	Data Collection:
	Funding:

	1. Provide training on  data analysis of MAP, Study Island  and EOC data. 
	*Ongoing
*10/12 EOC
*10/13 MAP

 
	Administrators 

PDC 
	Personal PD Plan

Assessment Notebook

Study Island (k-6)


	Title II Funds

	2.  Provide training for formative assessments 
	October 31- ongoing 
	Pam Hankins
	Assessment Notebooks
	

	3.  Provide Cognitive Cardinals Support Program to teachers with 3 or less years of experience.
	September -May
	Pam Hankins 

Administrators 
	
	Title II Funds

	4.  Provide teachers the opportunity to attend various workshops that enhance teaching and leadership skills
	ongoing
	PDC
	Evaluation Forms
	Title II Funds 


2. District curriculum will be aligned with the Common Core Standards by 2014-2015
.
	Instructional Strategies:
	Timeline:
	Roles and Responsibilities:
	Data Collection:
	Funding:

	1. Provide grade level collaboration to review the CCS
	
	
	
	

	2. Provide time & support to revise district curriculum
	Follow Early Out Schedule
	Administrators 
PDC
	Assessment Notebooks
	Elementary & High School Building Funds 

	3.  Provide teachers the opportunity to attend various workshops that enhance teaching and leadership skills
	November-April
	Kindergarten Teacher’s Academy
	
	Title II Funding


3. One hundred percent o the teachers in the Miller R-2 School District will be highly qualified.
.

	Instructional Strategies:
	Timeline:
	Roles and Responsibilities:
	Data Collection:
	Funding:

	1. Provide 1st and 2nd year Mentoring Program to support teacher retention and certification


	ongoing
	PDC
	Mentor/Mentee Logs
	Title II Funds

	2. Inform & assist teachers in becoming highly qualified by providing release time to attend PD or attend college coursework to meet the HOUSSE criteria.
	As needed
	Administrators 
PDC 
	Documentation of Course Completion 
	Title II Funds

	3.  Provide support for teachers to take and pass the Praxis II exam in their specific assigned certification areas. 
	As needed
	Administrators 
PDC
	Results of Exam
	Title II Funds


Professional Development Committee

2011-2012 Budget

Goal 1

Data Analysis Training



$2000.00




Cognitive Cardinals




$20,250.00 (15 teachers & one coach)
Membership Fees (SW RPDC)


$1500.00 

District PD Day                                                           $1500.00 
Teacher Workshop                                                      $1500.00
Goal 2
Common Core





$2500.00 
Goal 3

Mentoring Program




$500.00
Course work for Highly Qualified Teachers              $500.00  
Professional Library




$500.00

PD Committee Expenses 



$1750.00 
Total






$32,500.00
Personal Professional Development Plan

Miller R-II School District

Name: _________________________

School Year: ___________________

CSIP Goal #:___
Building Goal: __________________________________________

Personal PD SMART Goal: _________________________________________________

________________________________________________________________________

	Strategies
	Beginning Date
	Completion Date
	Estimated Cost
	Funding Source

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Principal’s Signature: ____________________________________

Attach documentation and turn in to building principal no later than May 8.

Checklist for Requesting PD Funds
Name ______________________________
Date of Workshop   __________________

Title of Conference or Workshop_______________________________________________



Request for Professional Development Funds

Name _______________________________________
Date __________________
Title of Conference or Workshop__________________________________________________
Location _____________________________________________________________________
Date(s) of Activity ____________________
Date(s) for Substitute __________________
I will provide the committee with appropriate documentation in a timely manner, and I am not taking this workshop for college credit.

_____________________________

Teacher Signature



Cost

Registration

__________


I approve the teacher’s request to attend








this conference.

Lodging

__________


__________________________








Principal Signature

Substitute

__________


(@ $75 per day)

Meals


__________


($35 per day)
Mileage

__________


(@ $0.40/mile)

TOTAL

__________
District Goals:

· Improving Discipline

· Student Achievement

· Teaching/Leadership

How will you share?

· Grade Level/Content Area

· Inservice

· Vertical Team Meeting

· Email

**New Requirement:  Please write on the back of this request:  HOW WILL THIS CONFERENCE IMPACT YOUR 5 TARGET (RED) AREAS?
Miller R-II School District
110 West Sixth Street

Miller, MO  65707

                      Miller R-II School District Mileage and Expense Report

	Date:
	From…To…
	Miles
	Brkfst
	Lunch
	Dinner
	Hotel
	Bus/Air
	Misc
	Total

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Total Expenses
	$

	Total Miles
	
	At .40 cents per mile
	$

	                                                      TOTAL REIMBURSABLE  

                                                                           EXPENSES
	$

	Date
	Activity/Event
	

	
	
	Submitted by____________________________________

Date_______________

Approved by____________________________________

Date_______________

	
	
	

	
	
	

	
	
	

	Please submit line Item Fund Account:

	Code:


*Meal Allocation not to exceed $35.00 per day.

**All mileage must be turned in for the current month only. All other must have prior approval.**

***ATTACH A MILEAGE REPORT FROM MAP QUEST***

Miller R-II School District

Conference/ Workshop Evaluation

Participant’s Name _______________________________________________________

Name of Activity ________________________________________________________

Date(s) of Activity _______________________________________________________

1. Rate each of the following components of this activity.

1.  Strongly Disagree
 2.  Disagree
3.  Agree
4.  Strongly Agree

A.  The topic and content were relevant.

1
2
3
4

B.  The presentation was effective


1 
2
3
4

C.  I plan to use the material in my classroom
1
2
3
4

D.  The presentation enriched the way I look 

      at education.




1
2
3
4

Please explain briefly how you will use the material from this activity.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

2.  Would you recommend this activity to another teacher?

Yes
No

3.  Please check how this information will be disseminated.


___faculty meeting


___ handout


___department meeting

___workshop


___grade level meeting

___other:__________________________

4. Submit a summary of your conference to Heather Lumb at hlumb@miller.k12.mo.us
Miller R-II School District

PD Materials Request

Person requesting material________________________________

Name of Material____________________________________________________

Type of Material



___Audio


___Book


___Video


___Other

Cost of Material___________________

How will this professional material benefit student outcome and teacher effectiveness?

____________________________________________________________________

____________________________________________________________________

Professional Development Goal Addressed: _____________

All non-consumable materials will be housed in the professional library.

Signature: _________________________________________Date:______________

PDC:

___Approved

___Disapproved

Signature: _________________________________________Date:______________

Miller R-II School District
       Tuition Reimbursement Request

Please print the following information:

Name __________________________________________________________________

Critical Need Area for the District __________________________________________

University Name _________________________________________________________

List below the information from courses taken: 

	Course #
	Course Name
	Grade
	Credit Hours Cost
	Credit Hour Earned
	Amount Paid

	
	
	
	
	
	


· Please attach a grade sheet or grade card and proof of payment.

The PD Committee meets the second Thursday of every month.











After Conference


Attach the following information and return to a PD member:


Mileage and Expense Report filled out


Original receipts 


Evaluation





In addition…


Sign yellow copy of PO and send to Velma Holder


Email summary of workshop to Heather Lumb (if applicable)





Before Conference


Request filled out


Principal’s signature on request


PO filled out for lodging and registration (unsigned by administrator)


Turn in request and PO’s to a PD member


Upon review, PDC will return needed materials to requesting teacher


PO faxed or mailed


Make hotel reservation if needed        Confirmation # ______________


Let secretary know date the substitute is needed


Reserve school vehicle if needed


Make a copy of everything for your records











For PD Use Only:


Date Received by Committee _________________


Approved


Returned for revisions  ____________________________________________________________________________________________________________


Not approved


Doesn’t fit PD goals


Lack of funds


_______________________     __________


Chairperson’s Signature		Date
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