
 PLEASE BE SURE TO READ THE FOLLOWING DIRECTIONS BEFORE COMPLETING THE FORM 


Skyline CollegePRIVATE 


Faculty Professional Development Program 


Short-Term Project Request



Long-Term Proposals for Spring 2010:  Friday, October 16, 2009
Short-Term Proposals:  At least 21 days prior to the project

Long-Term Proposals for Fall 2010: Monday, February 1, 2010
Sabbatical proposals due Monday, February 1, 2010
PURPOSE

To allow faculty

**
to undertake retraining or acquiring skills to be used in new areas and/or in improving or updating existing skills;

**
to engage in advanced study such as graduate studies and/or activities directly related to college priorities;

**
to carry out research such as original work in one's own field of expertise, extensive scholarship in a specific area, perfecting techniques and processes applicable to one's assignment;

**
to participate in workshops, colloquia, seminars, or training sessions of up to three weeks.

If you have an idea for a proposal, you are encouraged to talk with your colleagues and division dean who can be very helpful in providing guidance and constructive suggestions.

Since the process is competitive, proposals which clearly explain the nature, purpose, outcomes, and benefits of the project are more likely to be successful.  If appropriate, letters of support from colleagues are helpful.

The application form appears at the end of this document. The original typed proposal plus an electronic scanned copy must be submitted to the Office of the Vice President of Instruction by the deadline.  Submit the electronic copy to tentes@smccd.edu. 
	The Professional Development Program

	Source & Amount of Funding
	The SMCCCD/SMCCFT contract provides for a yearly Professional Development Fund equal to 1% of regular (tenured) faculty salaries.



	Eligibility
	Long-Term Projects: Tenured Faculty and Contract III and IV only 
Short-Term Project:  All faculty



	Types Of Projects
	Long-Term Projects involve full or partial reassignment for more than three weeks.



	
	Short-Term Projects involve full or partial reassignment for a period of three weeks or less. Minimum cost for short-term proposals is $25. Proposals must be submitted at least 21 days prior to the start of the project, workshop, or conference.



	Activities not Appropriate for PD Funding
	Funds are not available for non-academic enterprises or for activities that are the proper responsibility of the administration (for example, demographic or class data collection).  In addition, the production of written materials is allowed only when such production results in professional growth for the individual involved; these written materials, however, they become the property of SMCCCD.



	Allowable Expenditures
	Participants are provided reassigned time at full pay.  The direct costs of faculty replacement and conference/workshop registration fees are provided by the fund. Travel expenses can be paid to a limited degree at the discretion of the committee.


	Review Procedures
	Proposals are reviewed by the Professional Development Committee comprised of three faculty and two administrators. Committee recommendations are made to the College President who makes the final decision.



	Project Evaluation
	When a project is completed, a written report must be submitted to the Office of the Vice President of Instruction (Rm. 1313) describing the project activities with verification that the project has been satisfactorily concluded.



	Application
	The original typed proposal plus an electronic scanned copy must be submitted   

to the Office of the Vice President of Instruction by the deadline.  Submit the electronic copy to tentes@smccd.edu. Be sure that both the proposal and the CONFERENCE APPROVAL FORM documents are signed by your Division 

Dean.  

	Reimbursement of Conference Fees
	If you have attended a conference, upon returning, complete the  STATEMENT OF CONFERENCE EXPENSE form listing the Professional Development Fund as the funding source.  A receipt or copy of your canceled check is required.  Have the form signed by your division dean and send it to Theresa Tentes, Office of the Vice President of Instruction, Room 1313.



	Other Questions
	See pages 32-35 of the SMCCCD/SMCCFT contract or contact Rick Hough (x4193), chair of the Professional Development committee.  


	Please Note
	When typing short-term applications, please be sure to answer each section fully in complete sentences. We cannot evaluate your proposal containing only a phrase or single sentence. Please define acronyms. 

For long-term applications, please note that when the committee meets to evaluate proposals, if there are more requests than we can fund, those coming from faculty who have not recently had professional development funding will have a higher priority over those who have had recent funding.




The Short Term Professional Development Form (two-page) follows. Click in each box to type your specific proposal information.

Application for Professional Development FundingPRIVATE 


Short Term
Applicant's Name:
     
Division:       
Date Submitted:  
     
Name of Conference/Workshop/Seminar:        
Date(s) of proposed activity:        
Location of proposed activity:       
Conference fee:       
Amount of reassigned time requested:       
1) Write a brief but specific description of the activity.  Include the title of the conference/workshop, location, and sessions you propose to attend.

     
2) Describe how the activity constitutes personal professional growth.  (These funds are available for an individual's professional growth, so please provide this information with regard to individual and not institutional advantage.)

     
3) What will be the nature of your evaluation?

     
For Division Dean:

Cost of substitution/replacement.  Base estimated figure on highest pay 
Hourly Salary
$     
rate from hourly salary schedule.  If coverage will be accomplished
Benefits

$     
with a regular faculty at no cost, indicate cost as $0.00.  A specific 
Total Sub
$     
dollar figure must be given for a proposal to be considered.

Conference/Registration fees
$     
Travel/Accommodations/Meals/Misc. Expenses
$     
Maximum:

· $500 Out-of-State Travel
· $250 In-State Travel
TOTAL funding requested (Substitute, Conference/Registration Fee, and Travel Expense)
$     

Signature ____________________________










    

Division Dean

For Professional Development Committee:
This request has been approved by the Professional Development Committee and is forwarded to the Vice President for evaluation.

Comments:

Signature ____________________________










    
Committee Chairperson

For Vice President:

Comments:


Signature ____________________________










    
          Vice President

For President:

Proposal is approved
______



Proposal is denied
______

Comments:


Signature ____________________________










    

President

SKYLINE COLLEGE CONFERENCE ATTENDANCE APPROVAL
THIS FORM MUST BE SUBMITTED TO YOUR DIVISION DEAN FOR APPROVAL 7 DAYS BEFORE IN‑STATE CONFERENCE OR 21 DAYS BEFORE OUT-OF-STATE CONFERENCE



NAME      









DATE      

TITLE OR PURPOSE OF CONFERENCE       

LOCATION (City, State)       
DATES OF CONFERENCE       
SCHOOL DAYS INVOLVED       
IF APPLICABLE, HAVE YOU APPLIED FOR PROFESSIONAL DEVELOPMENT FOR CONFERENCE OR REPLACEMENT COSTS?       

ESTIMATED EXPENSES TO DISTRICT
1.
Transportation (check applicable mode)






*       Common Carrier
$     

  



         Personal car (55¢ a mile)
$     
2.
*Lodging



$     
3.
*Meals (Maximum allowance per day:



 WITH RECEIPTS = $55.00/WITHOUT RECEIPTS per day = $40.00)
$     
4.
*Conference registration fees

$     
5.
Limousine/bus/taxi fares to and from terminals
$     
6.
Miscellaneous (bridge tolls, parking charges, business transit


fares in conference area, porter fees, business phone calls)
$     
7.
*Car rental (prior approval required)

$     

TOTAL ESTIMATED EXPENSE
$     
BUDGET ACCOUNT(S) TO BE CHARGED      
$     
PROFESSIONAL DEVELOPMENT, if applicable      
$     
If this is not Professional Development, please indicate benefits to the College on back
* RECEIPT WILL BE REQUIRED FOR REIMBURSEMENT AFTER CONFERENCE
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -ADMINISTRATIVE APPROVAL
DIVISION DEAN

REPLACEMENT COST $      
VICE PRESIDENT


PRESIDENT

(President's signature required only if two or more persons attending from college or if out-of-state travel)

8/09

RULES AND REGULATIONS:


1.
Transportation (Primary: to and from destination area)



Common carrier or personal car.  If the former, reimbursement will not exceed lowest economy airfare, where applicable.  If the latter, payment will be allowed at the rate of 55¢ per mile for round-trip distances of 250 miles or less; reimbursement for round-trip distances of more than 250 miles will not exceed lowest economy airfare, except in authorized instances when two or more District employees travel in one car or when no convenient common carrier transportation is available.


2.
Transportation (secondary:  in destination area)



Local common carrier fares; car rental, if authorized in advance.


3.
Meals



Payment will be allowed on the basis of actual cost, but not to exceed $55.00 per day....Receipts are required.  If no receipts are submitted the maximum meal allowance will be $40.00.
NOTES:


1.
The District "Statement of Conference Expense," with all receipts attached, must be submitted immediately upon return from the conference in order to receive reimbursement promptly.


2.
If an advance is desired, the District "Request Conference Advance" must be completed for administrative approval three weeks prior to the conference.

3.
This  form will be returned to you after it has been approved by Administrators.  Please submit it with statement of conference expense along with all receipts in order to receive reimbursement.

COMMENTS:  (Comments are not needed if this is Professional Development)



Benefits to College or District
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Short-Term Proposal 09-10
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