PROPOSED

NORTH OKANAGAN-SHUSWAP

PROFESSIONAL DEVELOPMENT

HANDBOOK

This handbook has been revised by the NOSTA elected Pro-D Committee with the School Site Pro-D Reps.  It has yet to be approved by the Employer and the Local.

TABLE OF CONTENTS

A. PHILOSOPHY








Page
  3


B. DEFINITION OF PROFESSIONAL DEVELOPMENT


  4


C. STRUCTURE OF PROFESSIONAL DEVELOPMENT


  5
1.

NOSTA Local Professional Development Committee
2.

Site-based Professional Development Committees


  6

3.

Joint P.D. Committee






  8


D. N.O.S.T.A. CONTRACT







  9
F 1.0
Professional Development Funding
F 2.0
Non-Instructional Days






10
F 3.0
Assessment Days








F 4.0
Parent-Teacher Conferences
F 5.0
Curriculum Implementation, Educational and Technological
11
 

Change
F 8.0
Inter-School Visitations









E. ADMINISTRATION OF FUNDS






12
Accounting of Funds
Site-based Pro-D Funds
Individual Professional Development Funds




13


GENERAL FUND MOTION






14


F.
PROCESS









15

Year End Statement of Funds Form





16

Plan for School Organized Pro-D Days Form




17

N.O.S.T.A. Pro-D Expense Claim Form





18

Appendix A and “Itemization of Professional Materials” Form

19

G.
QUESTIONS MOST FREQUENTLY ASKED

20

 

-2-

A.  PHILOSOPHY

1. It is the responsibility of the individual teacher to make a continuing effort to develop professionally.


2. Participation in professional development should be on a voluntary basis, and if a teacher does not see personal value in a planned activity, he/she should be given the opportunity to develop his/her own plan for professional growth.


3. Professional development activities are most successful when they are the result of need expressed by teachers.  To this end, each site will conduct a needs assessment annually to be a guide for the planning of Pro-D activities for the year.


4. Effective professional development activities incorporate presentation and discussion, demonstration or modelling, practice and subsequent practice with feedback.


5. Collegial support, on-site coaching and on going support should be available to the individual teacher if he/she chooses to internalize a strategy.  The idea of teachers teaching teachers should be promoted.


6. PD programs should incorporate a wide repertoire of teaching approaches, and no one professional development program or strategy should be viewed as a universal panacea for the improvement of teaching/learning.


7. Effective professional development requires a commitment of adequate resources, time and organizational support.
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B.  DEFINITION OF PROFESSIONAL DEVELOPMENT

Professional Development means all those activities that a teacher or teachers may choose to do in order to increase their expertise in the delivery of educational services to students.  Conferences, workshops, membership in PSA’s, reading professional journals, and other activities are some examples of personal professional development.

It is important that teachers realize the difference between professional development and the following activities:

A. Curriculum Development and Implementation

 
It is the responsibility of the Ministry of Education and/or the employer to provide time and funding for curriculum development and implementation.  Teachers must not be required to use their professional development funds or days for mandated curriculum changes.  However, teachers may decide as individuals or staffs to include curriculum development activities as part of their professional development.

B. Staff Development

 
Staff development is not necessarily professional development.  Administrators who set goals for staffs must not require teachers to use their professional development funds or days in order to meet these goals.  However, teachers may decide as individuals or staffs to include staff development as part of their professional development.

C. District Development

District Accountability Contracts or School Growth Plans are not necessarily professional development.  These activities, when developed by administrators, must not take away from teachers’ professional development days or funds.  However, teachers may decide as individuals or groups to include such activities as part of their professional development.

The bottom line is that professional development is teacher directed.
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C.  STRUCTURE OF PROFESSIONAL DEVELOPMENT

1.  NOSTA Local Professional Development Committee

Organization

Five members elected from the North Okanagan-Shuswap Teachers' Association, 
including the N.O.S.T.A. Pro-D Chairperson, plus all site-based P.D Reps.

Responsibilities

1.
To foster growth and development of professional activities in the district 


through:

a)
Setting an annual budget for a district-wide professional development day.

b)
Coordinating professional development activities (exclusive of 



funding).

c)
Facilitating a yearly district-wide professional development needs 



assessment, by sharing the results of needs assessment, and by 



assisting with projects arising from the identified needs.

d)
Developing long term professional development goals.

2. To authorize final distribution of Professional Development funds.
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NOSTA Chairperson

The Professional Development Chairperson is elected at the AGM and shall:

1.
Chair Pro-D Committee meetings.

2.
Be responsible for co-ordinating, planning, and publicizing all 



professional development activities.

3.
Be responsible for determining the needs and interests of teachers in the areas of Professional Development.

4.
Inform local teachers of all professional development programs within the province.


5.
Inform teachers of financial assistance available through the NOSTA 



and the School Board for in-service activities.

6. Serve on the Bargaining Committee.

7. Liaise with district staff to review and coordinate local professional development and in-service activities.

Committee Members

The Local Professional Development Committee members (four) are elected at the AGM and:

1. Assist the Pro-D Chair.

2. Meet as required with district personnel as a Joint Pro-D Committee.

2.  Site-based Professional Development Committees

Organization

1. Every site shall establish a Pro-D committee to facilitate professional development.

2.
This committee will be comprised of the elected site based NOSTA Pro-D Rep, other teachers and may include principals and/or vice-principals.


3.
This committee will have a teacher chair.

Responsibilities


1.
To review the school policy regarding the administration of the site- 
 
based Professional Development funds.


2.
To develop plans for site-based non-instructional days based on needs 


  
assessment of the staff and ratified by the staff.

3.
To be familiar with the contents of this Professional Development 
 
Handbook.
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4.
To administer the site Pro-D funds in a fair, equitable and accountable 



manner.  All accounting shall be the responsibility of the site rep.

a) While the Site Pro-D account is administered by the site Pro-D Rep, it is felt that the decision regarding the use of these funds and the activities to be undertaken should be a staff decision based on some recommendations from the site Pro-D committee.


b) Signing authorities for the site-based fund account shall be the site Pro-D rep and one other teacher member of the site Pro-D committee.

Site Chairperson

The Site-based Pro-D Committee Chairperson shall:

1. Be encouraged to attend district meetings called regarding Professional Development.

2. Chair the site Professional Development Committee.

3. Distribute information received on Professional Development issues to the staff – e.g. Pro-D Newsletter, etc.


4. Inform teachers about upcoming professional development activities.


5. Give periodic reports to the staff regarding the status of the site  professional development fund and any district issues regarding Professional Development.


6. Be responsible for maintaining a current Professional Development Handbook within the site.


7. Ensure that the plan for site organized Pro-D days is submitted to the NOSTA office.


8. Be responsible for the accounting of the site-based funds and for submitting the year end form to the NOSTA office.

9.
Complete the Pro-D Year End Statement of Funds.  This report is to be 

presented to the staff, then submitted to the N.O.S.T.A. Pro-D Chairperson.  (Please note that in order for site-based Pro-D funds to be dispersed both of the forms entitled Year End Statement of Funds and the Plan for Site-Organized Pro-D Days must be submitted to the N.O.S.T.A. Pro-D Committee via the N.O.S.T.A. office.
10. Sign the individual Pro-D application forms.
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3.  The Joint Professional Development Committee

Organization

1. Five NOSTA representatives including the Pro-D Chairperson and

2.
Three representatives of the Board of Education (one trustee, one senior staff, one administrative officer).

Responsibilities

1. Recommend approval of the Pro-D Handbook to the Local and to the Employer.


2. Establish annually, the amount to be available to teachers in their individual Pro-D fund.


3. Establish a yearly budget for “site-based” Pro-D.


4. Coordinate professional development activities (exclusive of funding).

- 8 -

D.  N.O.S.T.A CONTRACT

F
PROFESSIONAL DEVELOPMENT
F 11.0
Professional Development 
1.

The Employer shall pay one hundred and fifty dollars ($150) per full-time equivalent teacher and the Local shall pay forty ($40) per full-time equivalent teacher to establish a fund for the purpose of professional development.  This fund shall be controlled and administered by the Professional Development Committee pursuant to guidelines approved by both the Employer and the Local.


2.

The Board shall provide one Teacher on Call day for each F.T.E. teacher on staff as at October 31st of each school year XE "Leaves:Pro-D" .  A record of the use of all such days shall be kept by the Employer and by the School Pro-D Committee XE "Committees:School Pro-D"  on a per teacher basis.  Unused days shall be carried forward to the next school year on a per teacher basis for up to three school years except for circumstances within the three year period when a teacher applies, in advance, to attend a specific program.

3.

The Professional Development fund shall be controlled and administered by the Local.

4.

Disbursements shall be made pursuant to the guidelines contained in the Professional Development Handbook XE "Professional Development Handbook" .

5.

The Professional Development Handbook shall be developed by the Professional Development Committee XE "Professional Development Committee" 

 XE "Committees:Professional Development"  and approved by both the Employer and the Local.

6.

The Professional Development Committee shall be chaired by the Local’s Professional Development Chairperson. XE "Professional Development Chairperson" 
- 9 -

7.
The membership of the Professional Development Committee shall be as established in the Professional Development Handbook.

8.
The per teacher Pro-D funds and T.O.C. days are portable on transfer to another assignment within the District.

9.
The Pro-D fund will not be required to finance curriculum implementation or educational change in the District.



F 12.0

Non-Instructional Days XE "Non-Instructional Days" 
1.

All of the available non-instructional days as provided in the School Calendar and authorized by the Employer shall be used for Teacher Professional Development activities.

2.

A minimum of three (3) non-instructional days shall be used for activities determined at the school level by the school Staff and jointly approved by the School staff and Administrative Officer(s).

3.

Such activities may include: programme development, staff development, school planning and individual in-service.  One day may be used for parent-teacher interviews.

4.

A maximum of two (2) non-instructional days may be used for other activities such as district-wide in-service days and conventions.

5.

Non-instructional days as prescribed by the School Calendar shall be considered as instructional days for salary purposes.

6.

The year-end administration day is not considered as one of the Professional Development days described above.

F 13.0

Assessment Days XE "Assessment Days" 


1.
The Employer shall provide each F.T.E. teacher, Kindergarten and Primary (Grades 1, 2, 3) with one (1) day in the first reporting period and one (1) day in the second reporting period for assessment purposes.  The school based team consisting of the Principal, teacher, Local Representative and a District Representative, shall develop a plan to provide every teacher with Kindergarten and Primary (Grades 1, 2, 3) pupils with time to write assessment reports on pupils and to consult with parents.




2.

The provision of two assessment days will apply to Grade 4 classes.
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F 14.0

Parent-Teacher Conferences XE "Parent-Teacher Conferences" 
The Employer shall make every effort to provide time during normal 
instruction hours for teachers to confer with parents on parent-teacher conference days.


F 15.0

Curriculum Implementation XE "Curriculum Implementation" , Educational and Technological Change XE "Technological Change" 

When new curriculum, educational or technological change is being introduced to the School District it will be the responsibility of a jointly established standing committee to make recommendations to the Employer and the Local regarding implementation including time, material, in-service and funding.  The Pro-D Chair is entitled to be informed of funding that the Employer has received for the purpose of curriculum, educational, or technological change.

F 16.0  

Accreditation

1. Unless directed by the Ministry, accreditation is voluntary.  Accreditation shall occur only in those schools where the majority decision of the school staff is to undertake such accreditation.

2. The NOSTA President will be informed of the proposed accreditation at least seventy-two (72) hours prior to the school staff vote on that matter.

3. The purpose of school accreditation is to provide school staffs with an opportunity to develop, in co-operation with their local communities, the best possible school climate and selection of programs.

4. Resources as provided in the Block Funding or through other additional Ministry funds shall be used as determined by the School Accreditation Committee.

5. Resources provided for follow-up activities in the Block Funding or through other additional Ministry funds shall be so used.

F 17.0

Inter-School Visitations XE "Leaves:Inter-School Visitations"  XE "Inter-School Visitations"   

Leave with pay may be granted up to a maximum of one (1) day to visit other schools to observe teaching procedures, curriculum development and classroom management.  This leave provision is subject to the availability of funds for Teacher-on-Call coverage.
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E.  ADMINISTRATION OF FUNDS

(Fiscal year for fund management is November 1 - October 31)

North Okanagan-Shuswap Teachers’ Association:


The purpose of Professional Development Funding is to foster the professional growth and development of teachers in School District No. 83.  The Joint Committee has the responsibility and authority to set an annual budget and to authorize final distribution of Professional Development funds.

Accounting of Funds

The North Okanagan-Shuswap Teachers' Association will manage the Pro-D fund, including the investment of all funds.  A review level audit will be performed every year-end (October 31) and a certified copy of the financial statements forwarded to the Secretary Treasurer of School District #83 (North Okanagan-Shuswap).

A statement of individual Pro-D accounts will be circulated semi-annually and should be verified by each teacher.  

Site-based Pro-D Funds

A brief outline of plans for the school/site's use of funds shall be submitted on the form provided to the Pro-D Committee before any funds are dispersed (see Sample Forms section).  If any one site has accumulated more than two years' allotment in September of a new budget year, further funds will only be granted after a specific need is demonstrated.

Budget:  $250.00 per site, plus $15.00 per full-time equivalent teacher (F.T.E.) per school year.  Such monies are to be kept in a separate Site Pro-D Account with signing authority to be delegated jointly to the Site Pro-D Representative and one other member of the site Pro-D Committee (elected by the committee).

Funds not used carry over into the next school year; they are not lost.

An accounting of site-based funds shall be made to the NOSTA Local Pro-D Committee by September 30th of each year, on the form provided (see Sample Forms section).

District Music Staff, along with itinerant Student Support Services Staff and Speech Language Pathologists, will be considered as distinct staffs for the purposes of site-based funding.
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Individual Professional Development Funds

Individual Pro-D fund applications will be managed at the site level by the Pro-D Rep, who will facilitate applications.

1. For the school year, each staff member shall have access to $134.00 (prorated according to F.T.E. of teacher) from the Individual Teacher Professional Development Fund.  Funds not used may be carried over into the next school year and accumulated.

2.
Eligibility:  These funds will be available to any teacher who is currently teaching, or in the event of Professional Development being taken during July and August, who will be returning to the District the following September.

3. Pro-D money is to be used for professional development and growth and not for the purchase of teaching materials as such materials are the responsibility of the School District.  The NOSTA Pro-D committee does not differentiate between conferences, workshops, seminars, credit/non-credit courses, etc.  Pro-D money can also be used for other purposes including:

Professional Journals including subscriptions


PSA memberships


Computer software (not hardware)


Members may arrange for a Pro-D experience for their staff

4. N.O.S.T.A. members who wish access to these funds shall complete the Pro-D application form (multi-part form), and submit it to the North Okanagan-Shuswap Teachers’ Association office.  NOTE:  SOME RECEIPTS MAY BE REQUIRED.

5.
Professional Development Expense Claim forms must be submitted to the NOSTA office between July 1 and June 30 of the year in which the Pro-D activity occurred or materials were purchased.

6. 
TOC Access to Pro-D Funds
NOSTA members support the concept of Pro-D for all its members.  Therefore, any teacher on the current TOC list may apply to the NOSTA P.D. Committee (using the same forms and under the same conditions as “contract “ teachers) for a maximum amount of $100 annually, as long as funds are available.

Dispersal of Personal Pro-D funds upon retirement

NOSTA members can direct the spending of their personal account but cannot transfer funds from their “account” to another account whether personal or school. Members may arrange for a Pro-D experience for their staff.  If personal funds are left over after teachers retire, those monies will revert to the NOSTA general Pro-D account.
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General Fund Motion:

Any monies deemed to be excess general account funds by the Professional Development committee of the North Okanagan-Shuswap Teachers’ Association will be directed to one or more of the following three places by a vote at the Annual General meeting of each school year:



1)
to each individual teacher’s PD account


2)
to each of the district’s school accounts


3)
to the general PD account to be rolled over to the next school year
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F.  PROCESS
 A Leave of Absence form must be completed and sent to the Board Office in advance if you will be absent from the work site for personal Pro-D and are using one or more of your personal TOC days allotted for Pro-D.  Please indicate clearly on the form that you are accessing your personal Pro-D days.  Please contact your school Pro-D rep or the Board Office to find out how many TOC days you have accumulated.

A teacher requesting funds completes the approved Pro-D application form, has the site Pro-D Rep sign it and then sends it to the N.O.S.T.A. office to be processed.

The N.O.S.T.A. Office Manager ascertains all information is complete, and then enters the workshop information and claim on the Pro-D spreadsheet.

The N.O.S.T.A. Pro-D Chairperson signs off the completed forms and returns the “pink” copy to the applicant along with the payment.

The N.O.S.T.A. Pro-D Committee retains the “canary copy” (audit copy), the original copy and all receipts at the N.O.S.T.A. office in individual teacher files.  The “goldenrod” copy goes to the School District at their request.

Semi-annually, the N.O.S.T.A. Office Manager will send out to each Pro-D site rep a printout of the site's list of teachers.  Like a bank account statement, this printout will show an up-to-date "balance" of the individual accounts.  Please verify this printout and alert the N.O.S.T.A. Office Manager to any differences so that these can be quickly corrected.

At any time, should you have questions, please do not hesitate to contact the N.O.S.T.A. Office Manager (832-1933) or the NOSTA Local Pro-D Committee.
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NORTH OKANAGAN-SHUSWAP TEACHERS' ASSOCIATION

MEMORANDUM

TO:
Pro-D Reps




FROM:
Pro-D Committee

RE:
YEAR END STATEMENT OF FUNDS
DATE:
June 6, 2011
Please complete the following form and submit to the NOSTA office by September 30, 2011:

SCHOOL:  _________________________

OPENING BALANCE (July1, 2010)



     $______________

PLUS

RECEIVED FROM PRO-D

$______________  TOTAL       $______________


































CLOSING BALANCE (June 30, 2011)
TOTAL:
$___________
$____________

______________________________

Pro-D School Representative

Please return to the Pro-D Committee 

c/o the North Okanagan-Shuswap Teachers’ Association
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NORTH OKANAGAN-SHUSWAP TEACHERS’ ASSOCIATION

Plan for School Organized Pro-D Days
2011-2012
School:  _________________________

	September 19 (1/2 day)

	

	

	

	

	

	

	

	

	

	November 14

	

	

	

	

	

	

	

	

	April 20 (1/2 day):

	

	

	

	

	

	

	May 18

	

	

	

	

	


______________________________

__________________

Signature (Pro-D Rep)



Date
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         North Okanagan-Shuswap Teachers’ Association

                           Itemization of Professional Materials
     No. ______

NAME:  ________________________________
Home Phone No. _______________

SCHOOL:  ______________________________
School Phone No._______________
	Title of  Material Purchased
	Price

	
	$

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	                                                                                                                   Total
	$


Please attach receipts.

Appendix A

“Clarification of Professional Development Activity or Materials”

Please explain how the workshop and/or print materials purchased will enhance your delivery of educational services to students.  You may use note form.

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

___________________________
_____________________________
____________

Teacher’s signature


School Pro-D Rep’s signature
Date
_____________________________
#_____________    $___________    ____________

NOSTA Pro-D Chairperson

Date


  Cheque
Amount
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QUESTIONS MOST FREQUENTLY ASKED

Q.
Do I have to fill out a Leave of Absence form in addition to my individual 


Professional Development expense claim form if I need leave?

A.
Yes.  As of September, 1998, teachers requesting leave for professional development MUST complete a Leave of Absence form.  These forms should be submitted directly to the School Board office.  

Q.
Can I transfer my funds to another person, i.e. spouse?

A.
No member of N.O.S.T.A. may transfer funds from his/her Pro-D account to that 
 
of another member.

Q.
Can I get expenses for mileage/accommodation only (the registration for the 


workshop was free)?

A.
Yes, just indicate the mileage/accommodation on the completed application form 


and attach receipts as requested on the form.

Q.
If my assignment increases during the year, will my allotment also increase?

A.
It depends:  the annual allotments are calculated on the snapshot date of
October 31 of the current school year.  Increases will only occur if the assignment 


increase is before October 31.  No increases are made after October 31st.

Q.
How soon can I expect my cheque?

A.
If your Pro-D form arrives at the N.O.S.T.A. Office and is complete with all 
 
necessary receipts and registration forms, it can be expected that your claim will 
 
be processed and a cheque sent out to your school within two weeks.  Delays may 
 
be expected at year-end or at peak periods (applications for district professional 
development days).

Q.
Where is my cheque?

A.
Anytime that you have concerns about a payment, please contact the N.O.S.T.A. 
 
Office Manager (832-1933) and your claim can be traced.

Q.
For what can I use my Pro-D funds?

A.
Personal professional development funds may be used attending conferences, credit and non-credit courses, workshops, etc.  Funds may also be used for the purchase of theoretical professional materials including books, tapes and software.  Funds may not be used for purchasing classroom materials that are the responsibility of the Ministry of Education and the School Board.  Other uses of Pro-D funds will be considered by the NOSTA Pro-D Committee.  In certain cases, an application for personal Pro-D funds will be returned to the applicant for a letter explaining how the funds will develop, inform, improve, etc. the teaching of the applicant.
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Q.
What happens to the dollars and T.O.C. days earned by teachers who leave the 


district (resignations, retirees, etc.)?

A.
Funding allocations are returned to the Pro-D Fund and used for special 


projects.  NOSTA members can direct the spending of their personal account but cannot transfer funds from their “account” to another account, personal or school.  Before retirement, members may arrange for a Pro-D experience for their staff.  If personal funds are left over after teachers retire, those monies will revert to the NOSTA general Pro-D account.
Q. How can I get more money if my personal funds are gone?

A.
Other sources of funding include your principal, the site-based PD account, PSA and LSA grants, Directors of Instruction, Student Support Services, and PAC’s.

Q.
What do I do, as a site Pro-D chair, if I’m not sure if a specific application form is 
 
professional development or not?

A.
Advise the applicant to fill out Appendix A (page 18) and attach it to the 
 
application form.

Q.
How much money do I have?

A.
Check with your site PD Chair or call the NOSTA office manager (832-1933).

Q.
How many Pro-D days do I have?

A.
The school board office (Human Resources Department) keeps track of teachers’ 
 
Pro-D days so check with them.  It is also advisable for teachers to track their 
 
own PD Days..

Q.
Why do I have to submit receipts and clarification (Appendix A) when I apply for 
 
Pro-D funds?

A.
Back-up materials are required to satisfy audit requirements.

- 20 – 

‘INDIVIDUAL’ PRO-D ACTIVITY FORM

Professional development is a teacher-directed initiative intended to improve the quality of education.  It consists of a variety of activities including reading, studying, taking courses, participating in research, engaging in discussions with colleagues, attending conferences, and evaluating school services.

Purpose of the Individual Pro-D Activity Form:

· This form recognizes the teacher’s request for an optional activity on a district-wide and/or school-based day when the teacher’s attendance is not essential for the planned activity.  This form provides information to the school Professional Development Committee about your Pro-D activity.

· Please submit this form to your School’s Pro-D Chairperson no less than 10 school days prior to the date requested so that other teachers can be made aware of what you are planning to do and possibly exercise the option of joining you.  The School Pro-D Committee may also approach you about sharing the knowledge you have gained at a future date.

Name:  __________________________________________________________________

School: _______________________________   Phone:  ___________________________

Pro-D Date Requested:  _____________________________________________________

Activity Planned:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Do you wish to share this activity with others?  __________________________________

Location for Activity:  ______________________________________________________

Date Received by School Pro-D Chairperson:  ____________________  _______(initials)
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