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Procedures for Professional Development Stipend Through College Coursework

To be eligible for a professional development stipend for a college course, an employee must follow the procedures listed below:

1.  Employee must read and understand the “College Course Guidelines” and accurately complete the “Professional Development Course Plan”.

2.  Employee must submit the “Professional Development Course Plan” to Federal Projects Director Cooke for the first step of approval.  Plan must be submitted by August 15, 2009.  Plan must include all intended coursework for the 2009-2010 school year.
3.  Federal Projects Director will submit “Professional Development Course Plan” to Superintendent Uden.
4.  Superintendent Uden will approve or disapprove the course plan, will notify the employee through email, and provide the Federal Projects Director with a copy of the “Professional Development Course Plan.”
5.  If the plan is approved, the employee will submit the following items to the Federal Projects Director, Sandy Cooke, upon completion of each course:
· College course(s) information and payment receipt

· Grade sheet
· Stipend pay slip
6.  Federal Projects Director will review the payment receipt and grade sheet.  Approved paperwork will be sent to the business office for the next payroll period.

*All course stipends are contingent on the approval of a course plan and the availablilty of  grant monies (actual number of course approvals may vary each year).
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