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Purpose:









 
The primary purpose of professional development activities (PDA) is to enhance organizational effectiveness, professional growth and job performance for the staff in the College of Arts & Architecture.  

     To meet this goal, the Guidelines establish:

· a mechanism to identify professional development priorities.

· a standard method of processing professional development requests for funding from the Dean’s Office to supplement the money provided by individual units for staff development requests.

· a review process by the Staff Professional Development Support Committee. 

· the identification of budgetary resources from the School/Department/Unit and the Dean’s office.

These Guidelines are to be used by Arts & Architecture Directors and Department Heads to prepare requests for supplemental support from the Dean’s Office for professional development activity requests from staff in their area and also to guide the Staff Professional Development Support Committee in evaluating these requests.

Definitions:

Professional development is defined as an educational experience that fosters a staff employee’s development related to organizational goals and professional goals.  Professional development is also considered continuing education that enhances and increases job proficiency.

Examples of Professional Development Activities:

1. Courses offered by:

a. Workplace Learning and Performance at Penn State

b. Continuing Education (paid online training courses)

c. Learning Resource Network at Penn State

d. Certificate Programs that benefit Department and/or College

2. Professional Association or Special Interest Organization Events

(conferences, conventions, seminars, workshops)

a. present a paper or lecture

b. professional enrichment (updating skills, networking, broadening of perspective, generating/sharing of ideas)

c. expenses incurred from a trip or lecture as a member of a professional organization or group

Basic Principles:

- The College of Arts & Architecture/University Arts Services is committed to encourage and to support individual and collective staff professional development.

- Professional development activities enhance effectiveness in current job responsibilities and are an important evaluation factor in the Job Responsibilities Worksheet (JRW).  See Human Resources website http://ohr.psu.edu/compensation-and-classification/job-responsibilities-worksheet for more information.

- In addition to those development needs established at the time of the performance appraisal, every fiscal year, each full time staff member will be considered for a supplemental support to help fund a professional development activity by their home unit.

- School/Department/Unit yearly financial commitment toward professional development will be distributed according to the following:

1. priority of request

      2. available resources of School/Department/Unit

- In addition to support provided by the home unit, staff members may submit to the Staff Professional Development Support Committee a Staff Professional Development Activity Request Form for consideration for additional supplemental support from the Dean’s Office for their PDA proposal once every fiscal year.  This form must be approved by the administrator in charge of the staff member’s unit prior to submission to the committee.

School/Department/University Art Services Approval of Professional Development Request:
 Depending upon the available resources from the School/Department/Unit and their prioritization of staff requests, the budget administrator will evaluate requests for support of professional development activities. If the unit’s professional development funds for the current year have been exhausted and additional funding is needed for requests for professional development activities, the budget administrator for the unit may forward requests using the Professional Development Activity Request Form to the Staff Professional Development Support Committee for consideration of funding at the Dean’s level.  If there are multiple PDA requests from a single unit, they will be ranked according to priority by the budget administrator and used as a tool by the Committee for recommendation. 

Role of Staff Professional Development Support Committee:

- Evaluate additional funding proposals submitted by staff employees.

- Make recommendations for supplemental support to the Dean in support of a request for professional development activity working with a maximum amount that can be awarded per request and taking into consideration what the unit is contributing.

- Award supplemental funding with the concurrence of the Dean.

- If a dispute arises between an employee who feels strongly that the course is beneficial to his/her position and the department head/director does not agree, the Committee will listen to the employee’s concerns.  The Committee will determine validity of each request under dispute.  

- Meet monthly to review and make recommendations on requests submitted the previous month.

- Serve on a three-year appointment beginning mid-May until the time of the Staff Retreat.

Overall Conformity:

The Staff Professional Development Support Committee will review all professional development requests for additional funding to ensure overall conformity with these Guidelines.  The Staff Professional Development Support Committee will also periodically review these Guidelines and the implementation to ensure equity and to recommend revisions as necessary.

Financial Considerations: 

The supplemental PDA funds are only available for all FTE (full time equivalent) staff members.  Wage payroll employees need to seek funding at the unit level.  All requests for College supplemental funds must be supported by some unit funding and coincide with the professional development activities as noted in the employees current Staff Development Review Plan (SRDP).   The recommendation of the Staff Professional Development Support Committee, in general, will be held to a set maximum amount each year determined by the dean.  In addition to this, the awarded amount may not be in excess of the 75% of the total support,  with a minimum of 25% of the total support provided by the home unit and other sources. The yearly maximum will be found on the Professional Development Activity Request Form.  It is the expectation of the College that each unit has made funding available for each employee, consistent with the annual goals of their professional development as it relates to the mission of the unit in its support of the goals of the College. 

These Guidelines adhere to existing University policy (e.g. leave of absence, travel, educational privileges) as described in the University’s Policy Manual on GURU at http://www.psu.edu.guru.
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