KENAI PENINSULA BOROUGH SCHOOL DISTRICT PROFESSIONAL DEVELOPMENT

KPBSD COURSE GUIDE
I. Overview

Course:
The Kenai Peninsula Borough School District (KPBSD) is providing the opportunity for staff to receive contact hour credit through district-sponsored events.   Administrators and certified staff are encouraged to develop courses that will allow staff members to reflect on instructional practices and to implement research-based strategies to improve student learning.  
Instructor Qualifications:

Instructors of record will be certified school district employees and will be the facilitators for the course meetings.  They will have completed specialized training and possess substantial experience relating to the subject matter they are teaching/facilitating.  

Instructors of record are not compensated by the District; however, they are eligible to receive contact hour credit for the course they are teaching/facilitating.   
II. Course Development

Academic Expectations:
Participants are expected to attend all class meetings.  Emphasis of class work should be on practical application in the classroom, supported by theoretical understanding.  The intent is to change practices in order to improve student learning.   There should be evidence of personal reflection and classroom implementation.  
Course Criteria:

A course requires a single topic of study be addressed over a minimum of 15 contact hours.   The topic should be research-based and grounded in best practices. The topic selected should align with the District long-range plan and/or school goals and should address one of the following areas:

· Instructional Practices and Strategies

· Methodology

· Philosophies

· Teaching Standards

The development of a detailed course schedule outlining the date and time of class meetings as well activities and objectives to be addressed at each meeting is required.

 KPBSD Course Proposal Process and Procedures:

The process and procedures for course development are:
1.  Submit your idea to the building administrator and site liaison for input and approval.  

2.
Contact the District Professional Development Coordinator and share your idea for course development.  You will be provided feedback regarding the concept and the content alignment to the District long-range instructional plan and will also receive assistance in the course development process.  
3.  Complete the KPBSD Course Proposal Form to include a detailed timeline with dates, times, objectives and/or activities for each meeting (page 4).
4.  Submit your completed proposal and timeline to the Professional Development Coordinator for department review.  The Professional Development Department may recommend approval of the course as is, with modifications, or may deny the course offering.  

5. Once it is approved, the Professional Development Coordinator will notify the instructor and the Professional Development Site Liaison.

6.  The Professional Development Site Liaison or Coordinator posts the course in the Avatar course catalog for employee registration.

7. Once registration has closed, the Professional Development Site Liaison prints the attendance roster and delivers it to the instructor prior to the start of the first class. 

8. The instructor takes attendance at each session by having participants sign the attendance rosters.   He/she submits the attendance rosters to the Professional Development Site Liaison at the conclusion of the course for entry into Avatar. 
9. The instructor collects personal reflections and plan for implementation and submits it to the building administrator. Individual class participants must complete their own reflection; however, the plan for implementation may be a group project or product.

10. The Professional Development Site Liaison records attendance and after building administrator approval issues credit for the course.  The Site Liaison keeps the attendance records on file at the site for future reference.  
11. Once the auto-generated post evaluation is completed, the Site Liaison prints an evaluation report summary and delivers it to the instructor of record.
The length of time required for class development can vary widely and is highly dependent on the effort of the individual preparing the proposal.  The development and approval process can take several weeks from start to finish.

III. Course Implementation

The following guidelines have been established to guide implementation of courses.
Scheduling

Courses may include inservice hours. 
Location
Location of classes is normally at the discretion of the instructor.  Many instructors hold classes at their school site after securing permission from the building administrator.
Class-Size Limits

Class-size limits will be determined by the course instructor in consultation with the Professional Development Coordinator with the size being optimal for quality instruction.

 Class Advertising and Enrollment Procedures 

Courses offered will be posted in Avatar.  Staff members will register for the course through the software. 
Participant Attendance

Participants should sign the attendance sheets available at each meeting/session.  Attendance sheets will be kept by the instructor and then submitted to the Professional Development Site Liaison upon course completion.  

Course Evaluation

In order to provide the highest level of academic opportunity to participants, an evaluation will be completed by participants following the completion of the course. Participants will receive an email directing them to Avatar for completion of the evaluation.  
KPBSD Course Proposal Form
Please complete the form by typing in the gray boxes and return to Lori Manion via email or fax (lmanion@kpbsd.k12.ak.us / 907-262-6354) a minimum of one month before the first class meeting.

	Course Title
	     

	Date Submitted
	     

	Contact Person & Instructor of Record (if different list both) 
	     

	Phone
	     

	Email
	     

	What is the professional development?  (description,

overall objectives, assessment of implementation)
	     

	What is the need for the professional development?
	     

	What category (ies) does this fit in? (Select as many as apply)
	 FORMCHECKBOX 
Instructional Practices

 FORMCHECKBOX 
Curriculum

 FORMCHECKBOX 
Classroom Management

 FORMCHECKBOX 
Assessment

 FORMCHECKBOX 
Intervention

 FORMCHECKBOX 
Technology

 FORMCHECKBOX 
Special Education

 FORMCHECKBOX 
Induction

 FORMCHECKBOX 
Leadership

 FORMCHECKBOX 
School Climate & Culture

	Required For  (Specific group of people, i.e. All First 

Grade Teachers in District or if it is just some of them type in their names.)
	     

	Recommended For (Specific group of people, i.e. All First 

Grade Teachers in District or if it is just some of them type in their names.)
	     

	Stipend for Participants - If yes, indicate amount.
	     

	Presenter(s) (Other than Instructor of Record)
	     

	Detailed Timeline:  Meeting Dates, Times, and Objectives/Activities for each meeting
	     

	Location of Class – If you’ve secured a location, enter only the first choice.
	1st Choice:     
2nd Choice:     

	Total Seats Available
	     

	Meals Provided at Event (Select as many as apply)
	 FORMCHECKBOX 
Breakfast Snack

 FORMCHECKBOX 
Lunch

 FORMCHECKBOX 
Dinner

	Travel Authorized – If yes, indicate type of travel, airfare, 

lodging, etc. and which group of people it specifically applies to.
	     

	Funding Source
	     

	Technology Needed – If yes, indicate what is needed, i.e. LCD projector, 14 computers, microphone, etc.
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