SHORELINE COMMUNITY COLLEGE

ASSOCIATE FACULTY PROFESSIONAL DEVELOPMENT FUNDS

(Application must be received no later than Friday of the 2nd week of Spring Quarter)

NAME_____________________________________________________________DIVISION_______________________________

PHONE (OFFICE OR HOME)__________________________________________E-MAIL_________________________________

DISCIPLINE/PROGRAM_____________________________________________________________________________________

PURPOSE OF REQUESTED FUNDS____________________________________________________________________________

Give a brief explanation of how the activity/expense relates to and will enhance your teaching responsibilities at SCC.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

DATE & LOCATION OF ACTIVITY____________________________________________________________________________

TOTAL COST OF ACTIVITY OR EXPENSE: 



 _________________________

 (less) FUNDS AVAILABLE FROM OTHER  SOURCES (Prof.-Tech., etc.)
__________________________

list source of above funds ____________________________

(equals) TOTAL OUT OF POCKET EXPENSE



_________________________

Funds will be disbursed on a first-come, first-served basis until funds are depleted.   All requests will be evaluated by the Associate Faculty Professional Development Funds Committee.  Equal consideration will be given to any of the following activities for initial disbursement of funds up to $300.00 for Associate Faculty and $450.00 for Affiliate Faculty:


1.  Conferences related to teaching responsibilities at SCC, including registration fees and travel to conferences.

  
     (Mileage, per diem and lodging must be in accordance with State travel regulations.  Air travel and rental vehicles must


       be arranged by the college travel office.)


2.  Classes, meetings, or other educational activities directly related to your  area of  teaching responsibility at SCC.


3.  Professional organization membership dues. (In order to qualify, billings for dues must show faculty member’s College address.)
4.  Professional journals, books, or software directly related to your area of responsibility at SCC.  (Reminder:  There are

     funds for purchasing these through the Library.  Faculty are encouraged to access that source first.)    Because journals,

     books, and software are purchased with State General Fund dollars, they must be mailed to your college address, and they

     become the property of SCC and must be left at the College upon employee’s termination.

In the event that monies remain after all initial awards, the committee will review existing applications and award additional funds in the following order of priority:  1. Conferences, classes, meetings or educational activities.  2.  Professional membership dues.  3. Journals, books, and software.  Amounts of additional awards will vary with consideration given to excessive expenses.  The Associate Faculty Professional Development Funds Committee will make all decisions regarding unexpended funds and will make every effort to do so in a fair and equitable manner.
Submit completed application with Travel Authorization or Invoice/Payment Voucher and supporting documentation (see guidelines on reverse side) to your Division Dean for signature well in advance of the date of activity.  Your Division Dean will submit this form to the Office of the Vice President of Academic Affairs (Attn: Associate Faculty Professional Development Funds Committee).
Applicant Signature _______________________________________________________________  Date ________________________________

Division Dean Signature ___________________________________________________________   Date ________________________________

Committee Action:

Approved _______     Disapproved ______
TOTAL  INITIAL AWARD $___________________________

Associate Faculty ProDevelopment Committee Signature ___________________________________________Date _____________________

Executive Vice President for Academic Affairs Signature___________________________________________  Date _____________________

SHORELINE COMMUNITY COLLEGE

PROCEDURE FOR REQUESTING PART-TIME PROFESSIONAL DEVELOPMENT FUNDS:

_____1. Complete the application on reverse side (prior to the date of the activity when requesting travel 


reimbursement) and submit it to your division dean for signature.  Be sure to complete the entire


form and include information regarding cost breakdown and other sources of funds.


In addition to the application form, you will need to supply the following:
_____2.  TRAVEL:  a Travel Requisition Form requesting "permission to travel" and listing all estimated expenses. 


Information regarding the conference/event must be attached. This process must be completed prior to the activity 

although reimbursement will not be made until after the event has occurred. The division dean must sign the Travel 

               Requisition Form.  Approved travel requests will be forwarded to the business office and held until a 

Travel Expense Voucher and receipts are processed after the event has occurred. 

Receipts and documentation must be submitted within 10 calendar days upon return from travel in order to 


ensure reimbursement.  
_____ 3. TUITION/BOOKS/JOURNALS/SOFTWARE/MEMBERSHIP DUES: an Invoice/Payment Voucher requesting 


reimbursement of the total amount expended and describing the item must be attached to the application. 

Original receipt(s) must be attached to the Invoice/Payment Voucher.

Submit the above completed documentation to your Division Dean. These will be forwarded to the Office of the Vice President of Academic Affairs (Attn: Associate Faculty Professional Development Funds Committee).  If the above activity is approved, the faculty member will be notified and the paperwork forwarded to the EVPAA for final approval.  The forms will then be forwarded to the business office for payment to the faculty member.

The Associate Faculty Professional Development Funds Committee will review applications on an ongoing basis throughout the academic year in order to provide reimbursement in a timely manner. 

WHO QUALIFIES?

Associate academic employees not otherwise employed by SCC as full-time employees qualify for these funds.  Must be an Associate Faculty as described in the AGREEMENT By and Between the Board of Trustees of Community College District Number VII and the Shoreline Community College Federation of Teachers Local No. 1950, AFTWA/AFT/AFL-CIO, Effective July 1, 2008 through June 30, 2011, Article VII, Section A.

DEADLINES:
Activity must occur during the quarter of employment at SCC.


Last day to submit Application for Professional Development Funds for prior approval of activities --  FRIDAY of the 2nd week of Spring quarter. 


Last day to submit receipts and travel documentation to division secretaries for reimbursement  -- Ten calendar days after return from travel or payment of other expense. 

Qualifying activities/ purchases, and committee procedure for approval are listed on application form.
