SHORELINE COMMUNITY COLLEGE

PROFESSIONAL DEVELOPMENT

SEPTEMBER 2004
GUIDELINES FOR ASSOCIATE FACULTY 

PROFESSIONAL DEVELOPMENT FUNDS
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, WFT/AFT/AFL-CIO, Effective July 1, 2004 through June 30, 2007, Appendix A - Article III, Section A., p. A-8 and Article VII, Section C., p. A-22.

WHAT ACTIVITIES QUALIFY?

1.
Conferences related to teaching responsibilities at SCC.



- registration fees



- travel to conferences (mileage, per diem and lodging in accordance



  with State travel regulations)


2.
Classes related to your area of teaching responsibility at SCC.


3.
Professional organization membership dues.


4.
Professional journals, books, software.  (REMINDER:  There are funds for purchasing these through the Library.  Faculty are encouraged to access this source first.  Because the books, journals and software are purchased with State General Fund dollars, they become property of the College and must be left at the College upon an employee's termination.)

MAXIMUM AMOUNT ALLOWABLE PER PART-TIME FACULTY MEMBER PER YEAR

1.
One hundred fifty dollars ($150.00)


2.
Funds are limited; therefore a ceiling amount is needed.  The funds will be disbursed on a first-come, first-served basis until funds are depleted.  All requests will be evaluated by the Professional Development Associate Faculty Advisory Committee.  If there are unexpended funds near the end of the year, the committee will consider revisions to these guidelines.


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



APRIL 15, 2005 - Last day to submit Application for Professional Development Funds for prior approval of 2004-2005 activities.



JUNE 4, 2005 - Last day to submit receipts and travel documentation to division secretaries for reimbursement

PROCEDURE FOR REQUESTING FUNDS 


1.
Complete the APPLICATION FOR ASSOCIATE FACULTY PROFESSIONAL DEVELOPMENT FUNDS (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.


2.
If approved, please have the division secretary prepare the following paperwork without a budget number:



a.
TRAVEL:  a Travel Authorization Form requesting "permission to travel" and listing all estimated expenses even though the bottom of the form must state "MAXIMUM ALLOWABLE REIMBURSEMENT - $150.00". Information regarding the conference/event must be attached to the Travel Authorization Form. This process must be completed prior to the activity although reimbursement will not be made until after the event has occurred.  



b.
TUITION/BOOKS/JOURNALS/SOFTWARE/MEMBERSHIP DUES: an invoice voucher requesting reimbursement up to $150.00 of the total amount expended and describing the item.  Original receipt(s) for the item must be attached to the invoice voucher. 


3.
The division dean must also sign the Travel Authorization Form, which should then be forwarded to the Professional Development Associate Faculty Committee along with the Application for Associate Faculty Professional Development Funds.  Return completed application and supporting documentation to the Office of the Executive Vice President for Academic Affairs (Attn:  Professional Development Funds Committee)

4.
If the activity/item is approved by the Associate Faculty Professional Development Funds Committee, the faculty member will be notified and the paperwork forwarded to the Vice President for Academic Affairs for final approval.


5.
Upon approval by the Executive Vice President for Academic Affairs, invoice vouchers will be forwarded to the business office for payment to the faculty member.



Approved travel requests will be forwarded to the business office and held until a travel expenses voucher and receipts are processed after the event has occurred.


6.
It is the responsibility of the faculty member to provide receipts and documentation to the division secretary upon return from travel so travel expense vouchers can be prepared, signed by the division dean and forwarded to the Executive Vice President for Academic Affairs for signature and processing for payment.  Receipts and documentation must be submitted within 10 calendar days upon return from travel in order to ensure reimbursement.  The travel expense voucher should be prepared showing all expenses, even though everything except the approved $150.00 will be deducted from the total to be reimbursed.  NOTE:  Do not include a budget number on the travel expense voucher.
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