Reedley College
Staff Development Committee Procedures
1. Travel and Conference Form: Complete this form first. This will allow Deans/Managers to approve/disapprove the proposed absence from campus. Approval of the Travel and Conference form by your Dean or the VP does not guarantee funding.
· Be sure to include documentation to back-up your projected costs, i.e., conference schedule, or registration, hotel, travel, fees, etc.
· Make every effort to submit the Travel and Conference form and the Staff Development Project Proposal six weeks in advance of the date of the event to allow adequate time for processing your request.

2. Staff Development Form: Once your Travel and Conference form has been approved by your Dean or the VP, submit the staff development form along with your travel and conference form to the Staff Development Committee (SDC) chair.
· Please make sure your form is completely filled out and all accompanying documentation is submitted.
3. Submit Your Request: Submit the T&C and Staff Development Forms to the SDC Chairperson either electronically, or by placing your request in his/her mail room box. Your complete package should contain the following items:
· Submit a copy of your approved Travel and Conference Form (Retain the original of your approved Travel and Conference form. Do not submit your original Travel and Conference form with your staff development request).
· Staff Development Form 
· Supporting documentation: for example - hotel reservations, conference agenda, other expenses such as transportation, and special fees etc.

4. Proposals:
· Chairperson will send to the Staff Development Committee for the review process per committee timelines. 

· Committee will approve/deny and send to President for review and final approval.

· President’s office will send to the SDC chairperson which will notify you of the decision.

5. Additional Information:
· Out of state Staff Development proposals require approval by the Chancellor.
· Individuals are capped at $1500 for the academic year, Academic Senate members are capped at $6000
6. Submission Due Dates:
· All proposals are to be submitted by the 20th of each month, with a review/response time by the committee of 7-10 days.  Proposals submitted after the 20th will be reviewed the following month. The committee will meet during the last week of each month and only during the school year.
Please be sure to submit your proposals before you complete the project or attend the conference. Proposals submitted after the date of the project may be denied by the Staff Development Committee and/or the College President.

Reedley College 

Staff Development Committee

Proposal Checklist

· Completed Travel & Conference Form  (out of state, requires President & Chancellor approval)
· Supporting Documentation for T & C
· Conference Program or Agenda

· Hotel fees

· Provide proof of reservation on a personal credit card
· If hotel requires payment in advance you need to prepare requisition stating “Send check directly to hotel. Hotel requires 5-7 days in advance. Please put name and confirmation # on check” and attach T & C.
· If no check is requested it will be part of your reimbursement.

· Mileage – print out from MapQuest – only
· Shuttle, Toll & Parking fees – please include receipts

· Explanation of how your responsibilities/classes will covered while you are away.
· Air (once T & C is approved, call the Travel Shoppe 559-447-5767 to reserve your tickets)

Once your travel packet is approved with ALL signatures it will be returned to you. After travel, you are responsible for returning the packet along with any necessary receipts, agendas, programs, and/or name tags to your appropriate dean/supervisor’s office. Failure to provide the necessary back up will delay your reimbursement.

· For hotel conference registration: If you paid out of pocket, you must provide proof on how it was paid (i.e., canceled check)

STAFF DEVELOPMENT PROJECT PROPOSAL

	Person Requesting Funds




	Office Phone


	Department/Area
	Date


	Staff Category:

(Circle one)
	Administration           Faculty                   Classified                Full-time                 Part-time

	Level of Project:

(Circle one)
	Individual                   Department/Group                                Institutional

	Activity of Project:

(Circle one)
	Professional               Instructional           Curriculum             Organizational        Self-esteem


	Project Title:
	


	Date of Event: 
	
	Location:


	Did you seek funding from other sources? If so, where and what was the outcome?
	

	In the event you are approved, how will your responsibilities/classes be covered?
	


Anticipated Expenses
	Fees:
	$

	Transportation:      District Vehicle______   Other_____      (Specify)_                                                                                         

                              Own vehicle ________ m x .54
	$

	Meals:     Breakfast ____ x $10.00     Dinner ____ x $30.00

                                                          Lunch __  _ x $15.00
	$

	Lodging: ____ days @ $_________
	$

	Miscellaneous
	$

	Deduct other available funds:
	<$                  >

	Total funds requested from staff development
	$


For Committee Use Only
	
Committee Recommendation: 
President Signature: 

	Date:


1. Description of Project: (Write a concise description of the essential points of your project/proposal. Have you attended this event before? If so, have you presented a workshop or presentation or offered to? Please explain.)

2. Reedley College Strategic Plan: (Identity the goals from the college strategic plan that align with your proposal)

3. Department/Program Review Goals: (Identify your department goals that align with your project/proposal. Include the extent to which your project//proposal supports these goals.  Goals should be tangible, achievable, and measurable)

4. Dissemination Plan: (How will this project and its benefits be shared or reported to appropriate members of the college community?  Also, identify the target audience for your report and projected outcome.)
DENY





APPROVE








	Reedley College SDC Proposal Form FA17
	4



