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Purpose of Professional Learning
The purpose of the professional development section of the handbook is to provide the
professional staff of Cheboygan-Otsego-Presque Isle Educational Service District with a
reference guide regarding professional development. The handbook should answer most
questions regarding professional development procedures at COP. This document is
reviewed each year and modified as needed by the PD Committee. When modifications are
made, the professional staff will be notified.

Philosophy
Continued professional learning is needed to build and expand staff expertise and to deliver
high quality services to the districts and children we service. A professional development
committee has been established by the master agreement to coordinate professional
development activities.

Professional Development Committee
This committee consists of two professional staff representatives and one administrator from
COP. The major duties and functions of this committee consist of the following:
1.
2.
3.
4.
5.
6.
7.

Assist staff in developing professional growth activities.
Establish guidelines that determine activities of PD plans and resolve concerns.
Establish parameters for PD plans.
Review, or assist in the development of plans that propose an extra workday.
Evaluate the effectiveness of the COP professional development system.
Review plans and assist in their development when requested by staff.
Assist in developing and maintaining the PD handbook.

Individual Professional Development Plan
Each professional staff member collaboratively with their supervisor will develop and
submit a professional development plan to their supervisor for approval. The plan should
include the following:
● be related to your educational field and job responsibilities
● have goals that are specific to your role and support the ESD school
improvement goals
● include a method of evaluation (evidence)
● have a one to three year timeline of completion
Appropriate activities to include in your plan may include:
● college courses
● conferences and workshops
● Mentoring/school committees, school improvement
● Online learning/courses
New PD plans need to be updated and approved at least every three years. See template and
sample plans; Self Assessment Rubric.

Individual Professional Development Funds
All staff with an approved PD plan will have $1,000 placed in an individual account to be
used to support their planned activities. Expenditures for food is limited to meals only.
Use of PD monies in the retirement year is to be prior to March and related to specifically
to job duties.
1. Staff is to consider the number of student contact days that will be missed when
deciding the importance of any particular activity requested. Rather than a set number of
non-contact days, staff is to be reasonable in the amount of missed contact with students.
Staff should consider their absences, snow days, meetings, and days of the week when
considering attending professional development activities. The PD Committee considers
reasonable as less than ten days missed contact days with students.
2. Staff is expected to share transportation and lodging when appropriate when
attending PD in the same location. The expectation is that staff will use COP fleet cars
when possible.

Professional Dues
Up to $300 is available to each professional staff member to pay for:
● Professional memberships
● Subscription to professional publications
Please see your supervisor about questions you have regarding professional dues funds.

Procedures to Access PD Funds
The PD committee has outlined the following procedures to access individual PD accounts:
1. Complete and submit a PD Prior Approval Form.
This form is submitted to the direct supervisor (cc to PD Administrative Assistant) via email.
The supervisor will approve or deny the PD request. All activities must relate to the PD plan.
If there are questions regarding the request the PD Committee may review the request. Upon
approval of your request you will receive a PD approval email.
2. After approval of activity, use your purchasing card to register/reserve lodging, etc.
3. Post Approval Form
Upon completion of the activity please attach detailed receipts to your PD Post Approval
Form and submit to your Supervisor and PD Administrative Assistant.
4. Expense Reimbursement Request Form
Upon completion of the coursework (or activity), please submit an Expense Reimbursement
Form. Detailed receipts must be attached for reimbursement. College courses will need grade
verification and a tuition bill to be processed.
*Only needed for coursework or activity that doesn’t accept purchasing card.

Procedures to Request Additional PD Funds
1. Discussion with discipline/school team/work group of how this PD activity supports
goals of the group as well as the individual PD plan. Once supported move to step 2.
2. Draft Letter of application and PD prior approval form.
3. Meet with Supervisor. Share prior approval, draft letter of application, and share how
this PD activity supports individual, group and ESD goals. Once approved move to step
4.
4. Submit letter of application with signed prior approval form to Superintendent.
Timeline to submit applications to Superintendent: Nov. 2, 2018, and Feb. 8, 2019.
The letter of application shall include the following:
Paragraph 1: outlines the details of the PD activity
Paragraph 2: outlines how the PD activity supports ESD goals, Discipline/School Team/Work
Group goals and Individual PD Goals
Paragraph 3: Explain what the applicant plans on learning, and the plan for implementing,
sharing and follow up on the learning.

Growth Incentives
Growth incentives shall be available to professional staff that satisfies the following criteria:
1. Have thirteen or more years of credited service
2. Be at or above the MA or BS +45 level on the salary schedule
3. Have three or more credited years since the last professional growth incentive
4. Have an approved Professional Development Plan, and have completed (2) semester hours
of credit or fifty (50) hours or 5.0 Continuing Education Units.
Continuing Education Units or credits are used in continuing education programs in order to
maintain a professional license or certification. Herein referred to as CEUs.)
5. An equivalent Semester Credit Hour is defined as twenty-five (25) hours of instruction. Ten
(10) hours is equal to 1.0 CEU.
6. All credits/CEUs taken for this purpose shall be approved by the supervisor using criteria
established by the PD Committee and deemed relevant to the individual professional
responsibilities.

Staff requesting a growth incentive must submit an intent to apply by April 1 to the
Superintendent, and submit a complete application by August 1 to be eligible for the
incentive. Applications must include all documentation of hours and credits and submitted to
the coordinator of professional development by August 1. The PD Committee will meet in
early August to make appropriate recommendations to the Superintendent. The
Superintendent has final approval on all growth incentives.

Records
The coordinator of professional development will keep a file on each staff member of
professional development activities. This file is unofficial and may be incomplete. These files
are kept for record keeping purposes only. Staff should keep a record of their own PD
activities and include any professional development information they believe is important in
the office personnel file.

