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FACULTY AND STAFF DEVELOiiMENT PROORAK

INTRODUCTION

Since the establishment of the South Carolina Technical Education
System in 1961, in-service.faculty and staff developmeot has been in
Operation, varying in emphasis among the institutions. In recogn.li.lon

/of;a TEC-wide need for, a coordinated program for faculty and staff .

!develapment, Dr. Charles E. Palmer as Executivepirector of the State
'Board fpr Technical and Comprehensive Education appointed in 1974 a
gask Farce On Faculty and Staff,Development. The task force delivered
/its report on July 11, 1974, recommending a prograt covering the various

' areas of in-service faculty and staff development for the State TEC
System. In anticipation of the establishment of the program, in August,
1974; the executive director appointed Dr. Oscar W. Lever das Director of

146 Factilty,and Staff Development to work within the Division of Educational
Services with responaibility for the development of policy and guidelines
for the.program within,the State TECSystem.

.
The philosophy and state,wide.goals of the South Carolina Technical

Education System require an in,Service development program that will help
each employee to actualize to the_maximum his/her potential. It,is

essential, therefora;,-that the systemestablish both theoretical guidelines
and practical procedures for a continuing development program.that will .
enable.each employee ankA each institution to meet identified needs of the
indIviddal and/or the institution. The-ultimate and perdurable aim of a.
viable faculty and staff development program is to improve the quality arid

° effectiveness of educational services provided the students of the institu-
tion. Thus a conceptualized develoiment program is the starting point for
all who want to move toward the goals that they have envisioned - goals
envisioned for themselves and far tbe institutions and the studentsthey
serve.

---The_concept of_personal development has never been easy to describe

or define. Perhaps peiSón4I-Jevelopment is most accurately described not°

as a state of being but as a process of becoming. The concept lot---development___

closely parallels the concept of education - the self-activity of the'
inflividual in the continual.--remaking-af.h-baself;aunder-motivation-and-under.--

guidance. If this concept is accepted, how might a faculty and staff develop-
ment (FSD) program be designed and implemented to meet the specific development
needs of the State TEC System? It is ta this question that the components of
this' document are addressed.
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P0L0 ICY GOVERNING FACULTY AND STAFF DEVELOPMENT

On januarY 15, 197f, the State Aoard for Technical and Comprehensive'

Education adopted a policy to encourage and support financialiy,a program

of in-service education and training for the professional develOpment of

faCtilty and staff of the SouthXarolina Technical Education,System. The

policy follows.

1. Definition of Faculty-and Staff Development

. (IS Purpose. The program for development of faculty and staff has a

two-fold purpose? first, to provide those activities designed.to improve

each employee's knowledge, skills, and flroficiency in his/her present posi-

tion'and to prepareshim/her for opportunities fdr advancement within areas

of service of the State TEC system; and, second, to provide the facUlty ind

staff with opportunities to develop new and/or upgraded professional and

'personal competencies to fulfill the TEQ systees cOmmitment to meet educa7

tional, occupational, and cultural needs of the variety of students as they

,prepare for occupational and citizenshi0 responsibilities.

(2) Participants. Faculty and staff are tgrus interpreted to include

teaching faculty, adminia,iratOrs,-and other noninatructional employees such

as clerical, maintenance, janitorial, and-auxiliary personnel. Each full-.

time employee of the State TEC'Systelf, classified or nonclassified? without

regard to sex, age, religion, race, color, Or national origin, may partici-

pate in the program, subject only to restrictions inherent in spec.tfic

activities.

2. Responsibility for Administering and Budgeting
. .

2

(I) Responsibility. Subject to the approval of the State Board foi

Technical and Comprehensive Education, the executive director or his deSignee

shall be responsible for. developing guidelines and regulations for.the estab-

lishment, administration, and budgeting of the faculty and staff developmenf

program for the StAte;TEC System and the institutiona:end subdivisions iherein.

. . (2) Program Proposals and Reports. The proposal for a program of fac-

dlty and staff development shall he submitted to the executive director on

program proposal forms on which are outlined the specific activities for the

with a budget summary of estimated revenue and.expenditures of develop-

ment funds; -After appropriatecconsideration-ofthe-prOposal, the executive-

director shall issue a letter indicating theaction-taken on the proposal_

At times designated, evaluation.and status reports of approved_programs shall_

lotg made to the executive director. The proposal de dmer.cs and the evaluation

and statusrepOrts shall be bases for faculty and staff development program

accountability.

The staff development program for the employees of the Central Office of

the South Carolina Technical Educati-n System shall follow the same guidelines.

and prOcedures in effect for the int1tut1ons within the State TEC System.



3. ..Funding for Faculty and Staff Development Program

(I

The Code of Laws orSouth Carolina grants authority to departments,

- ....---"--bureausir.agencies-ofState-Government-and-counties-r-muniei-palitiesIL-aehool
districts, and,other governmental units to appropriate and expe ublic

funds for in-tiervice training for employees of the state. By st te,,

therefore, the State TEC System is granted authority to accOmpli -this

purpose through activities and funding of a faculty and staff development

program.

(1) Funds in 1.3.11ta.ty Operating Budget.: Each institution of the State

TEC System in its unitary budget and plan of.operations shall allocate funds

for a program of faculty and staff development. To augment and support this

allocation, the State.Board for.Technical.and Comprehensive Education shall

incorporate within the system budget request to the State Budget and Control

Board adequate funds for faculty and staff.development for the'State TEC

System. A supplementary allocation of state funds shall be made to the insti-

tutions on a matching-funds "dollar for dollar" basis whereby the institutions

will receive a supplemental allocation of state funds equal to the amount

allocated to faculty and staff development,by the institutions from normal

revenue sources.

The State-Board shall.allocate funds in the budget plan for the Central

Office of the State TiC System for a staff development program for employees

of the central office:

. (2) Gifts and Grants. Funds designated for the purposes of.faculty and

staff deven-i;;;at received through governmental agenciesgrants from founda-

tiOns, and gifts from individuale,.businesses, or industries, shall be included

in the faculty and staff development proposal budget but sudia fundsishall not

. be considered in the determination of the supplemental allocation. of matching

funds. S.
g

(3) 'Funds AccountabilitY. All revenue, appropriations,.gifts, and grants,
which-are designated for faculty and staff development shall be:accounted for

in the program proposal and Budgct, and An the evaluation and status reports.

All expenditures,:including travel, supplies, educational leave; salaries reim-

bursement of tuition, honoraria, etc., shall be accounted for in relation to

specific deVelopment program activities and in the budget summary.

(4) Restrictions. The faCUlty,and staff developnent program for the

State'Technical Education System shall 6ein conformitir with the Code of Laws

of South 'Carolina, and compatible,with the State Budget and eontrol Board

dre applicable to the South Carolina Technical Rdocation
_ .._

System as an agenCY of the South Carolina State.Government.-

Funds committed for'the faculty and staff development program shall he
ei-Pehdedr-only-for_activities which are clearly identifiable and reasonable

under the approved deVelcpment-plam;--The-program shall be operated on a fiscal

year basis under a'clearly identified budget of fUndi-64ailableTand_committed.

TheAldopt shall be.prepared and administered in conformity with the fiscal

policies and procedures of'the State TEC System.

(5) Lii1tatidh of Funds. The availability'of fends at the institutional

and/or statelevel shall be the ultimate criterion for design of the faculty

and staff development programand,selection of components thereof, and for commit-

ments to institutions and/or individuals for activities conducted thereunder. '
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GUIDELINES AND PROCEDURES GOVERNING FACULTY AND STAFF DEVELOPMENT

0

The Guidelinesend.Procedures Governing .Faculty anciStaff In-service
Development are divided into four sections:

I. Design for Faculty .and Staff Development

II. In-service Development Activities
, III. Planning and Budgeting.Procedures

IV. Participation in Faculty and Staff Development

Design for Faculty and Staff Development.

The design for a successful FSD program should be predicated upon the
prime consideration that faculty and staff devela2ment should be a normal,
°continuous, integral part° of the State TEC SystcM. Each emplerve should

. concur with over-all goals and objectives of *die rtate TEC System and develop
for himself/herself a continuous personalized plau for his/her development
with identified objectives and strategies - a progl.Sz tailored to his/W.
,needs and his/her potential. The FSD design of the iaatitution should.carry
those components which offer opportunities in time for this personaliied
development which concomitantly will prepare,the inatitution for greater
efficiency and effectiveness.

The following matters appear as mandatory for designing And administer-
ing a FSD program: goals,: priorities, strategies,evaluations..

6
I. Goals

Goals, as here understood, refer to the long-range accomplishments which
are envisioned for the faculty and staff of the institution as it operates

within its areas of community and state-wide responsibility: These goals

should be defined in relation to needs and/or problems which are identified
-,-and described under a faculty and staff needs assessment sufvey. Candor,

clarity, and comprehensiveness are essential characteristics of goal descrip-
tion. In everyday terms, goals have to do with what the ficulty and staff
have yet to learn how to do better before they can do their jobs as they ought

to be done. It is therefore important that goals be described in terms of
what is to be gained by reaching them. A poorly described goal can nullify
the best intentions and the best efforts.

It is appropriate and important that goals be defined in general terms

.
.under_which_concrete, measureable,_objectives...are subsumedExamples of goals

are as follows: to provide updating on technical processes in industry; to
provide needed professional skills; to provide an associate degree for certain
faculty.and staff; etc. The total FSD program should be safficiently compre-
hensive to.include in time all personnel in one or more of its components.
The program also can and should include activities covering various degrees of
personal competence and status, and various areai of ihnovative and conven-
tional education and training.

Sometimes a-project such as_ FSD_can bog down or fail because the planners

decided on the wrong goals. The next step,-therefore, is to consider the_ _
choice of priorities. _



. 2. ,Priorities

6 After the xange.. goals-has. been- described -and-the-

supports the validity, the relevance, and the feasibility of.each is laid
out, the next step is to choose those goals which have priority. This proc-
ess is to some extent an effort to establish a hierarchy of goals based on

a hierarchy of needs. There should be an intense effort to choose primary
issues, and to concentrate on basic relationships. AssUmptions, data

---' research evidence, logic, hypotheses, an&, above all, "the best judgment of
sensible men", should be laid out to support the choices.

The local institution should 4hoose goals with the greatest potential
for that institution at the time. This principle recognizea institutional
experience, educational climate, and unique educational purposes for the
students and the community. This principle allows "system-thinking". The
choice of goals cannot be rightly considered in isolation from organizational
arrangements, curricula, salaries,°incentives; and morale. Hence, the choice
of priorities will demonstrate that these factors have been taken into account.

In order to reach the goals of the institution, concrete objectives must
--be chosen.; These are the actions (means) to achieve the,goals (ends). (See

Ends - Means Continuum, page 21'.)

. 3. Strategies .

A satisfactory strategy Is
an oacome within a given t4e,!1:L.,-it

,strategies are identifirTrItirt
and striven for is the olitOtt

"eresult or condition, or;,,th e s

-
An essential,CharaetexiV4 ofn rppriate activity is "specificity".

Exemplification o actvity ir 1;conc; is,important, e.g., courses,

institutes, workshops,L field .;ritts,ar :eitibilal leave, etc. This will aid

in identifying an actiity in operatic4 MU'S the FSD proposal will include
a,description of a number of,aCti.ViiieSV\under specific titles, which are
designed io meet speCifiC disCernible Objectives.

,-action to be Carried out-to achieve
vapecific conditions. Particular
:.ctivities". The outcome desired
:CAive may be eXpressed as a desired

140fpe desired procedure or activity.

°

.
The meakee bp which a',giVen aativi0 accomplishes_it3 end is the b'asis

... ..

for accountabliity. A FSD,program, must, eberefore, haVe appropriate "yard-
sticks" fd*Meianring*hievemerit aSd.evaluating improvement of participants.

4. Eval
.':217:'',-f' 'J,si .--.;. . ,,

_4e
jOn 1,' 7.ft' v

,:,..,,N

. i,,,v :t. .,;f . C . \ `;ik,O; :. '.: , -, . .

The TSD-'prograra :,for\ the State TEC SyStem:iSatimes an eyaluation of the ______.

_ _
\ total prograM hd-of_each activity. Admitteestabliihing evaluation pro-

. .
, _ . . .. , .

\ cedures ialiffiCult:eapeCiaIly when tiobjectiyes are intangible,ad in the
_ ,

, \case df seminSis,conferences, upgrading, 'etc:; irr-which results.may.not be
\immediate: InmostNpases,Thowever, the objectives.Or outcome eipected can be
stated concretely an ,:e titp pe formance can be evaluated with a measure of

, c

accuracy.' Evaluation ii,facilltated if the criteria by which the activity is
t6, be judged are set within the'delineation of the.objectives.

8
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, (L
.Two sets of forps for evaluation purpoees are establisiled for the

FSD program - the proposal forms and the status report forms,

- ........... ... -(1)--FSDProgram7-Proposal-Application. Th&Troposel application forms . .

in order of occurrence are as follows:.
FSD-1, Program Proposal Application - consists of propoSal

title page with signatures, followed by the proposal

narrative;-
FSD-2., Activities - provides description cf each activity

under specific activitV titles;
PED73, Eatimated Budget Ammary 7 provides breakdown of
'estimated FSD revenue aad estimated FSD expendiihres.

S.

(2) FSD Evaluation and Status Report Forms.. The evaluatio nd status

report forms in order of occurrence are.as follows*
FSD-4, Evaluation and 'Status Report of .Activ es.- consists of

institutionaLevaluation and'statuai re s oftactivitieS

under specific activity title 1""=,
FSD-5, Budget Summary - provid s reakdOwnexhibit of revenues

received ana committed ahd'of,expenditure& made for each and
all activities; //!'

FSD-6, Program Evaluation provides summary eXhibit of status
and ifistitutional pValuation of each,and all activities of
FSD program for the year.

II. In-service Deve/Opment Activities '

In-service development activities are direCted toward the.professionaI

development of the ihdividual employee. Funds'for FSD may not be used .

.(1).. to eover_general operation and maintenance of .the institution, (2) for

projects such as-research,'self-study, planning or evaluation of new'eduCa-

. tional programs,. (3) for the development of curriculum or instructional

materials, (4) for salaries and fringe benefits, (5) for attendance at asso-

ciational meetings/conferences at Which representation is institutional rather

than personal, (6) for clerical service\srequired to effecrthe FSD program,

(7) or for anyexpense that does rift contribute directly to the aehievement of:

the,stated objectives of the State TEC System faculty and staff development

program.

, In this section a number of in-service FSD activities are described and

guidelines are:given for their operation.

1. __Workshopa, Seminars Conferences and Institutes

Traditionally these activities have involved representation from,.a group
of institutions, but they ean be used effectively by individual iwatutions
Good judgment in scheduling, planning, and follow up activitiand evalua-
tions are, of course, necessary fot effectiveness. Short7term 1,:oastI3-ents

may be used by the iustitution, the institutional education ditl.sion-4, or the

departments, or the technical specialties. Optimum utilization the con7

sultant's expertise should be directly related to objectiVes set*, objectives

which are described to the*consultant prior to his/her visit.

9
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qeneial obSectives Of' rkshoPs, seminars, conferences,and institutes
..are opportunities for facult and staff c stay current.in knowledge.and

-in their,subject or..techn cal areas, and:opportunities,to participate,
in setiv-ities-tbeotwAll Inigratle r4kills4n-developingand-imangnemp-
I:Emig:Pits, improved instructional materials, and innovative teaching methods.
Continuin3 EducatiOn Units (CEVs) may be.awarded if these activities are

planned according to CEU cateria.

2: Upgrading 'Stations for.In-service Deve'Iopent

Upgrading stations for in-service developmenbay be establikied with
business-and industry, with Senior colleges and universities, and.on-campus.

(1) Formal.Courses of Postsecondary'Study. Formal in-service study
envisions first identifying competencies and expertise needed.but

.0

lacking,

and then selecting and/or qffering members of the faculty andstaff opportu-
nity to develop knowledge. and skills through formal study financed by the FSD
funds. This formal study'may be utilized by persons taking 'courses at a omit-.

-, secondary institution.withip,cOmmuting distance, or thavrEP intitution may .P

establish an "On-campus University" by bringing in instructore for courses
needed by a nubber of faculty and staff. These coufses may be taken primarily
1or upgrading or for upgrading'and degree credit, but should be chosen'to.
hring a high rate of return in'termsof improved competence and performance.

;

of faculty and staff.

(2)_ Work Experience with Industry and Business. Another:type of upgrad-
ing station is,the internship work experience 'set up with an industry or a .

business. The TEC institution will encourage, andin some instance require,-
periodic experience in.vocational-technical specialties. This prOvides faculty
and staff opportunities to keep breast of new developments and,work require-
Wilts related to the courses they teach and/or the programs theY direct;

(3) On-camput Resource Center for Facultyand Staff Development. The

ellird'jtype Of upgrading station is a Paculty and StaffResource Center.. Such
a.Ceriter shbuld,contain a variety of resourcesauch as selected books and ,

pamphlet's for each area of instruction, audio-Visual catalogs', 'and guides,
cassettes for professional training and'deVelopment, educational journals;
books and guides for plhnning instructional strategies, and such other

0 resources deemed necessary. The center.should be availableexclusively, if
poseible, for facul y and.staff with equipment Suitable for full usage.

3. Educational Fielyrips

This_type of activity can be utilized ekfec_tiMelY_for inmaermice_develbp-
ment. Field trips inClude visits to othfx TEC institutions, to Selected,senior
colleges and universities, and to busimtss arid industry. Each type of trip
should include a carefully prepared plan for observation .and. for postvisit

evaluation. The visit could use_effectively peer seminars.with TEC'personnel
or.conferences with supervisors:and/or officers in industry or business for
the exchange of information and ideas. Visits ,t1:t other TEC institutions 7

-im-state or out-state,- can be planned for rePresentatives_of one technology- _

visiting-a-similar teChnology in another TEC institution.

.
Visits to secondary:schools should:be considered in-the formulation.of

-the institution's program: Such visits, if properly planned, will facilitate
articulation with the secondary schools in vocationalleducation service areas ,
and will also promote faculty and stiff development..

1 0



Intrainstitutionaviaite-within the.-TEC institution by faculty and

staff may not be classffied striCtly as field trips, but they may have -

,

:desirable'results for facillty and staff developMerit if it is.clearly retogr

H----7--Lttized-that-thcy arc- made-for....fhat-purposeLL_EmehLmisits_mike possible the .

.

eharing.ofideas and experfise"and have amultiplier effect for the new

ideas and new approaches pervading ttle institution.' Atthe same time these,

intrainstitutional visits will help clunter the.danger of ekcessive special-

..
ization, segmented departmental structures, and internal,power'-strugglee.

.

The regular periodic faculty and staff meetings 41.11 serve.as an

intrainstitutionaI in-service development activity if they are planned with

that objective in mind. .The programs may.include lecturea-by faculty and-

staff on particular areas of instruction, panel discuesions on.subjects of

importance to the institution, report on projebts,.etc,

4. Off-dUty A4tIvities

Employees are encouraged to schedule 'their personal developMent'attiv-

ities during off-duty hours if porsihke, but if this cannot be done; the\

employeelmay request a change of work schedule for,the approved acti.Vitiee

The employer mny alter the employee's work schedule, If eo doing will not

interferd'with the normal efficient operation of the employees duty'area.
1

An employee Who takee an appro.:Fed course under provisions Of off-duty.--

activities may.receive reimburseMent for.tuition arid course related feee, in

total or in part, for satisfactory completion of the course.' Satisactory

completion of a coursd is interpreted to mean "B" grade or higher for graduate:

pcetgraduate study,.or "C" grade or higher for bll other study. All.othei

expedSes, including activity fees, graduation fees, travel, cost Of books;

.and supplies, etc., shall be paid by the employee. ReiMbursement for tuition/'

for approved credit courses shall normally be limited to on@ course'per.quarter

or.semester/per individual, with reimbursement limited to fhree approved

courses,(9,semester hours or 13 1/2 quarter hours) per fiscal year in amount

-eper credit hour not to exceed the highest'rate charged for equivalent.credit

by the state-controlled four-year caleges and universities of South Carolina.

0'

In order to ineure that a reasonable return'issaine&from.the invest- .

ment 9f develoilment-funds in continuing study, the employee who leaves the

emploYment'of the State TEC System shall'be required to make repayment of all

amounts paid for reimbursement for courses completed within the last nine

calendar months prior to leaving.. Ordinarily, repayment will be by deduction

from the final compensation payment.

Reimbucsemerit for off-duty out-state.FSD travel shall normally be limited

to one approved trip per fiecel year. State.regulations relating-W-travel---

and subsistence shall apply tO all FSD travel - out-state and,in-state.

5. Membership in Professional Societies

Employees are encouraged to participate in the attivities of professional t .

societies Most c/losely related to th-eir areas ofservice. ..The procedure is .

for the eMployee to submit a written request for approval ofmembership,nam

ing the society and the amount of dues. To be reimbursable, the affiliation

with the society shallHte personal membership (not institutional) and, shall

be an approved activity of the FSD_program for the institution. Reimbursement

I
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c.

Ior-dues,.travel exiiehse to attend meetings,.and other expenses related to
teMbership Shall be.limited.to an amount speciflcally approved in the annual
FSD budget/Of.the institution; however, the reimbursement for dues IirOfes-

sionalsocieties shall not exceed $50'per,lndividual within a fiscal year.
, A

6. Educational Leave

Educational leave is interpreted to mean permissionro be absent from
woik or ditty to pursue an edUcitional.nbjective:,, Theeducational objective
.may be (1) participationinpostsecondary courses of study, whethei on the
undergraduate ovgraduate.leve1, and for which degree credit is or is not
giVen,, and pursued independently or as a'part of a.curriculuM leading to a
certificate, diploma, or degree; or fhb éducational'objectiVe tay be (2) part
ticipation in an upgnsding work experience with bUsiness or industry to improve,
technologAgal knowledge and:skills. ,Educatlonal leave is'granted only for the'

-actual term Of the activitcy. (See "EdUcational Leave Program" below.)

III. .Planning and Budgeting Procedures

.

.Paculty and staff development through in-service education and training
has become a natiOnal priorityln American technidal-vocatiorial education
and can be clearly,seen as en. integral and.vital responsibility of the State
TEC Systemas it,seeks to.fulfill'its role inpostsecondar education in South
Carolina. A.comprehensive sysiemm:wiCie-FSD program'is based upon this conclu-
sion. Acceptance of the conceptof in.-service development and the commitments
that a FSD program requires makea judicious planning and.budgeting process
essential within the local institutions and within the sOtem.

1. Institutional Comptehensivb FSD Plan

-'

The FSDprogram within the institution will.funchion'satisfactorily only
as a Corparate tommitment of the institution and aka collective effort of
the,entire faculty and staff. whatever-their various levels in dompetency and y
in organizational status. The FSD program, therefore, mustbe cdthmunicated,
not as a "thing apart" nor as an "andillary service" tO,selecied individuali,
but rather as a.privilege and responsibility, for one and all.. Thus leaderetrip°
and management are absolute.essentials in planning; coordinating, and imple-, '

menting the program.

(1) Las2t_zat and Staff Development 'Coordinator. It'is the responsibility
of the president or director of each,institution'nf the State TEC System to
designate a facultyand'staff developmentpcoordinator who shall be.responaible
for the aaministration and budgeting:of the program inconfOrmity,:with,the..
guidelines and proCedUresrforfacUlty and Staff deVeloPment: The FSD coordi-
-natorshall be responsible to the president/director for 'the satisfactory
.operation oftheAnstitutional FSD program and shall serve in liaison capacity,

FSD matters bctween the institution gnd the...TEC Central.Office. He/she
ahall be chairMan of the faculty and Staff development coMmittee.

\

.
In mobilizing an in-service education and training thrust,i'leadership

'and management are special msponsibilities. The program requires teamwork:.

among faculty nnd .staff which'Wili\reUlt from the harmonioUs administration
,and operation of the program. 'The faculty and staff development coordinator

\
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0.4141,411 institution shonldperform this servide. He/she should have

'eiperience:that:proVides him/her with the-attitudes And !kills enabling

hithiSer.tio4lAn,Jead, and evaluate.the process and progress of in-service

develOpment. Creative leadership and:management' require that the coordi-,

natOrifaveadequate resourcea for the prograk, including staff time, and

enougt;'authority to get the job done.

(2) :Facultz. and StaffDevelopment CoMmittee. The roles and responsi--

,

bilities,:institutional,and personal, can be accepted by all faculty and
.

.

:staff members, and all can be rewardinglyinvolved inin7service activities

Of!the program. ',It is crucial; therefore, that tbe preparation of the'FSD

-Program design,invOlve a wise andyide participatiOn of faculty And staff.

.A.faculty.4ind:staff developMent coMthittee, carefully selected and/or elected,

is-neCessary for each institution. This committee should represent a broad

,spectrum of institutional concerns,dand of necessity Must be-schooled inthe

_philosophy anCpractical considerations .which are basic to:a FSD program.

.
(3) 55 D Design.Preparation. There isl.ittle:likelihood that there is

one design suitable and adaptable:to every institution or situation, but there

are a few principles which are basictO every viableISD Program.

The-dee-4i for faculty andostaff development should fit'both the institu-

tion And the personnel involved. The.data of needs assessment should be care-

fully collected, categorized, and,evaluated. A hierarchy of needashould then

beLmadeah,ii*plan7formulated under prioritiesindicated and selected. The

program deSigned should be focused on the types of change whiCh the institu-

tion deeiresto make and on_the directions which.it desires,to move.: Ihe ,

desigd:shOUld include a plan for collecting end recording all data related to

activities dtthe program in orderthatIarogress may'be measured and achieve-

ments may be evaluated; forthe individual and for the institution..

(0) FSD Budget Preparation. 'Ine preparation of the FSD budget is a

planning.and'control device in the management of the prograth - the planned

ailocationxif funds tomeetthe,planned activities of the program. The

critehafforthe allocation of funds:are, first, the needs assessment priori-

ties and,, second, the availability of-funds. jt is essential that the choice

of activities With,theanticipetedvexpenditureafior.them.be Made with Consid-

eration of the total financiatilsources for the entire program.

under the acceptance of the premise that a FSD program.is an integral

--component of the total:institutional' operation, each institution of the State,

Tgg systowin Its unitiry.budget and plan of operations shall-allocate funds

fora program of faculty and,stafeyelopment. To augment and support this

allocation, the State Board fofTeChnical and Comprehensive Education shall

'incCrporate within the system budget request.to the State BuZget and Control

Board adequate funds for faculty and.staff development for the State TEC

SysteM. A supplementary allocation of state funds shall.be'mAde to the

institutions.cin a thatching-funds "dollar for dollar" basis whereby the ihati-

tutiona will:receive a supplemental allOcation of state funds equal to the

amount allocaiedto faculty and staff development by the,institutions from

normal revenue sources.

Funde'designated for the purposes of faculty and staff development

receivedithrough governmental agencies, grants from foundations, and gifts

from individuals,'businesses, or industries, shall beAncluded in the facility

ahd staff deVelopment proposal budget but such funds shall.not be considered

inthe determination of the supplemental Allocation of matching funds..

13
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The institution'siallocation from normal revenue sources, the supple-
mental allocation of state fundS, and gifts and grants will comprise the

FSD revenue for the fiscal year. The-total of the estimated expendi-
tures for the several Planned activities will indicate the coat of the FSD
program. Comparison of financial resources and estimated expenditures may
necessitate re-examining assumptions, making new evaluation of priorities,
or re-defining objectiveS-.. Refininrthe program design by making appropriate
modifications rust be assumed as essential in the planning andbudgeting
procedures.

(5). Promotion. In order to develop a comprehensive FSD program it is _

necessary to obtain, organize, and disseminate all types,of in-service.develop-
ment information to faculty and staff. The FSD program should be a sharing
.experiente of inforMation anclaction. Opportunities.should be-given fox
individuals to explore thenoncept of in-service development in relation to'
their personal needs and aspirations and in' relation to the needs and purposes

the institution. It appears, therefore,:that institutional workshops on
Ih-service development are appropriate for program design and implementatiOn:

6;
The Workshop procedure - the task force approach - could take the form

of a regular or special faCulty and Staff meeting, followed.by mini-workshops
by divisions or departments. The general workshop should be limited in sCope,
confined to dissemination ofInforMation, FSD materials, budgeting procedures,
and a' step-by-step guideto P'iogram design and implementation. The mini-
workshops'should provide individuals with Specific guides and materials lor
the.identification of divisional/departmental andaindividual need priorities,
and the selection of activities to accomplish objectives chOsen. The2compila-

'tion and review of the output from'these workshops by the FSD coordinator and
the FSD committee will'give the data for review, modification, and approval

'necessary for the formulation of the institutional FSD program. ,

The task force approath will be useful in (1) assuring institution-wide
- participation, (2) assuring an undertitanding of the role of-FSD in individual

and institutional'developMent, and (3) assuring commitment to FSD by the

faculty .and staff.

2.. Individual FSD Plan.

The keystone for an effective FSD.program lies.in. the realm of individual

involvement in the.program. Ultimately it is the motivation and will of the ,

individual that forms the basis for participation, and it is the collective
accomplishments of all personnel that measures the institutional succes6 of^
the FSD program.

t is highly desirable that each menper of the faculty and staff have,
a continuous personalized plan for his/her development, With identified
objectives and strategies -. a program tailored to his/her.needs, personal
characteristics, and institutional responsibilities.

It.can be assumed hat a large number of faculty and staff membeie are
willing to engage in alormal development program to improve their effective-
neas in their work. It can also be assumed that there will be some resistance
to a serious program for faculty and staff development: Some will feel or

11
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'argue that they do not need what is:offered. Perhaps the,greatest reluc-

tance to.participate will come from those'who feel that they are already

overburdened'with duties and.do not have, time. What is asked, however, is

just a sMall fraction oftime, probably no more than three-tO five.percent.

of the usual workweek. No program will thrive.unlessjaculty and staff :

--allogate_the necessary, time Prior to any FSD activity, an-Outline of the

-entife-FSD program should be given to faculty%And ataff. If this is done,

individuals can begin to organize their own time around the activities:planned

for them, and the development program will become a part of the individual's

schedule.

Most faculty and staff need encouragement to.become involved in the

FSD program. Familiar incentives used by institutions are earned merit

increments, tuition payments,, educational:leave, and promotions. These

awards 'benefit the individual, but they are considered justified as neces-

sary for increased effectiveness of the institution in accomplishing its

educational purposes for the students and the community.
a

.
The Compensation Plan for the EL.ite TEC System provides incentives for

a planned personal development program. The funding provisions of the FSD

program are definitely related to the compensation plan, and should.be

coordinated within the individual FSD plan.

In planning an individual's FSD program it must be assumed that the

individual will contribute not only his/her timr for some activities, but

that he/she will contribute both time and money.for certain activities.of

his/her program. It cannot be assumed that the Fsp program can provide

sufficient fpnds to cover all the expenditOres for individual development

activities. The funding provisions of the FSD program are designed to assist

the employee in his/her development, but the primary responsibility is.upon. _

the individual to qualifpfor increased competence and productivity'and the,

benefits therefrom. Limitations, therefore, on individual FSD activity

expenditures shall be enforced at the Institutional level and at the state

level.:

4 ,

3. 'State Board's Comprehensive Plan

The philosophy and state-wide goals of the South,Carolina Technical

Education System contain the commitment to educational objectives that meet

the current and emerging needs of.the State, its people, and its industries.

Qualified personnel who have new and/or updated competencies to implement

the' purposes of the system are essential. To help:the local institutions

meet this need, the State Board for Technical and Comprehensive Education has

accepted state-wide responsibility for the activities outlined below.

(1) Providing state funds for faculty and staff development. The State

'Board'a role in this involvement is to insure that.state funds are directed .to
activities that have the greatest impact for_FSD for the institutions and the

State.

: (2). Developing and,recommendingAeneral guidelines and procedures for

management of local FSD proZtams The local institution is in the best posi--

tion tO make needs easessment and project goals and strategies. The State

Board will formulate principles and procedures for concerted effort and'inter-

institutional communication and participation in the operations of FSD programs.

15
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(3) Sponsoring and organizing state-wide conferences, workshops, and
Consortia. The State Board will initiate and promote joint ventures which
meet.objectives of all inStitutions.involved.fl The aim is to generate a
greater thrust.for personnel deVelopmenethroughout the State TEC System.

(4) Coordinating state services/thai have potential for s4porting
the FSD program. A partiCular function of the,State Board in FSD is to coordi-
nate out-system support services of educat*onal institutions, business and
industry, and community and statelagencies and to plan activities that will
utilize their support, ecj,ertise, and resources.

(5) aliking state,wide asaessments of the range, scope, and accomplish-
ments of FSD proglieCting and publighing state-wide reports about the
FSD programs will furnisti helpful feedback-that reflects the state-wide status
of FSD. In doing this, 'he State Board will furnish interinstitutional liaison
in the State TEC SYstem:

\

(6) Acting as a state-wide service agehcrto provide FSD leadership and
counselinvfor the institutions of the TEC Sytem. Purposes and problems in
the system are, after all, interrelated.and institutional Amprovement and
system improvement areia team responsibility. Each institution is expected to
focus attention and ef/fort On its primary FSD ser'vice within the institution,
but periodicali the .coordinators of the.institutions will be called together
to make an.overall Sistem surveY.and share information for.FSD decision making
and to assure coordination andrelevancy in Order to achieve state-wide as
well as local objectives.

/

/

:

IV. Par/ticipation in Faculty and Staff De'Velopinent

/ \

The following,participation guidelines are set forth to assist institu- .

tions and individuals in the implementation of-the FSb program for'the State
TEC System. Some repetition of principles and procedUres given above will be
necessary as specific instructions for participation are delineated.

\

\

1. Administrative Criteria 1

The following administrative criteria apply to the\operation of the FSD
,

program.
.

.

(1) Responsibility and Control. The TEC organizati n,'institutiOn or
central office division, must have-prOfessiona1,sLaff empdyered to"admin*ster
and coordinate the schedule'of activities to assure that bOth the activit'y
objectives and the FSD criteria are met. Institutional an al individual rOcords

must be maintained and kept readily available forpersonnel files and for
kreporting and auditing procedures. The FSD coord*nator and\the FSD committee
are specifically charged with the responsibility f r leaders4ip and control
of the program.

(2) Planning, Implementation, Evaluation. It\is expected that each
-institution will develop a clear statement'of rationale and iOals,for its
FSD program. The systems approach pro:gram design will have three major com-

ponents: planning, implementation, evaluation.

16
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planning. Planning is a vital resPOoSibiIity-11-i the-FSD program. The iiro-

.grem has its unique motiop elements UOving from one level of input to the next

:and accumulating inforwtton, ex?eriences, and understanding. _It,is for this,

reason that individual faculty and stFlf should be familiar with the FSD pro-

gram:and how it works - its Turpose4,, its 1\mitations, its*procedUres. The

effective role of 'FSD car...4;,,z assured caly y effectfme coordination ilircugh

coimunication, leadership, and broad involvement of faculZy an0 saff.

.Program planning, including budgeting, involves the assessment (audit)

of both needs and resources. This process should include input from individ-

uals of faculty and staff and knowledgeable persons having expertise.in

collecting, tabulating, and interpreting data. In addition, the planning,

process must include making an inventory.of'resources (people, funds,-materials,

space, equipment) available to meet identified needs.
.

In planning the FSD budget of the institaion, priority shall normally be

given to institution-wide or group in-service' activities._ In planning the

FSD budgets of individuals, funds shall' normally be aliOcated widely and

objectively among the faculty and staff. Of necessity, limitation of individ-

ual FSD expenditures must be enforced, primaril7 in relation to reimbursement

for tuition and out-state travel, (See restrictions, Pages 8-9.)

Implementation. Activity is the term chosen to indicate a-specific course

of action to achieve an FSD objective. Implementation of the FSD program

requires the careful selection of activities to actualize the objettives farmu-

lated to meet tdentified needs. In-service development activities that are
separate in action but of the same kind or type'can be classified in combination,

forming a "Development Activity.Unit" (DAU) under one general title - ap overall

strategy'to actualiie a general.objective.
-

The permitted Useifof:FSD funds may be classified in DAUs under general

titles. The classifications given below.cover most Of theJSD activities, but

other titles may be used if more descriptive of special activities.

. Postsecondary Education
Formal courses on campus, or off campus, credit or noncredit, post-
graduate or undergraduate, without tuition reiMbursement or with

tuition reimbursement in total or in part, pursued-independently or

as a part ofs curriculum leading to a degree, diploma, Or certificate.

On-campus Short Courses
courses to improve* skills in instructiOn, planning, decisionz,,..

making, task execution, use of multi-media) continuing'-education

courses - with Or without CEUs.

On-campus Merkshops/Seminars/Conferenees/Institutes
Consortiavith other institutions or intrainstitutional on-campuS,

with or without consultants, with.or without CEUs.

Off-campus Workshops/Seminart/Conferences/Institutes
Consortia with other institution or interinstitutional workshops,

etc., off-campus, with or without consultants, with or without

CEUs.

Professional Societies
Membership dues and travel.

14
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Educst-ional-Field Trips-
Field trips to TEC and other institutions and to bus:mess and
industry.

FSD Resource Center
Educational supplies and equipment.

Educational Leave
Postsecondary education or work with business or industry:

Evaluation. The measure to which a given FSD activity accomplishes,,its
end (outcome in relation to cost) is the basis for accountability.. Every FSD.
activity, therefore, whether a single activity or a development activity unit
requires that the applicant identify a "specific need",,that justifies approval.
In addition, the "expected outcome" to actualize objectives that must be
described on the application should he stafed in terms of competency, per-
formance, knowledge, or some -combinatiOn of these, depending upon the nature
of-the ,activity. These statements describe,anticipated results and provide a
way of measuring success and value.

In brief, evaluation criteria are necessary for every FSD activity, not
as afterthoughts; but as the predetermined Measures by which the outcome
should be judged. 'The criteria are set in the-FSD-i application; the judgments
are given in the FSD-4 evaluation and status report.

2.. OpetationaricGuidelines

A cotrect approach is necessa67 for satisfactory, operation of the.FSD
Program. Insight and Uniformity will be gained after:experience,\but certain
,objectiVe guidelines are inherent in the otganizational nature of the pro'gram.

,

. -(1) Progranl Proposal. The purpoi3e of the program proposal.is to assure
-a comprehensive and viable TEC=wide program of FSD activities. The institutional
propoSal is prepared on an annual basis by the4FSD-coordinator under the TEC-
wide format'. Three.forms with narratives attached are required FSD-1, FSD-2,

FSD-3.

FSD-1)-PrOposal Title Page,. The .ESD-1 program proposal form consists of

the:title page. with necessary signatures, f011owed.by:the natrative,summary
of prograM- plans for the year. ,

-

FSD-2, Activity Application. The. FSD,2 form provides description fOr,eithet
individual activities.and/or unit activities (DAUs)., The use and'preparation of
the activity application is of utmost importance and requires apecial consideration.(

It fa mandatory that each6FSD activity be covered by an aCtivity applica-
'tion (FSD-2) which is made by an indiVidual for himself or bYja-pUpervisor on
behalf of a group., The.application May be made on either the piandard FSD-2
form ot on an in-house fo.rm prepared for institutional.use but requiring the
essential data. These individdal and group applications Must be .kept on file
'for accountability - record, rePorting,. TSD documentation (audit). Through,

classification and obmpilation of these applications the DAUsare formulated.
.. The DAUs may beordanized for an institution ap a whole, or for an institution

by divisions or by'departments or by areas 9f service. The number and'titles
of DAUs should be,adequte to,give a clear and compete pictute of the FSD
program for the inatitUtion.
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The FSD-2 activity applicationS, Which aECompany the program proposal;

must be prepared on the standard FSD-2 fotm and submitted to the Coordinator

forFaculty and Staff Devellpment,* State Board, for apptovai. 7This form

calls for adequate activity identification, Purpose; and estimated cost. In

most instances, this-application will be entitled as a DAU, e.g., postsecond-

ary education, workshops/seminais/confetences/institutes, professional

societies, interinstitutional visitations, FSD resource center. Consequently

very few applications will be subMitted to the state FSD coordinator although

the local institution has accumulated a number of individual activity applica-

tions compiled to make the DAU.

The information which must be includedon each activity application

(individual or DAU) is as follows:
Institution name
Activity title
Activity. date(s)
Activity location.- city, state
Number of participants'
Name of individual or group
Specific need a

'Outcome expected - objectives to be accomplished

Estimated cost (see chart of accounts below)

Signature - applicant, FSD coordinator
,Date Submitted, Date approved
A.ctivity narrative (mandatory if 'DAM)

Special attention should be given to the-identification of .7specific-

Ueed" and "outcode expected". This requires answers to certain questions.,

.Fitst, "Whr was this particular activity chosen?" Next, !!What outcome (what

ability) (ot what skills) (Or what knowledge) is.expected from this,activity?"

Asked'another way, "What is the evidence tbat the objectives have been met?"

The applicant(s) shouldbe able to say, "At the end of this activity I (we)

sha i be able to ..." in relation to a need in a functional,area on-the-job

in TEC.

In making an activity appliCation, each member of the faculty and staff

shouldunderstand and be prepared to use the curient.FSD chart of atcoupts.

The FSD account number,'title, and explanation folloW:

'530100 Salaries
Salaries of visiting instructors for on-campUs courses (mit honoraria

for consultants). This account covets also stipend (salary) for,.:

,
Educational Leave (substitute'S salary not allowed froi FSD funds).

530202 Travel and Subsistence .

Authorized institUtOnal travel expense for individual or.group for

.apprOved FSD activityand aPproved in confoimity with state, law

governing mileage and-per diem. (Travel expense for .attendance at

:institutional association meetings or comMuting expense for education

courses or for work experienceAs not covered under FSD funds.)

530-214'Educational Consultants
Honoraria and other expenses for consultants - on-campus or

conSortia. Travel for consultants must be charged to this

account (not 530202)..

*This title effective July 1, 1975.
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Educatio'nal supplies,for upgrading station, Faculty and Staff
Resource\Center, fiir'use exclusively for faculty.and staff develop-

ment, e.g., professional journals and book4 professionafeducation
modules, and cassettes': Covers Also lidited expense for duplicated
materialSfor consortia (wOrkshops, seminars/Conftrences/institutes)
but not Costs of personal books and-sUPplieS.

530411-Professional Memberships
Individual medoership dues of professional.societies (not civic nor
political organizations). Authorized travel cost'within limits set

. by the institution for attendance at meetings of professional societies

is charged to 530202.
,

530470 Tuition Reimbursement
Tuition for approved postsecondary courses, in total or in part, and
course related fees if any. (Reimhirsement is not allowed for travel,

cost of books-and supplies, and incidental fees.) This account covers

.also registration application for workshops/seminars/conferences/institutes.

530607 Educational Equipment
Expense of echicational equipment is restricted exclusively to purchase
for FSD Resource Center. Equipment must be specialized equipment which
is essential to faculty and staff development and must be uhed in an
innovative application. It may Sot duplicate nor replace available equip-
ment nor meet regular institutional equipment needs.Special justifica-

-tion must'accompany application for purchase approvai.:-

'FSD-3,11PdgetT-SuMmary. The FSD-3 form gives a FSD budget sumnary of
estimated income from normal_revenue[sources and matcbing allocation Of state

funds and.of estimated expenditnres-for-the.various activity applications. The

summary lists Activities. by DM titles, with-total estimsted expenditures'for

each, (without breekdown into account Classificati-This budget summary is

submitted with'the annual program proposal and serves to govern-PO, expenditures
during the fiscal year.

(2) Program' Reports. The annual FSD program report is composed of three
major divisions, utilizing three forms.

FSD-4, Activity_ Evaluation and Status,Reporte A separate.report for each .

Spproved activity application (FSD-2) dusebe.made. The FSD-4 should be com-

leted at the time of com letion of'an activit and held for inclusion in the-

annual,FSD report as documentation for -FSD-5 and FSD-6: This repprt consists

of two parts...

Funds'Data.- Each application for aCtivity approval (FSD-2) includes an
estimate of expenditures for the, activity; each eValuation and status
report'(FSD-4) must give the actual-cost of the activity. The compila-

tion of data from individual activity reports will-giVe the'data for a

DAU report (FSD-4). This data will be reflected in expenditures recorded

in the fiscal budget summary (FSD-5).,

Activity Statub and'Evaluation. The status and evaluation'report
vides for a detailed institutional report of status and evaluation of -

each activity. An adequate narrative mpst.be attached to the FSD-4
report, giving the institutional evaluationof the activity...'The nar-
rative should docPment briefly,but adequately, the results/outcome of

.the activity. This report will be reflected in the annual institutional

evaluation.of activities (FSD-6).
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FSD-5t Year-end Fiscal Budget Summary. This document providesi)reak-

down eXhibit offunding sources (revenuesallocated and committed):and

expenditures made for:all actiVities of the fiscal year:ended on June 30.

All expenditures reflected undeiASD-5 column designated "Approved'(FSD-2)"

mUit be consistent with approved line items-on the application for activity

'approval (FSD-2) and the actual expenditureS reported on theeValuation and

.status report (FSD74).- This repOrt will also reflect fundS budgeted for

restricted sponsored FSD activities described in an application for activity

'aPproval (FSD-2). Restricted sponsored.revenue ShOuld be disclosed to the

extent expended during the report period. .The FSD-5 carries DAU titles with

costs for each listed by accoUntmumber,

FSD-6'2 Annual Institutional Evaluation of Activities. .This report pro-

vides a summary eXhibit of status and institutional evaluation of each and

all actiVities of the FSD program for the:fiical year. 'The report lists all.'

DAUs by title and objectives, and provides information covering activity

status,., evaluation, and actual copts. The-evaluation Criteria:are set in a

"Key'for Institutional EvalUation of ACtivities."

The cdordinator.of faculty and staff developipentfor the State Board will

prepare an annual report, with.eXhibit by institution, of all FSD institutional

activities of the South Carolina Technical Bducation System. The institutional

reports (FSD-6) will provide the information for,this report.

CENTRAL OFFICE STAFF DEVELOFRENTPROGRAM:

The policy Of the State Board for Technical.andComprehensiVeSducation

grants authority for activities and funding for a staff development Program for"

State Board Central Office eMployees. The purpose set forth in the,policy .

and the guidelines and procedures issued for.TEC institutions by the executive

director govern the.staff deVelopmentprogram for the central office'emOloyees,'

subject only.to such.modifications as are necessary for the apprópriate opera-

tion of the program for the central office employees. All employees of the

central office shall,be.accorded the privileges.of the program established,

and Shall comply with.the atipulations governing the progranras Set forth in

the policy adopted and the guidelinesand procedures issued.

.
In the following'SeCtions special guidelines and procedures are deicribed

for the operation of the staff development progratJor central office employees.

I. Design for Staff Development - Central Office

'For the purposes of staff development the several divisions of.ihe

centiaiNqffice shall be considered as a Whole, with one design and'one budget.

The director of each dIVision of the, State.Board shall coordinate the ,activities

Of the emplOy es.of hiOher division, and shall submit.approVed applications

\afor activities o the CoordinatOr of faculty and staff development for ihe'State'

Board; Based on pproved activities submitted by division directord, the state

coordinator of facuitx. and staff development shall prepare the'central office

program proposal and aubN. mit it to the executive director.for consideration,and ,

action.
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ent Activities

Employee of the central office gre eligible for the in-service develop-
ment activiti s described in the guidelines and procedures for_FSD of the
State TEC Syst m, subject only to restrictions inherent in specifieittivit4es_________
and the availa ility of funds.

2. Application for Activity Approval

An employee or a group of'employees, wishing to have an activity con-
sidered shall sub-it a written application to his/her immediate supervisor, who
shall attach his/her recommendation before forwarding the application to the
division director:\ All activities of the employees of a division shall be
approved by the division director.

3. Selection of Activities

Activities shall be selected and approved on'the basis of promise of bene-
fit to the State TEC\System as follows: (1) to develop the skills and/or
knowledge to meet identified-needs in the operation of the State TEC System,
and/Or (2) to meet the demand for adequately trained persOnnel for existing
or projected positions Of service essential to,the administration of the-

central office.

4. Off-duty Activitigs

\

EmplOyeeigre encoUraged to schedule their personal development activities
during of.f-duty-hours'if pOssible, but if this' cannot be done, the employee
may request a change of work,schedule for the approved activities. The,employer

may alter the employee's\ work,schedule, if Sq. doing will not interfere with the

normal efficient operatibn,of the employee's duty area. .

An employee who tak s ap,,,,approved course under provisions of off-duty,aCtiv-
ities may receive reimbu sedent for tuition and course related fees, in total f

or in part, for satisfactory coispletion of the course. Satisfactory completion

of a course is interpreted to mean "B" graderor higher.for graduate or post-'

graduate study, or "C" grade or higher for all other stuay. All other expenses,
indluding activity fees, graduation fees, travel, cost of books, and supplies,

etc., shall be paid by,the employee. Reimbursement for tuition for approved
credit courses shall normally be limited to one course per quarter or semester

per individual, with reim ursement limited to three approved courses (9 semester

hours or 13 1/2 quarter h urs)'per fisdal year in amount per credit hour not
to exceed the highest rat charged for equivalent credit by the state-controlled__
four-year colleges and un versities of South Carolina.

In order to insure that a reasonable return is gained from the investment
of development funds in.continuing study and training, the employee who leaves
the employment, of the State TEC SyStei shall be required to make repayment
of all amounts Paid forireimbursement for courses completed within the last
nine calendar months prior to leaving, ordinarily by.deduction from the final

compensation payment.

5. MembershiP in PrOfessional Societies

. *

E6 aPIoyees re encouraged to participate in the activities of professional
societies most closely related to their areas of service. The procedure is

for the emPloyee to submit a,written request for apProval-of membership;

2 9
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naming the society and the amount of dues:The.dues for affiliation
the:Society shall be far personal membership and shall have written appieVa

:af the division director, madeAa advance upOn recommendation of appropriate\

division official. The reimbursement for dims in professional societies:
shall not exCeed $50_per individual within a fiscal year. .

Travel and other .

exPensee to attend professional society meetings may not be.included in staff,

mentexpenti),,hut may be authorized by the division director from the

udge

:6: Educational teave

13rovisioni for_educetional'leave are set forth in thepaligy. document '

of the State Board for TeChnical-and .Comprehensive Education undei-the-title:

"Educational teave Program for South Carolina-Technical_Education System.'

.
IL.-- Planning and Budgeting Proceduree

'The planning and budgeting proCedures for the hentral_office-shall-felloW'

in general. those established:for the institutions, with suCh exceptions:as

necessary for.central office operations: The calendar for plans and reports,

and the other proposal and report forms:shail be used, as applicable.

1. Central Office Staff Development Plan

The. dirvItav of faculty and staff develcipment for the State Board,

following tls calendar..for plane and reports,:shall ettablish a timetable

for the'seLI:ltie of activities and/or participants for the centzal office.

In developing tAe timetables, cut-off dates for AccePting.appliCations for

admission to ,:ollegee arid universities shall be considered. Timely announce-

ments of timetables and: development program information shail:be made.

It shell be the responsibility Of thO di7ision directors to approve ail

development activities of his/Wer,division and to forward them to the state

coordinator of facnity and staffdevelopment. The approved activitiee of the
several divisions of the centl7al)office shall be put in proposal formwith büdg-

et sUmmary, and submitted to the executive director for his review and action.

2. Central Office Staff Development Budget

The State Beard shall incorporate within the system budget request to .

the State-Budget and Cantrol Board adequate funds for a staff development pro-

gram for employees of the central office.

Funds Committed for the staff development program shall be expended only

for activities which are clearly identifiable and reasdnable under the approved

development plan: The program shall be operated on a fiscal year basis under

aiclearly identified budget bf funds aailable and committed. .The budget
epklhe,prepared and adMinistered in conformity with the\fiscal policies and

procedures of the State TEC System.
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GeneratPurpose,

:

11\ The,piirpoie of the educational leave program is to provide a means by
which each oeti4 faculty and staff Of the South Carolina Technical Education
SyStem,may have.opportunity to further his/her edacation and to improve his/

her:skills and'efficiencOn his/her present position' and to,prepare for
opportunities for his/her-advandement-with the State4Eg System.

EDUCATIONAL LEAVE'PROGRAM

Definition of the'PrograM

2. 'PartiCipants

.111k

Faculty-and staff are;terms Mkterpreted to include teething faculty,
administrators, and other noninatructional employee's auch as Clerical,
.maintenande., janitorial,.and auxiliary personnel. Each full-time employee
of the State TEC System,-without regard to sex, ge, religion, race, color,

or, national origin, may partieipate in:educational leave, subject only to.

restrietiong Anherent In apecifie types of leave..

1. Definition-of Educational Leave .

Educational leave is interpreted to ilieen.periaission to be absentfuil
time or part-time from work or duty, With or without stipend, to pursue, an

educational objective. The educational objective'may,be (1). participation
in postsecondary courses of study, whether on the undergraddate or'graduate

leveli.and for which degree credit is or is not given, and pursued independ-
ently or as a'part.of a Curriculum leading to a certificate, diploiaa, or
degree; or th4peducational objective may be '(2) partiCipation in an upgrading

work experience with-businesgror industry_taimprOve technplogical,knowledge

ancrskills. Educational leaVe.shallhe gra4ed.only tor the actual terma'of

the activity.

4. Eligibility' ,

, Any, permanentjull-time employee in good standing of the State TEC I

Systemwho has Satisfactorily completed at leait nine monfhs ok. continuous.

,emplOyment during his/her current period of, employment is eligible for educa-

tional leave.

5. Applying for Leave

"An. eligible employee Shall apply by submitting a formal Application .

through organizational channels to the president o; director or bis designee-

at least nioety (90). days before the first'day og,leave.requested. Such

submittal shall be made by the employee to his itmediate supervisor,who may
.attach his recommendations before forwarding the application to the president'

Or director or his deSignee.

The ,application;shall include (1) the type, purpose, and duration of

the leave requested;1(2) verification of acceptance for.entrance into the.

acti4/ity for Which the leavce is requested;.(3) such Sther information as
willibe helpful to the reviewing authority, in'reaChing a'determination.
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SeleCtion Of Recipients.
,

The selection of recipients shall be based upon-thwfollowing general°.
objeCtiveai (1) to develo0 theskills and/orAcnowiedge Of emplOyera to
meet,development needs of faculty and staff of the institutiTI; and/or
.(2) to.meet the'demand for adequately rained personnel-for eXistinsor
:projected specialized positions of'instruftion-or,administil;tion'essential
:,to the suCcessful operation of the,State TEC System.

FactOrs to be consideredoikthe selectioh.of participants.shall'
. .cit include:

(1) °Length of-prior,service;
(2) Past perfOrmance,reviewat
(S) Demonstrated commitment to the objeCtiveS-Of technicSI-.

oCcupational education;
-(4) Need/value of upgrading training for job performanCe;
(5) SpeCifically identified need of.the institution or the State

TEC.System for.the'upgradinvtraining proPoSed;
(6) Possible disruption ot Participant's areas of service during

activity;
(7) -Funds available for proposed-activity. .

7. Notification

Insofar as possible;, the employee's request shall, be
the employee notified no later than sixty (60) days priOr to the'first da5fl
of leave requested.

acted upon and

Sr.J

If the application is approved, an,educatiOnaLleave contract'stipwr
lating the'conditions Of the leave shall be isaued in triplicate, bearing
the signature of both the employee and the presidentor director.- 'Ate orig-
inal And onecopy shall be submitted to the state Coordinator. of faculty end
staff develoPment-for necessary consideration and action.

8. Reinbtatement

Upon an employee's successful completion of a full-time leave, he/she
shall be reinstated tO his/her former position, siven a position of like
status and pay, or promoted.to a higher positioh.

'

.

II. Stipend Provisions for Educational Leave

1.' Stipend Definition
c

A stipend is interpreted to mean a
support of a person otherWide motivated

a

basic living allowance to provide
to continue hia/her education.

2. Amount of Stipend

'The basic living allowance shall not exceed 60% of the compensation
(salary) in effect for the employee at the date of'approval.of his/her
educationaileave, payable in regular pay .periods'during his/her period of
leave.

2 6
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. -Reimbursement for Tuition and tees

'Rmployees on full-time orspart-time leave, flor postsecondary education,

may receive reimbursement for tuition and course related fees, in total or

-in parti for satisfactory completicin of approved courses. Satiefactory,

completion is interpreted to me'an "B" grade or higher for graduate or post-

graduate study, or "C" grade or higher for all other study. All other

-expenses, including activity fees, graduation fees, travel, costs of books

and supplies, etc., shall be paid by the emPloyee.

4. Where Stipend Can Be Used 0

' (1) Postsecondary Education. If a program of study for which a sti-
.

pend is awarded is offered by one or more accredited institutions of higher

learning within the 'State of South Carolina and the recipient is able to gain

admission to one of these, the0stipend shall be used in said institution.

If not, the stipend may be used at any accredited institution to which the

recipient is able to:gain admission.

(2) Work Experience with BusinessOr Industry. The stipend awarded

-fOr work,with business orindustry shall be used for an apProved upgrading

work experience in'a responsible position in the recipient's particular

specialty. This work experience thall be in.other than'an academic envi.

Ment and shall not.invOlve the recipients' givihg instruction to others,in
-p

a'business'Orindustry.

5. Leave-Stipend Committees

(1) Institutional Leave-Stipend Committee. The faculty-and staff

development committee shall serve as-the leave-stipend committee for the

inetitdtion atd shall fake appropriate action to select stipend recipients,

subject to review and approval of the.president or director.

'(2) Central Office Leave-Stipend Committee. The state coordinator of

_faculty and staff developmebt and the division directors shall serve as the leave-,

stipend committeeafor the State Board for Technical and Comprehensive Education

and shall review tht stipend applications received from. the institutions-and

make recommendations to- fhe executive director of the State Beard.

6% Stipend-Approval

The,stipends to be offered within the State TEC System must be approved

by the State Budget and Control Board veh year. Each instituWz must

determine what stipends are needed and stbmit a request for`the stipends, with

All necessary data, to the Alrector of faculty and staff development: He will

collate the requests fron the Anstitutions and urnish a list of-requests to .

.the-central office leave-stipend committee. The central office,leave-stipen4

committee will review the apPlications received from theinstitutions and make

renommendations to the executive direCtor, who will approve the stipends to

be offeredand will sUbmit a letter requesting'aiithorization to the State

'Personnel Directer for the approval of the Budief and Control Board. At least'

'one month must be allowed for Budget and binti61,Board approval. (Stipend

requests should be included in the FSO proposal for the fiscal year.)

2
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Limitation Of Stipend

the recipient of educational leave for postsecondary education or
for Work experienCe.with business or industry receives educational allowance

(excluding veterans' benefits and loans) from apy other public or private

source and/or compensation for work experiences,°the total amount of such

allowances and,the stipend shall not.exceed_the recipient's contract salary
,t the.time of leave.. If the nonstipend allowances exceed 40% of the.con-

/tract salaty, the stipend shall be reduced accordingly.

/ 8. Deductions from Stipend

It should be noted that atipends awarded under. this program are con-
sidered 'taxable income by botiv the South Carolina Tax Cot:mission and the
Federal Internal Revenue Service. Stipend payments, therefore, are subject

to withholding for income taxes, South Carolina Retirement SysteM,
and any other deductions the employee may authorize. .

9. Concurrent Awards and Benefits

An eMployee who-accepts a stipend award under these provisionp may
apply for and accePt a research assistantship or a teaching assistantship

through the university he/she is to attend. Recipients may receive all

benefits to which they are entitled as veterans. They may alsotapply for

any of the varioue student loans available'from governmental agencies, pri:.

vate lendinginstitutions, etc., However, a recipient.may not concurrently-

receive an educational allowance from any other'public-orprivate source

when that allowance is conditioned on a conflicting,employment obligation

lacurred by the recipient. To accept such aid will result,in'the immediate,,

forfeiture of the.stipend. A person who forfeits'a stipend in this manner...

will be obligated to.fUlfill his/her eervice commitment or make repaYments

to the institution under the terms of the educational.leave contraet,

III. 0TYpes of EduCatiOnal Leave

Educational leave is of three general types:. (1).EduCational Leave for

,
Postsecondary Education - part-time leave (with part-time'employment),

without stipend or with stipend; and full-time leave, without stipend or

with stipend; (2) Educational Leave for Work with Business or Industry -

part-time leave (with part-time employment), without stipena or.with'stipend;'

and full-time leaVe, without stipend or with stiOend; and (3) Agency Directed

Educational Leave for Postsecondary Education - part-time or full-time, with

full salary.

1. Educational Leave for Postsecondary'Education
e..

(1)' Part-time Educational Leave for Postsecondary Educaticin. Part-

time'educational leave for _postsecondary education is interpreted tO mean

reduction of work or duties in order that the emPloyees may take approved

courses in postsecondary education. The employee thus becomes apart-time

employee of the institution.

.
'Part-time EducationaLLeave without Stipend. Part-timeeducational

leave without stiPend may be granted an employee underprovisione that he/phe

will have a reduced workload with proportionate reduction in regular compensation

2 8
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ifor the term of leave. -The\employeewill fulfill duties domnensuratevith.
. .

the dOmpenaation,_but_shall receive no:-stiOend.--

Part-time Educational Leave with Stipend. Part-time educational leave'

Witkstipend way be granted akemployee under provisions that:he/she haVe a

reduced workload with proportionate reduction.in regular coMpensation'for

the term of leave... The employee, howeVer, may receive a stipend to cover in

part the reduction in regular compensation during the.period of leave: The

-part-time stipend shall be the proportionate amount of full-time stiOend.

ReiMbureiement of Tuition. An employee who takes approve&coursesunder

the provision of part-time educational leave, with or withoutstipend, may

.receiVe reimbursement for tuition and Course related:fees, in total or In

part, forsatisfactory,completion of the courses.

(2) Full-time Educational Leave for Postsecondary Education. nal-
time educational leave without stipend is interpreted to mean nonpay status

on leave to attend a postsecondary educational institution for an approved

program of study.

Full-time Educational Leave Without Stipend. Educational leave without

stipend for full-time postsecondary education may be granted for a,continuous

period of not more than nine months between September 1 and June 1 in

approved courses of study that dannot be normally scheduled between June 1

and September 1 of a calendar year.

Reimbursement of Tuition. An employee in the nonpay leave status may

receive reimbursement for tuition and course related fees, in total or in'

part, for satisfactory completion of approved courses.
-

Full-time Educational Leave with Stipend. Full-time educational leave

with stipend is-interpreted to mean leave with stipend to attend full-time

a postsecondary educational institution for, an approved program of study.

Postsecondary Education with Stipend. Full-time leave with stipend

may be granted for the length of a college term or.terms not to exceed nine

(9) consecutive months, or a total of eighteen (18) months within a 48 month

period,

Approved Curriculum. .The recipieht shall be enrolled full-time in'

courses of a curriculum aPproved under the individual's FSD program within

.the'area of_his/her.professional responsibility and/or doursestbat will

Contribute to the effectiveness andefficiency of prOgraus and/or adminis....

trative functions of the State TEC System.-

Course Workload. The.recipient shall take no less than die norms' tourse

_workload as defined by the institution he/she is attending, with.the exceptiOn

of the last term-in the institution during which hehe-may'takeas few-coUrse

hours aS are necessary to complete therequirements,!.for graduation.

Satisfactory kcademic Achievement.'llhe,redipient iivexpeCted to main-.

iain satisfactory adademic achievement which-is:interpreted to meap an academid,

average of "B" cir better for graduate alid postgraduate work, and "C" for all

Other,study.

2 9



Reimbursement of Tuition. In addition to the stipendT-tie employee\
may receive reimbursement for tuition and course related-fees, in tAal or
in.part, for satisfactory completion of approved courses.

-
-

Note. All stipend recipients are subject to applicable restrictiens-k
set'forth in section II, Stipend Provisions for" Educational Leave. ,

2. Educational Leave foI Workyith Business or Industry
N

Approved Work Program. The se)ectim of recipients and approval of wor
program shall be based apon the foll.,%Ing objectives: (1) to provide-facul0
and staff with.opportuilities to keer, at,reast of technical developments and-
work requi rrklents in business and i:Jdutry, and (2) to upgrade the employee's
competence es a technologist-educator in fulfilling the institution's educa-
tional p.irT,uses'in technical-occupational education.

(1) Part-time Educational Leave for Work with Business or Industry.
Part-time ed..,..ational leave is interpreted to mean reduction of work or duties
in order fhat 'the employee may participate in an approved program of upgrading
work experience. The employee thus becomes a part-time employee of the insti-
tution.

-

\Part-time Educational Leave without Stipend. Part-time educational
leave lor work with business or industry may be granted an employee under

4

provisions that he/she will have a reduced workload with proportionate reduc-
tion in regular compensation for the term of leave. The employee will fulfill

duties commensurate with the compensation, but shall receive no stipend.

Part-time Sducational Leave with Stipend. Part-time educational leave
for work with jusi%ess or industry may be granted an,employee under provisions
that he/she hav,-; a reduCed workloadswith'proportionate reduction in regular -

compensation.for the term of leave. Tfie employee, however, may receive a

stlye4td--to-coyer in .part the reduction in regular compensation during the

period of leive: The parttime stipend shall be.the proportionate amount of
full-time stipend.

(2) Full-time Educational Leave SoE Work with Business or Industry.-
Full-time'bducational leave without stipend is interpreted to bean full-time
leave in order that the employee may participate in an.approved program of
upgrading work experience, without stipend or with stipend.

\-Full-time Educational Leave without Stipend.. Full-time leave without
stipend for upgrading in-service work experience with business or industry
may be approved for a continuous period of not mnre than nine months between
September 1 and June 1.

ull-tibe Educational Leave with Stipend. Full-time leave with stipend
for w rk with business or industry May be granted for a continuous period of
time rot to exceed nine consecutive months, or a total of eighteen (18) months
within a 48 month period.

N te. All stipend recipients are subject to applicable restrictions
set ftsrth in section II, Stipend Provisions for Educational Leave. ' ,

3 0
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3. .Agency Directed-Leave for PostseCondary Education

(1) Definition. Agency directed educational,leave is interpreted to

mean fnll-time or part-time leave, specifically directed by the agency head,

with full Salary; tuition, and agency approved fees, paid by the agency.

(2) Purpose. The State:Board for Technical and Comprehensive EduCation,

as an.agency of South Carolina State Government, may provideeducational leave

fit employees in order to.develop-skills and/or knowledge needed in positions

in the State TEC System.

(3) Selection of ReciPients. 'When it has been determined that in order

to fill a position in question it will be,necessary to train a person Currently .

on the payroll by Sending him/her to a postsecondary educational.institution,

an announcement relating to,the position Shall be circulated at least-one

month prior to the deadline for applications.
,

An employee wishing to be considered for the training shall submit a.

request in writing prior to the cut off date.' Such-submittal shallhe made

by the employee through organizational channels to the.president/director of

an inatitution or to ihe approPriate division director of the central office.

Final selection shall be made to the central office leave-stipend com-

mittee, subject to review and approval by the executive director of the State

-Board.

(4). Request for Authoriiation. Agency directed educational lea;/e shall

be approved in advance by the State Budget and-Control Board. A letter of

"Request for Authorization" shall be submitted by the executive director of

the State TEC Board to the Budget and Control Board for approval at least 45

days before classes are scheduled to begin.

-

An educational leave contract shall be completed by the applicant and

approved by the executive director. The original and two copies of the

contract shall adCompany the request for authorization. The State Director

of Personnel shall,indicatathe Budget and Control Board's approval by sign-

ing the contract. The original and one copy.shall be teturned to the executive

director of the State TEC Board; the remaining copy shall be retained by ihe

State Personnel Division.*

Note.' All recipients of agency directed leave for postsec6ndary educa-

tion are subject-to applicable restrictions set forth in section II, Stipend

Pr6'visions for Educational Leave, and section III, 1. Educational Leave for

Postsecondary Education, above.

-*Thase guidelines are compatible with the philosophy and intent expressed

in the document, "Edncational Leave Program for Agencies of South Carolina

State Government", adopted by the State Budgetgand Control Board, January

1974.
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IV. 'Educational Leave: Employee-Employer ObligationS

Obligation of Employee to Employer

The recipient shalL be comMitied to serve the institution of the State
TEC System for at least one and one-half months for each full or partial
month the stipend is received.

)

If an employee fails to return to work within 30 calendar days,after

completing,the term of educational leave stipUlated in his/her educational
leave contract other than,fOr good cause; repayment of total 'expenSes paid

by the institution during the leave term (salary, tuition, fees, etc.) shall

be paid within 30 days. If an employee terminates his/her employment with
the institution before completing hiS/her obligatory services for dny reason

other than for good cause, repayment of expenses paid by the institution
during the leave terms (salary, tuition, fee's, etc.) shall be paid within 30
days in an amount proportionate to the time remaining in his/her service
obligation and the total expenses paid. Good cause shall be limited to long-

term disability resulting from personal illness or injury, or illness within

the immediate family (spouse or child) which Makes it necesaary for the family

to relocate.

The amount of the repayment shall not exceed the total exp ises paid by-

the institution during the leave period (salary, tuition, fee, etc.). The

institution may.deduct the amount owed from checks due the.employee foi

salary and unused annual leave earningi.

In the event the employee is called into service by a branch of the
United States armed'forces, he May complete his obligation to the institution

upon release from the military.

2. Obligation of Employer to Employee

The institution may dismiss or suspend the employee, or cancel the leave

only for good cause. Good cause includes breach of contract, failure to meet

the social or academic standards of the postsecondary institution, or the

established standards required f9r all state employees.

Upon the recipient's successful completion of his/her Course of study,

the employer shall reinstate him/her to his/her former positiOn, to a position s'

of like status and'pay, or promote him/her to a higher position.

If, for any reason ofher than leave cancellation for breach of contract

oe-,misconduct, a recipient does not complete the course of study for which

the stiriend was granted, the institution shall reinstate him/her to his/her
N

former position or to a position of like status and pay.

3. Leave Cancellation and Standards .of Conduct.

Acadcmic Standing. If the employee fails to maintain an academic average
of "B" or better for graduate or postgraduate study, or "C" or better for all

other study, the president-'6r director of the inslitution may cancel his/her

stipend.

3 2
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Conduct. The recipient shall be aware that he/she is a representative

of the State TEC System and its insxitutions and the state and, as such, is

responsible for the image he/she reflects. Excessive absence, participation

in campus disturbances or any other activity which would bring' discredit

to the State TEC System and its institutions or the State of South Carolina

may result.in cancellation of the sapend and/or such other appropriate action

as the-Misconduct may warrant.

Cancellation. Upon cancellation of the stipend, the recipient may. be

either reinstated by the institution in the same or like position held at the

time the leave was granted, or discharged as appropriate.

4. Status of Stipend Recipients While on Educational Leave

Employees receiving Stipends under:this program shall be considered io

be on full-time educational leave with part pay.:

While injeave status, recipients shall not- earn annual leave or sick

1.eave. Accrued annual and sick leave earnings shall be carried over until-the

employee returns to work. They,are, however, entitled to the normal short

student holidays observed, by the institutions attended, such as Christmas and

New Year's, spring recess, and the short period between academico3essions.

3 3
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FACULTY AND STAFF DEVELOPMENT PROGRAM

SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

EDUCATIONAL,LEAVE APPLICATION AND CONTRACT

from

-To

(Institution)

, hereby apply for Educational Leave

, 19 , to , 19 , for educatigpal

purpose,s as follows:

I have been a permanent full-time continuous employee of this institution since
, 19 . My current salary is $ for months ot

service per year.

1. Educational Leave Without Stipend: I understand that I shall.receive no
stipend (salary), but,if my educational leave inVolves postsecondary courses of study,.
-I Shall receive reimbursement of the expense of edition and course related fees in.the

-amount of $ for courses completed satisfactorily during my educational leave.

2. Educational Leave with Stipend: I understand that I shall receive a stipend

consisting of a basic living allowance of $ , payable in regular pay periods
during my leave period, and if my educational leave involves postsecondarY courses of

study, I shall receive teimbursement of the expense of tuition and course related fees

in the amodnt of $ for courses completed satisfactorily during my educational

leave.

If granted educational leame, without stipend or with stipend, I hereby agree to
abide by the regulations governing leave as set forth in the Educational Leave Program'

for the South Carolina TechnicaliEducation System and will fulfill my service obliga-'

tion of ,
months based on the period of tills leave, or if I terminate my employment

or,fail to complete my service obligation, I will repay within 30 calendar.days the

expenses of my educational leave incurred on my behalf by the institution in proportion

to my unfilled service,obligation unless I am released from my obligation for good.

cause which is limited to mean long-term disability'from,personal illness or injury,

or illness within the immediate family (spouse or child) which makes it necessary for

the familTto relocate.

I Understand that my employer, in approving my application for educational leave,

agrees to fulfill employer obligations to me in accordance with the regulations set
forth in the Educational Leave Program for the South Carolina Technical Education

System.

APPROVED: SUBMITTED:

4".

(President/Director) (Applicant)

Date_ Date
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APPENDIX A

.
PROGRAM PROPOSAL AND REPORT DOCUMENTS

et,

. FSD

SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

NOTE:
FORMS FSD-1, .FSD73 ARE DESIGNED FOR THE PROGRAM.PROPOSAL.
FORMS FSD-4, FSD-5, FSD-6-ARE DESIGNED FOR THE PROGRAM 'REPORT..

FORMS. MAY BE PREPARED FOR IN-HOUSE OPERATION OF FSD PROGRAM.

.Suggested are the following: -
Application for FSD participaeion:

' (Form may catry sectionsjor various activities
.with eStimated costs)

Foyms for Yeports to VSD coordinator \
Recordstf participation in .FSD activitie

perdonnel files)
Reimbursetent vouchers

(Breakdawn of "permitted",expenses)
Eft: (Other forms as needed and/or desired)

\

3 6
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FACULTY'AND STAFF DEVELOPMENT
FOR

'SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

- GENERAL INSTRUCTIONS

It is important to observe the.lollowing general instructions in the
preparation of the faculty and staff development (FSD) program proposal.

. Guidelines

Review "Guidelines and Procedures for Faculty and Staff Development"
for the South Carolina,Technical Education System.

K--7-11-----
2.- Fiscal Procedures -----T ,-/-7-

.

t

Review established general and fiscal procedures ap li"cahl to manage-

ment and accounting of FSD funds and the submissiork.of repo tS: --
...

Reference:- FISCAL PROCEDURES MANAUAL, Volume I, Se tion 24. Oq

3. Preparation of Proposal
.

, \

,

'. Prepare all proposal documents in triplicate. On or before'July 15, \ \\

of the fiscal year, submit two,complete sets of.documents to
1

Coordinator of Fadulty and Staff Development

Division of Educational Services
State Board for Technical and Comprehensive Education
Robinson Building, LeAngton Avenue

, West Columbia,..,Bouth Carolina 29169

PROGRAM PROPOSAL FORMAT

The faculty and staff development (FSD) program proposal is-composed of
three major divisions as follows:

1. Narrative Description (Attach to FSD-1.) .

The narrative description will cover the scopd ofthe program in-terms
of need, priorities, obSectives, procedures, and resourC-es. Respond to the

foll6wing elements: .

(1) Priorities. Describe the priorities chosen and the rationale

foi selecting them. ,

(2) Objecticies: Relate the activity objectives to the goals or
purpode of the institution.

43) Involvement in Pladning. State the specific ways the members

of faculty and staff were involved in planning.

,(4) Participants: Give the general methods for enp.sting.partiei-
pants, for dsemination of information, and for continuous
involvement of faculty and staff.

3 7
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The narrative description outlining the FSD program'is an essentSai
component of the proposal. The.narrative should be a'clear'but a condlse
description of What is planned and Why. Anyone should berable.to read ii
and understand its full intent without misinterpretation.or lingering

1

questions. It seta the tone for the program and gives.a sense of its
significance, itei relevance, and its,credibility.

Since the narrative will briefly summarize the content of the program
proposal, write it after the priorities have been selected and the activities #
described. Base the narrative summary on what is in the proposal, not on
preliminary (and necessary) thoughts Prior to designing the program. Goo

intentions, by themselves, are not enough. .

The program proposal of necessity will be reviewed. The reviewer will

in'a "face sheet" as it is,passed'to the next level of review. The

summary narratiVelwi11,'therefore, be of service to all concerned. Far

better that the reviewer usg the narrative summarY, than depend on his/her
scan of all of the docvments for the appraisal.

.The program proposal format is ofiered as a guide, not a prescriPt.

2. FSD-2, Activities (DAUs)

The FSD-2 form provides description for'either individual activitias
and/or unit activities (DAUs). The use.and preparation of the activity
application is of utmost importance and requires special consideration. (Lee

"Operat>i.onal Gtidelines", page 15, and "Development Activity Titles (DAU)",

page39.)'

.3. FSD-3, Budget Summary
\

The FSD-3 formgives a FS0 budget summary 1;:estimated income from normal
revenue-sources and Matching'allocation of.state funds and of estimated expend-
itures for the,various activity applicatiOha. The\atmmary lists aciivitiei-by
:DAU titles, with total estimated expenditures for ea\Ch,(Fithout breakdown into
I' account Classification) Thisbudget stmmary is sth itted with the annual -

program prpposal and serves to govern: NAD expenditure during ehe fiscal year.
/

4. . Review and Evaluation
_

' (
It is essential that the pro am proposal be reviewed andev4uated by:

the FSD cootaii-aiOi-And the-FSD coni1ttee of t e institution plrior to submitting

it to t e'cOordinator of'faculty and staif deve opment of the State TECSystem.
---Followl g the FSD proposal forms is a FSD piogratNevaluation chart or institu-

tional use(page 41).

,

1-`

9- ,

38

35



FACULTY AND'STAFF DEVELOPMENT PROGRAM 'v

INSTITUTION

July 1, 19 to June 30, 19

PROGRAM PROPOSAL

Attached is a Darrative description outlining the FSD program, along with

applications for specific activities and. a budget summary (FSDI and FSD-3)I

_

.-The-institution agrees to comply with all South Carolina State laws and

established policies and guidelines for' Faculty ánd Staff Development for

the South Carolina Technical Education System,. including ,

Maintenance-and.auditing all necessary personnel and fiscal records,

Submission of necessary evaluation and accmplishment reports,

Accountability for management and promotion.

APPROVE!):
SUBMITTED:

President/Director
FSD Coordinator

Date
Date

Page pages

1."

(For State Office Use Only )

Comments /Action:

3 9
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c

FACULTY,AND S1AFF DEVELOPMENT PROGRAM

INSTITUTION

APPLICATION FOR ACTIVITY APPROVAL.

.
re

-*Activity,Title

Aciievity Date(s) ActivitTlocation

Number Participants NaSie of Individual or Qroup_

Specific Need: 9

el

-Outcome Expected (objectives'to be accOMplished):"

'

:ESTIMATBD.COST1

530100 Salaries
530202 Traveland, Subsistence
5302141, Educational Consultants .

530307 iducational Supplies .

530411 'Professional Memberships
530470.."Nition Reimbursement
530607 Edudatibnal Equipment

,

,

Total Estimated Cost

!Total ApproVedby FSD Coordinator, State Board

L--
(AppliCant'l Signature, as appropriate).

Date'

ApProval

akquested,

1

Approved;

Other Total

$

:

Date':

(Coordinator's Signature)

' *(Please listoach separate Activity onuseparate.adtivity sheet; attach naTiative mid
Aipecific documeoton as.appropriate. Thttlis form may .beteproduced as. needed.)

.

-0

,
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FACULTY AND STAFF DEVELOPMENT-isROGRAM

ESTIMATED 11VENUE

INSTITUTION

.4

July 1, 19 to.Jund 30, 19

Allocation from MorMal-Revenue Sources
Supplemental Allocaiion from State Fudds

Total'

0?
, Other Income -.Gifts and Grants, Etc, /114

Total

05 TOTAL. ESTIMATED PORVENUE

ESTIMATED EXPENDITURES'.

From Instituaonal and StateFSD unds

1., POSTSECONDARY EDUCATIW

2.. OV CAMPUS'SHORT:6URSFS

3. ON-CAMPUS WORKSHOPS, SEMINARS, ETC.

4: OFF-CAMPUS WORKSHOPS:*kMINARS, ETC.

5. PROFESSIO. MEMBERSHIPS

6. EDUCATIONAL FIELD TRIPS

:L PSD RESOURCE CENTER

EDUCATiONAL LEAVE

.-FUNDS.RESERVED FOR FUTURE' ACTIVITIES

Total

From Other FSD Income - Gifts and nrants;

*ACTIVITY
Total:

TOTAL. ESTIMATED EXPENDId&RES.

$

*Xf_more than ond attivity is involved, attach sheet listing each activity '

separately:with estimated cost. Give total estimated cost of restricted

sponsored activities on the above fozm...



tiEVEL6PI1NTCTTVITY TITLES (DAUs)
°

develoOment actiVities that are separate in action but ate of-I
*tbe same kinti-or type, can be clasSified in combination, .forming a Develbpment
Activity Unit(DAH) under one general title - an overall strategy to actualize'
a general objective:

1. POSTSECONDARY EDUCATION
:Formal courses on campus'or offdampus, credit ornoncredit, post-
graduate or undergraduateithout tuition reimburtemeni (*.with
tuition reimbursement in total or in part, pnrsued4ndependently
or as. a part of a Curriculum leading to a degree, cliplOmai or

.

( ,

'certificate.,
Tuition Reidbursement (Account Number 530470).
Salaries Paid to Visting'Instructors:(Accot Number 530100)

. ON-CAMPUS SHORT 'RSES 0
Shgort courses to improve skills in instruction, planning, deciaion
making, task execution, multi-media use, continuing education
courses - with or without CEUs.

Salaries for Visiting Instructors (Account Number 580100)

3. ON-CAMPUS WORKSHOPS/SEMINARS/CONFERENCES/INSTITUTES ,

Consortia with other institutions or ihtrainstitutional wori-/'
shops, etc., on-campus:with or without consultants, With or
without Ms,

Educational Consultants - honoraria, travel and subsistence
(Account Number 510214)

Educational Supplies (Account Number 530307)
,Registration Fee (if applicable) (Account Number 530470)

4. OFF-CAMPVSWORKSHOPS/SEMINARSICOMFERENCES/INSTITUTES.
Consortia'with other institutions or interinstitutional work-
shops, etc., off-campus, with or withoUt-consultants, with or
without CEU.

Travel and Subsistence (Account Number 530202)
Registration Fee (Account Number 530470),

5.'' PROFESSIONAL SOCIETIES.
Membership dnes and travel.

Membership Dues (Account Number 530411)
Travel and Subsistence (Acpunt Number 530202)

6. EDUCATIONAL FIELD TRIPS
Field trips-to TEC ,and other institutions and to business and

industry.
Travel and.Subsistence (Account Number 530202)

7. FSD RESOURCE CENTER .

Educational supplies and equipment.
Educational Supplies. (Account Number 530307)
Educational Equipment (Account Number 530607)

8. EDUCATIONAL LEAVE
Postsecondary education or work with bnsiness or industry.

Salaries (Stipend). (Acconnt Number,530100)

39
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'eFSD ACCOUNTING - NUMiER TITLE, EXPLANATION

-530100.: SALARIES
Salaries of visiting instructors for-on-Campus emcees (not hOnotaria

tor Consultants)... This account Covers also etipend.(salary) for .

Educational Leave (SUbstitute's salary not allowed from FSD funds.)

, .

530202 TRAVEL AND SUBSISTENCE
Authorized institutional travel expense.for individual-or gtoup for

apprOved Fsp activity and. approved in conformity with state4aw

governing mileage and per.diem. (Travelexpenee forattendancesat
institutional association meetings or commuting expense for educatiOnal-

coUrses or for:Work experience is not'hovered under FSD funds.)

530214' EDUCATIONAL CONSULTANTS
Honoraria and other expenses for consUltants - on-campus:or off-campus con-

sortia. .Travel forconsultaits must be charged io this account (not4 .530202).

530307 EDUCATIONAL 'SUPPLIES ",,

Educational supplies fel. upgrading station, Faculty And Stsff Resource

Center,jfor use exclusively for faculty'and Staff development, e.g.,
professional journals and books, professional education,medules, and

cassettes. This.account covers'also limited-expense for duplicated

materiale for workshops/seminars/conferences/institutes, but not costs

.of personal books and supplies, entertainment, "coffee breaks", etC.

530411 PROFESSIONAL:MEMBERSHIPS
Individual'Aembership dues of prafessional societies (not civic nor

political otganizations).. Authorized.travel cost within limits set

by the institution for attendande at meetings of.professional soCieties

charged to 530202. ,

530470 TUITION REIMBURSEMENT

,

Tuition for approved postsecondary courses,.in'iotal or in part, and

course related fees, if any. (Reiibursementis not allowed for travel,.

cost of books and supplies, and incidental fees.) This account covers

also registratiori application for.off-cempus workshops/seminars/eon-

ferencee/institutes: Registration,feeato cOvet incidental expenses for

on-campus workshops, etc., Whether in consortia or intrainstitutional,

may be covered by this account. '(Honoraria and travel expenses foe
'consultants are charged to 530214.)

530607' EDUCATIONAL EQUIPMENT
. Expense of educational equipment is restricted exclusively to purchases

for FSD Resource Center.. Equipment must be specialized equipment which

- is essential to faculty and staff deVelopment and must be used in.an

innovativeapPlication. It may riot duplicate nor replace available

equipment nor meet iegular institutiopal equipment'needs. Special

justification must accompany application.for purchase approval.

4 3
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'PROGRAM EVALUATION CRITERIA
t.

EACH ITEM IS RATED FR0M 0 to 10

f

RATING COMMENTS:

1. Impact on meetirig development needs
of faculty and staff as outlined in
program proposal. ,

,

2. Adequacy-of program design in cover- .

ing priorities stated in program pro-
posal.

3. Adequacy of proposed activities to
meet personnel needs including needs
of undereducated and undertrained.

. Adequacy of the proposal in cOmmuni-
G

.

cating development needs, activities
, objectives, and activifies procedures,

-

5. Relevance of activities to stated
FSD objectives. Is it clear why each
particular activity was chosen?

,

6. Reasonableness-of costs in terms of ,

expected outcomes, impact, use of ,
.

results, importance of activitr,.

7. Adequacy of local allocation of funds
to meet the faculty and staff develop-
ment needs of personnel'.

,

,
8. Adequacy of FSD resource personnel:
) instructors, consultants,. other resource
1

/ persons to carry out the.activities.

. 9. Adequacy of criteria and procedures for
process and/or accomplishment evalua-
tion.-

,

10. Relevance of total program to TEC
System's philosophy and stated pur-
poses.

,

T0TAL POINTS POSSIBLE = 100 Total

Recommendation: Approve Disapprove Defer _ Revise

Comments:

4 4
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, ?PROGRAM REPORTS

The annual FSD program report is 'composed of three major diviaions,

utilizing three forms.

1. FSD-4, Activity Evaluation and Status Reant

A separate report fq each approved activity application (FSb-2) must

be...made. The.FSD-4 shoul4 be completed af the time of completion of an activity

'and held.for inclusion in\the annual FSD re ort as documentation for FSD-5 and'

FSD-6. This.report consis s of tWo parts.-i

(1) Funds Data. Eac application for activity approval (FSD-2) includes '

an estimate of expenditure for the activity; each evaluation and status report

(FSD-4) must give the actual cost of the activity. The compilation of data

from individual activity re orts will give the data for a DAU report (FSD-4)%

This data will be'reflected in expenditures recorded,in t e fiscal budget

summary (FSD-5).
1

I '

(2) Activity Status an Evaluation. The status and'evaluation report,

provides for a detailed inst tuticnal report of statUp apd,eveluation of each

activity. An adequate narrat ve must be attached to the FSD-4 report, giving

the ingtitutional evaluation .f the activity. The narrative should document

briefly but adequately the re:ults/ontcome of the activity. This report will .

be reflected in theannual inSiitutional evaluation of activities (FSD-6)

2. FSD-5, Year-end Fiscal Bllget Summary

This dodument provides breakdown exhibit of funding sources (revenues :

allocated and committed) and expenditures made for all activities of the

fiscal year ended on June 30. (See FISCAL PROCEDURES MANAUL, Volume I,

Section 24.5.00.)

All expenditures reflected under FSD-5 column designated "Approved (FSD-2)"

must be consistent with approved line items on the Application for Activity

Approval (FSD-2) and the actual expenditures reported on the Evaluaiion and

Status Report (FSD-4). The FSD-5,carries DAU titles with costs for each listed

by account number.

Regtricted-Sponsored Revenue should be disclosed to the extent expended

during the report period. This report will reflect funds budgeted for restricted'

'activities described in Application.for Activity ApproVal (FSD-2).

34, FSD-6, AnnUal.Institutional Evaluation of .Actimities

This report provides a summary exhibit of each and all activities of

the FSD program.for the fiscal year. Provided is a "Key .for Institutional

Evaluation of Activities".
.

,

One copy each of a FSD-4 for,each DAU, a copy of the FSD-5,. and a copy

of the FSD-6 comprise the annual report of the institution. This report is

made to the state. FSD coordinator on or befOre August 15, following the end .

of the fiscal:year.

The coordinator of faculty and staff development for the TEC system..

will prepare an annual report, with exhibit by institution. 'The institutional .

reports .(FSD-6) will provide the information for this report.

42
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FACULTY AND STAFF DEVELOPMENT PROGRAM,

July 1,

'EVALUATION:AND STATUS REPORT

:.EValuator (Name and Title). .

Activity Title

INSTITUTION
19 to June 30, 19

ReportTate

-;

ActiVity Date(s) Activity,Location

Number Participants Name of Individual or GroUp

ACTUAL COST: Actual within
Approved (FSD2) Other

530100 Salaries
530202 Travel and Subsistence
530214 Educational_Consultants
530307 Educational Supplies
530411 Professional Memberships
530470 Tuition Reidbursement
530607 Educational Equipment

Total Actual Cost

Total Approved (FSD2)--
Unexpended Halance (rhis ActiVity)

(Deficit or surplus)

1. ACtivity Status (Check one item)
Activity completed
Activity not completed; will be continued
Activity never started
Activity abandoned

2. Technique(s) of Evaluaiion (Check one or more iteps)
Questionnaire
Expert opinion
Consensus ofpeers
Other

3. Success of Activity. (Check one item),

' Highly successful; achieved objective
MOderately successful; worth time;and money
-Cannot be adequately evaluated at this time
Not successful; must reviseapProach if repeated

4. Value of Activity (Check one item)

High value; highly recommended
'Marginal value.; worth repeating with better participation
Neutral value; must completely revise-approach if repeated'
No value; not to be repeated

5. Narrative Evaluation (Attach narrative evaluation)
.

From an evaluation standpoint, describe the outcome of the activity.

4 6
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FACULTY AND 6TAFF DEVELOPMENT'PROGRAM

INSTITUTION
Fiscal Budget Statement & Request for Reibbursement

Year Ended June 30,,

FUNDING SOURCE:

Institutional Funds
State FUnds Faculty &.Staff

Development-Allocation
Total Unrestricted

Restricted-Sponsored Revenue
Total Funds Provided

EXPENDITURES:

1. POSTSECONDARY EDUCATION
Tuition Reitbursement
Salarie6vPaid to Visiting

InStructors- (530100)

2. ON-CAMPUS SHORT COURSES
Salaries Paid.toNisting

Instructors (530100)

3. ON-CAMPUS WORKSHOPS, SEMINARS;
, ETC. Consultants (530214) $

Supplies (530307),

Registration '(530470)

4. OFF-CAMPUS WORKSHOpS, SEMINARS,

(530470)

Approved
(FSD2) Other 1, Total

ETC. Travel" (530202) $

, Reg3stration (530470)

5. PROFESSION11. MEMBERSHIPS
Dues
Travel

6. EDUCATIONAL FIELD TRIPS
Travel

7. FSD RESOURCE CENTER
Supplies
Equipment

8. EDUCATIONAL LEAVE
Stipend

Total Unrestricted FSD
Restricted-Sponsored FSD

Total FOD Expenditures

(530411) $

(530202)

(530202)

(530307) $.

(530607)*

TOTAL BUDGET

*,$ Paid by State Board Included.

(530100)

XXX

I certify that this statement is correct and.properly.documented in the financial

records of the institution, and hereby request reimbursement based on approved program

expenditures provided within the State Funds Allocated for Faculty and Staff. Development.

SIGNED
Institution President/Director

4 7
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Relevant Excerpts from FISCAL PROCEDURES MANUAL,. Vol. I

24.5.00 State Faculty and Staff Development Reimbursement

Collection of the State funded portion Of the Faculty_and.Staff
'Development Program willbe effected by filing of the FaCulty and
Staff:DevelOpment Program Fiscal Budget Statement and Request for
Reimbursement (FSD-5 Forth). The reimbursement and financial'.
statement wiil be executed on°a cish-baéis, with:apOroVed activity
not paie by the institution at June- 30 of the fiscal year deferred

.
and applied.to the Program budget in the sUbsequent year's activity..

For the reimbursement claim to be acceptable, the following pro-
cedures must be followed:

1.

(1) The FSD-5 must be compleied,as to all entries and filed
directly to the State Board Finance Division ho later than
July 10, following the end of the fiscal year for which
claimis made.

(2) The financial records of the institution,must contain
adequate external documentatioksupporting each disburse- .
ment of FSD funds. The documentation.is not required as
backup to be submitted with the claiM; however, individual
transaction doeuments are subject to requeit from'theState
toard for subsequent State Audit reference. The State
Board Audit Program will also include an extensive test of
documentation on the FSD Program.. Specific documentation
examples are referenced in Section 24;5.20.

(3) Ail expenditures reflected under the FSD-5,column designated
"Approved (FSD2)" must be consicstent with the approved line
items on the Application for Activity Approval.(FSD-2) and
the actual reported on the Evaluation and Status Report
(FSD-4).

(4) The approved activity actual cost will be reiMbursed in
accordance with the level of State Funding and any provisions
for matching in effect.for the fiscal period.

(5) The FSD-5 filed for reimbursement claim does not affect the
filing required in the FSD final program report.' (Final

FSD program.report consists of FSD-4, FSD-5, and FSD-6.)

24.5.10 The entries provided on the Fiscal Budget Statement'and Request for
ReiMbursement (FSD-5) arena follows:.

FUNDING SOURCE:
Institutional Funds - Total institutional funds applied to FSD
purposes including matching required for the State Allocation.

.State Funds Allocation - Special allocation indicated by the State
Board for FSD. The State Funds FSD Allocation is to appear in the
anticipated revenue of one of the "Other. State Funds Revenue"
accounts (102080 - 102100). The amount of claim is to be entered

45 48
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State Funds AliOcation - (continued)
as earned revenue at the tiMethe claim is filed With'the State.

'Beard.

Restricted-Sponsored Revenue is to be .disclosed only to the
extent expended during the report period.

EXPENDITURES:
The account nuMbers delineated.on the FSD-5 Fori accommodate only.f,
the line items that maybe added.tO permit disclosure in the
"Other" column of:all FSD expenditures. The actiVity categories
(1) thru (8) correlate to the individnal aCtivities apprdyed op
the SD-2 Form and reported on FSD-4 Form.

The FSD-5 Form entries normallY will mit be'available as a direct
transfer from budget subsidiary records. The entries are stall
volume and-may be derived by .analysis frbm the records; Automated/.
Hhnual subsidiary records may be 'established St the discretion,bf ihe

institution. .

24.5,20 External Documentation Requirements

Object Code,100 '- Normal payroll file data including necessary
'appreval documents referencing Educational'
Leave and Dual EMplOyment,Forms (outside
insttuctors).- .

202 Individual, signed travel reimbursement forms.

214 - Invoices'rendered by the consultant to the
institution delineating time and other charges
and description of services performed. ,

c

307 - Vendor invoices supported-by-evidence of
required institution puChasing policied
(Section 18).

411 - Copy of membership application form.

470 - Copy of paid recipt from institution of higher
learning.Tor tuition.paid by'employees and
registration application for,conferences/work-
shops/institutes/seminars.

607 - Vendor invoices, if paid by institution, FSD
reference on requisition ifState paid.. Foot-

note the FSD-5 for any Stite Paid amount included
in the report.

24.5.30' Form Example (FSD-5) (Fiscal Budget Statement & Request for Reimbur'se-

ment) (See page 44 FSD MANUAL.)

4 9
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FACULTY'AND STAFF DEVELOPMENT PROGRAM

INSTITUTION

July 1, 19 to June 30, 19

ANNUAL INSTITUTIONAL EVALUATION OF ACTIVITIES '

a

Title and Objectives of Activity (DAU)

Number Status of Success-of lilue of Total

of Activity: Activity: tivity: Cost

Emplooll C, IP, NC isle 3 to 0 Ra e 3 to 0 To-Date

POSTSECONDAgY EDUCATION

Formarcourses on campus or off campus, credit or

noncredit, postgraduate or undergraduate
.

ON-CAMPUSAT COURSES

Short purses to improve skills in instructinn,

continuing education courses

ON-CAMPUS WORKSHOP/SEMINARS/CONFERENCES/INSTITUTES

4, Consortia or intrainstitutional workshops, etc,

OFF-CAMM WORKSHOPS/SEMINARS/CONFERENCES/INSTITUTES.

Consortia or interinstitutional workshops, etc,

PROFESSIONAL SOCIETIES

Memberships dims and travel

EDUCATIONAL FIELD TRIPS

Field trips to TEC and other institutions

and to business and industry

FSD RESOURCE CENTER

Educational supplies and equipmut

EDUCATIONAL LEAVE

Postsecondary education or work with

business ot industry

11010.11.1.5

TOTAL

(Note: See Key for Institutionai Evaluation of Activities), 1

TOTAL COST $



FACULTY 10D'STAFF DEVELOPMENT PROGRAM

SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

KEY FOR INSTITUTIONAL EVALUATION OF .4TIVITIES

(TO be used With Exhibit of Annual Program Sumalary)

Status of Reported Activity (Check the status activity f date of report.)

C Activity hasbeen completed.. (Completed - C)
IP Activity is:in progress and will be.continued. (In PrOgreds 7 IP)

NC Activity.never started or started and abandoned. (NotCompleted -

Success df Reported Activity (Check ite m. which most accurately describes the
institutional evaluation.)

0

3 Achieved Objective;,desired outcome essentially realized; considered
highly successful by ,participants.

2 Considered moderately suCcessful; worth time and mongy;,outcome
considered worthwhile by participants.

I Cannot be evaluated at this time - activity still in progress;
operating according to plan.

0 NOt successful; was planned but abandoned; approach must'be revised
if the activity is to be repeated.

Value of Activity (Checkitem which most accUrsEely describes the instieutional
evaluation.)

3 Very valuable; activity highly recOmmended for FSD; well'Worth cost

. of tim'e and money.

2 Marginal value, yet worth repeating with better'direction and
participation; worth the cost cqf'time and money- .

1 Nearal value - must completelyitrevise approach if repeated;-not
woifth tile cost of time and monO,

0 Not recommended; benefits digp'roportinate to costs; not be repeated'
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FACULTY. AND'SMAFF DEVELOPMENT DEFINITIONS

SOUTH CAROLINA TECHNICAL EDUCATION SYETEM

NOTE:
THEgE DEFINITIONS ARE TO BEAPPLICABLE TO THE TERMS WHEN USED IN'
THE FSD PROGRAM.
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FACULTY AND STAFF DEVELOPMENT-DEFINITIONS

FOR

SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM
,

\ 0

`.

.. 'i \

:The following definitions;may
.

be:h lpful when ilanning, implementing

e\\

'ankevaluating faculty kin6..staff de. elopment programs..
,

,

ACCOUNTABILITY: ResponSibility for results nf.an activity, procedure; process, .

or prOgram.

conducting,-

1

.CTIVITY: sPedific.tourse of action to achieve a measurable outcome,.to
carried out within a giveu time span, under specifiC conditions;:.asti2Li:tz

'cOnnotea.'"specificiti" of action and\results. (Activity is the t., to'be.

°used in FSD, chosen in preference to ther terms that mayAbe conside.:.-ed,More:-

or lesa synonymous0'

ACTIVITY UNIT:
°. or type; and

,cation title

A number of FSD aCtivities separatein:action but of.the same kind:

united under a coMmon objective'which is indicated bY clasaifi-

. (See Development Activity 'Unit.) %

ADMINISTRATION: The process, practices, and rationalized' tiechniques of decision-

making, and actions employed in achieving the purposes', goals, and objectived -

of the FSD piogram.
%

ALLOCATION: Funding proladed a program, institution, or system fora specific

purpose.
.

BRIEFINGS: Planned communication programs to,orient specific target groups.

BUZZ SESSIONS:, Problem 3olvingtechnique involving small group discussion to

maximiie individual participation. Aometimes called "Rap Sessions".

CALMAR FOR PLA'NS AND REPORTS: Deadlines for plans and reports dile in the central'

offipe of the State Board for Technical and Comprehensive Education. -

COMMUNITY INVOLVEMENT: Active participation by Members of.the community,- busipesa,
/

industry, agencies, schools - in the planning and/or implementing ajarOgram..-

CONFERENCE: L meeting for Consultation;ediscussion, or an interchange Of opinions

and.information whether of individuals or grftps. -

CONTINGENeY FUNDS: Budgeted funds designated for unscheduled activities and/or

expenses, but restricted to expenditures on activities commensurate with the-

approved FS)) plan.

COORDINATOR: An educator - administrator or instructor - responsible foil- the

harmonious administration and operation of a program; one who is'skilled in

decision-making, in processes qt activities requiring leadership in interpersonal

behaviors.

COUREE: 'An educational unitat the high school, postsecondary or college or

university level, consisting of aseries'of instruction periods dealing with a

particular dubjecti sometimes used as Synonymous:with curriculum and program, _

to ,indipate a complete, progressive series of, studies necessary for graduation.

.

541

'



CUEPICULUM: An -T anized oup of courses designed to meet an educational objec-

ttve; 'met' , used s ionymously with program and course"to indicate 6 tomplete,
progressive ,,,:ries of sLudle8 necessary for graduation.

'DESIGN FOR FSD PROGRAM: Arrangement of components of the program; description of
objectives and aetivitiesto achieve theM, organized for communication anct

propotion.

,

DEVELOPMENT:' The actualization of the potential; advancement and enhancement Of
.leneivlekige, skills, and effectiveness.

(1) DevelopMent:Proaram: Combination of planned:activities to aoliieve the

H- cobjectives of development; goals., objectives, and activities of:the
organization with the procedure to accomplish them..

(2) Personnel DevelopMent/Improvemer: 'InVolves pre-pervice and/or in-
service educational and/or tl!'Ajning actiVities toprepare or improve
personnel in.their roles and .1:caponsibilities in endeavors which are
educational or educationally related.

(3) Development Activity. Unit: Interrelated development activities which may he

classified or categorized under one title (DAU). (See Activity Unit.)

DECISION MAKING: Using ikills necebsary in understanding cause and effect relation-
ships and in applying data or information to the solution of a problem or to the

naination of a course of action.

ELIGIBILITY: Qualitications necessary for,participation in activity/actiVities
under FSD.program; qualifications vary for the various activi4.tes.

EXPENDITURES RESTRICTIONS: FSD funds nay not be used for xpeoVtures for
institutional projectS such as research, self-study, planning and evaluation
of new ;educational programs; or for salaries, salary inereases,,and frirge
benefits; or for any norMal expenses common to operation of any college, e.g.
attendance at meetings,which are assimiational and institutional rather than
instructional and individual.

FIELD EXPERXENCE: Ifork activitracquired by faculty and staff in a practical'
situation uSuallY off campus.in business or industry; -sometimes ,-eferred to

ai ."life experience";

GOAL: Nonmeasurable end desired and sought through means to that end; aim
AccompliShed by anticipation and expectatidn'derived by ratiocination.

_

.GUIDELINES: Statement whicividentified a procedure and offers required or optional
methodology and parameters for performing that procedure.

IN-SERVICE EDUCATION: Activities designed to proMote personnel deVelopment and

improvement.of faculty and staftwhile on-the-job,or employed.

LEADERSHIP: Interpersonal behaviors which cause a group to.progress satisfactorily
'in acbieving its goals and objectivea.

LEARNING OUTCOMES: Specific changes in learner knowledge, skills,.or competencies
attributed-to a.teaching strategy, learning activity, or directed'eXperience.
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Vat 'or part-time off from work or duties. .

(1) "bee ional Leavel Leave from 'work or dutiei to participate in tourses

- of study or.in work experieice .

(2) glasalswalLeave without Stipendr-Full-time or part-time leave in a tonpay
atatus; such leave-is ap: ed in .adiance by the employee's supervisor,
itstitution's head,;area . .mmissions agency's head, agencyslitate Budget
:thd Control Board, es eppropriate.

(3) .gAostional, Leave wit): Stipend: Full-time'or part-timeleave.vith.stipend;
Such leave is approved-in advance by the employee's supervisor, institur
tiCsi's head, area come-Tion, ageney'sjlead, agency, State Budget and
Control .Board, as approrviate. .

OBJECTIVE: The measurable outcomirdeeired and striven for within a given timer span,

under specific-conditions; an objective may be deicribed as-a desired result or
condition,,or.es.the establishment of a deiired process or activity.

. , .. . .

OFT.DUTY FSD AtTIVITre rap activity carried on by an employee vithout lóis of
eiployee",a work time, productivity, or efficiency in'hisiher derVfde area.

/

\

,

.ORIENTATION4--planned communicatiOn programs to orient target groUps; use Of\

.
interpretation and fmniliarisation to achieve adjustment or.coOperation. N.

PERFORMANCE OBJECTIVES: Observable behaviors whi m:b. a learner shoUld he capable

or performing at conclusion of'a learning activity which includes: terminal

$ .,
performance;.category of learning. e.g., cognitive, affectiive paychomotor; .

conditions under which performance is carried outvand criterion of anceptible
performance.

POLICY: Regulations set.forth through "statute or action of a governing body to
estetlish principles 'basic to a chosen course of action to fulfill a mission

. . .5, 1

or purpose.

CEDURE:-Operatiotal unit established for imLaementation of poliey; a particular\\:.

course of action or way of accomplishing SOMO objeCtive.

PROCETS EVALUATION: Provides.periodia feedback to persons;responeible far condueting
programs or actiVities toz. (1) Detect and predict defects It, the proeedural
design or in ita impleicntation stages, (2) provide information.for programmed .

'deciaions,.and (3) maintain a'record of procedure oreation es it occurred.

1
PROFESSIONAL EDUCATOR: One 'concerned with both the theoretical end'prectidal

aspects of human endeavor in'the field of educations with the1application,in

,
that endeavor-of special knowledge and skills acquired. bytorial eduCation or

'.esperietce or both.

PROGRAM DEVELOPMENT: (To be distitguished.from "Development Program" and.

"Personnel Development") Refers to improvement bradditiot of innovate elements

to in.rA, effectiveness of institutional.serVices, vis.,ndministrative:and' .

student perr4nuel services1 Clerical, janitorial, and maintenataty services.

The focus is upon the'institutiOn and not upon the individual employer.

PROPOSAL -(FSD):' The organized description of the activities iind budget. for faculty

'and-staff development sUbmitted.tor consideration.
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SEMINAR: (1) A type of meeting in which participantrs are studying under a leader,
each participant being'involved 'in discussions, exchanging of ideas, and reports;
(2) a type of formal education in which students work under leadership of an
instructor in research, discussions, and reports with the expectation of receiv-
ing academic creait.

SIMULATION: A technique which attempts to duplicate a real-life phenomena under
experimentaliconditionb.

STATUS REPORT: eport of process and progress evaluation of an activity or program
given at some point in time for th .! purroses of decision making or evaluative,'
judgment,

STI.T.LND: AmAs Gran:ed Tor an approved activity, including, as applicable, cost
of tuition and course related fees, basic living allowance (full- or part-
pay as determined) to provide support for an individual in an approved educational
activity.

STIPEND RESTRICTIONS: If a program of stu4 for which 4 stipend is awarded is
offered by one or nnre accredited institutions of higher learning within the State
of South Carolina and the recipient is able to gain admission to one of these,
the stipend shall be used in said institution. If not, the stipend may be used
at any accredited institution to which the ,recipient is ableto gain admis;ion.

STRATEGY: A plan of action to be carried out to achieve an objective; FSD acti7ity.

SUPERVISION: A phase of administration focusing on the accomplishment of an
objective.

TECHNICAL EDUCATION: Training process in preparing technicians for employment in,
occupations requiring specific knowledge and skills, scientific and mathematical
applicatiOn, as distinguished from general education.

TECHNOLOGY: The scieLce or study of the practical or industrial arts; a technologist
is one who makes or directs application of the knowledge and skills of the science.

TRAINING: The development of a capability to accomplish a repetitious, step-by-
stcp, task; instruction to make proficient or qualified by skills for a:Specific
task in vocational-technical occupations.

UPDATING/UPGRADING: Supplemental or extension training or experience for the pur- ,

pose of increasing knowledge, skills, or proficienc in a specific Subject field,
technology, or methodolOgy.

UPGRADING STATION: Location for upgrading learning activity such as work experience ,

in business or industry or formal study in institutions of higher educatiOn.

VOCATIONAL EDUCATION: Education and training for employment in semi-skilled,
skilled, and some technical occupation; often hyphenated with technical, i.e.,
vocational-technical education.
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, CHECK LIST. PROFESSIONAL NEEDS

SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

NOTE:
THIS FORM MAY BE USED'AS AN AID IN INSTITUTIONAL NEEDS' ASSESSMENT

OR FOR DISTRIBUTION To. FACULTY' AND.STAFF FOR-SELF-EVALUATION.'

THE FORM MAY BE.REPRODUCED AS 'NEEDED, OR IT MAY.BE MODIFIED, FOR

INSTITUTIONAL USE. ,



CHECK LIST TO ASCERTAIN PERCEPTIONS OF GENERAL AND SPECIAL EDUCATIONAL NEEDS

This instrument may be used.inlour ways: (1) Respond to all nuMbered items:.
12),ReSpond only to broad lettered items-A-K; (3) Scan and respond to.five.numbered
iteMIS which represent greatest need; (4) Use in &counseling situation.

Listea below are 'skills and coMpetencies needed by individuals.-. Please add skills
0 competencies that you feel are important. Please. indicate the degree you heed to

acquire each competency. Also check the urgency or immediacy for your obtaining or
-upgrading the competency.

Dekree of Need
1 - Some
2 - Much
3'- Critical

When.Needed
- Now (w1thin-1 year)

2-3 years
3 - Long-range ,

---
Degree of. Needs Whet Needed

Topic, Skill or Competency Areas
1 2 3

A. Program Planning, Development) andvEvaluation
1. Occupational education needs surveys
2. Workin: with adviso committees

. 3. Occupational task analysis coMpetencies/
requirementsin curriculum development

.4. Desieloping objectiyes for courses.
;5. Developing a series of courses
6. EValuating vocational programs, validation
7. Other (Specify) . .

B. InstrUctione. Planning .

8. Individurlizingiastruction
9. Developing Course units, .

10. Developing lesson plans
11.4Develo.in: audio-visual materials
12. Selecting,instructional resources
13. Developing learning activities
14..0ther (specify) .

.

C. Instructional Execution
.15. Teacher-centered methods of presentation

,16. Managing student-centered learning
activities

,17.,Using multi-media techniques
18. Incorporating comiunity resources
19. Teaching disadvantaged/handicapped '

20._Other.(9pecify) . . ,

D. Instruction Evaluation .,

2 . Self evaluation of instruction . ,

224Student evaluation of instruction .

21.40prai8ing student performance ,

24. Student .erformance criteria
.25..Student self-evaluation of progress
26. Tests and ratin: scales- .

, .

27.'Other (specify) ,

5 9
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Degree of Needs When Needed

,

- 1 2 3 1 2 3

E. Management
28. Facilities/e ui.ment/su..lies
29. Pre.arin: bud:ets
30. Filing instructional,materials & records
31. Managing student learning activities
32. Providin: for safet in classroom/lab

33.;Other (specify)
F. Guidance

34. Counseling with students
,

0

35. Working with counserorsiteachers
36. Other (specify)

,

G. School - Community Relations .

37. Publicizing vocational ed. program
38. Working with community agencies & groups ,

39. Working with business and induitry.
40. Working with State officials

....

41. IlgitE....(1.122EiSY)
,

H. Student Organizations .

42. Working with studia-C7iiiaTations .

43. Other (specify)
I. Coordination .

.

44. School..community voc.-ed. programs
.r.

45. Other (specify) .

_ c

J: Professional Role and Development
46. Updating my subject matter knowledge

,

and understanding

4 N

47. Updating my occupational skills and work
experience

,

I

48. Updating my philosophy of vocational,
technical, and adult education

49. Other (specify)
K. Miscellaneous

50.-Other (specify)
51. Other (specify)

Comments/Suggestions:

4

Name

CLEARIN
JUNIOR tOLLECE.S. 6 0
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