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FACULTY AND STAFF DEVELOPMENT PROGRAM
3 . INTRODUCTION

“Since the establishment of the South Carolina Technical Education
Systsm in 1961, in-service faculty and staff developmert has been in .
operation, varying in emphasis among the institutions. In recogniiion b
,of, a TEC-wide need for a coordinated program for faculty and staff

/’development, Dr. Charles E. Palmer as Executive Director of the State
Boaxrd for Technical and Comprehensive Education appointed in 1974 a
Task Force on Faculty and Staff. Development. The task force deiivered

/its report on July 11, 1974, recommending a program 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 appoimted Dr. Oscar W. Lever as Director of
Faculty and Staff Development to work within the Division of Educational
Services with responsibility for the ‘development of policy and guidelines
for the program within the State TEC System.

The philosophy and state~wide goals of the South Carolina Technical
Education System require &n in~service development program that will help
each employee to actualize to the maximum his/her potential. It is : .
essential, therefore, that the system establish both theoretical guidellnes , -
and practical procedures for a continuing developmént program that will -
enable -each employee an:d each institution to meet identifiéd needs of the
indfvidual and/or the institution. The ultimate and perdurable aim of a:
viable faculty and stafi development program is to improve the quaiity and
éffectiveness of educational services provided the students of the institu~
tion. Thus a conceptualized development program is the starting point for
all who want to move toward the goals .that they have envisioned ~ goals
envisioned for themselves and fer the institutions and the students -they
serve. ¢ i

e The concept of persona development has never been easy to describe

or define. Perhaps personal Jdevelopment is most accurately described not ’

as a state of being but as & process of becoming. The concept of“development__
closely parallels the concept of education - the self—activity of the’ . -
individual.in.the..contintcal.remaking of- himself,-under-motivaticn- and~underm———u»-

guidance. 1f this concept is accepied, how might a faculty and staff develop- \
ment (FSD) program be designed and implemented to meet the specific development
needs of the State TEC sttem’ It is to this question that the components of

this document are addressed. : ST
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‘POLICY GOVERNING FACULTY AND STAFF DEVELOPMENT o e
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On January 15, 197Z, the State Board for Technical and Comprehensive ’
Education adopted a policy to encourage and support financially.a program
of in-service education and training for the€ professinonal development of
fatulty and staff of the South.Carolina Technical Education. System. ‘The- | |
policy follows. ‘ : - T

- 1. Definition of Faculty.and Staff Development

“ . (1) Purpose. The program for developuent of faculty and staff has a
two-fold purpose: first, to provide those activities designed to improve
each employee's knowledge, skills, and proficiency in his/her -present posi-
tion and to prepare\him/her for opportunities for advancement within areas
of service of the State TEC system; and, second, to provide the faculty and
staff with opportunities to develop new and/or upgraded professional and

" personal competencies to fulfill the TEG system's commitment to meet educa~
tional, occupational, and cultural needs of the variety of students as they
_prepare for occupational and citizenship responsibilities.

M

(2) Participants. Faculty and staff are terms interpreted to include
teaching faculty, adminisgrators, and other noninstructional employees such
as clerical, maintenance, janitorial, énd*auxiliary pergonnel. Each full- "~
time employee of the State TEC Systew, 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 specific
activitiés. )

o

2. Responsibility for Administering and Budgeting ;

(1) Responsibility. Subject to the approval of the State Board for
Technical and Comprehensive Education, the executive lirector or his designee
shall be responsible for. developing guidelines and regulations for the estab-—
lishment, administration, and budgeting of the faculty and staff development

. program for the State/TEC System and the institutionsfahd subdivisions therein.:

o

rd

e
. ’ N v . . .. -
(2) Program Proposals and Reports. The proposal for a program of fac-
Wlty and staff development shall be submitted to the executive director on
. _~-program Proposal forms on which are outlined the specific activities for the
_i“ﬁigﬁiyearmyigh_g_budget summary. of estimated revenue andyexpeﬁaitures of develop- o
“““f‘*“““ment“funds:*?Affer“apprqpriatetggngideration~of~thé~pr6posalymthewexecutivewmw»m~~minm
' director shall issue a letter indicating the action-taken on the proposal.. .
At times designated, evaluation and status reports of approved;ﬁfagfamslshall ----- Ry
be made to the executive director. The proposal dc¢ amer.cs and the evaluation
and status Teports shall be-bases for faculty and staff development program
accountability. . ' S : ’ ‘

) ~ The staff'devélopmenf program for the employees of the Central.Office'of
~ the South Carolina Technical Educati§n,System shall follow the same guidelines.
. and prdcedures in effect for the titutions within'.the State TEC System.

5
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" 3. ._Funding for Faculty and 3taff Development Program

The Code of Laws of”South' Carolina grants authority to departments, .
et o jbureausrwsgencieswofwstatewGovernmentwaﬁdmeeunties?wmunieipalitiesfwsehool ........ SR ——
©  districts, snd other governmental units to appropriate and expe ublic
funds for in-service txaining for employees of the state. By stggute,.  .°
therefore, the State TEC System is granted authority to accomplidhi this
purpose through activities and funding of a faculty and staff development
program, _ ' - ' =

(1) Funds in Unitary 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 developwent. 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 -
aliocated 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 tihe State TEC System for a staff development program for employees
of the central office. ' ' 5 -
‘A " (2) Gifts and Grants. Funds designated for the purposes of faculty and
. staff development received through governmental agencies, .grants from founda-
tions, and gifts from individuale, businesses, or industries, shall be included
in the faculty and staff development proposal budget but such funds shall not

. be considered in the determination of the supplemencgl,allqcapioanf_matchingA_
funds. ' L ' h ; :

2

s

(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 ard budget, and in the evaluation and status reports.
All expenditures,’ including travel, supplies, educational leave, salaries reim-
bursement of tuition, honoraria, etc., shall be accounted fox in relation to
specific deVelopment program activities and in the budggt sSummary. :

. (4) Restrictions. The faculty and staff developunent program for the
- State Technical Education System shall be.in conformity with the Code of Laws
of South Carolina, and compatible with the State Budget and €ontrol Board
. policies which dre applicable to the South Carolina Technical Education -
:  System as an agericy of the South Carolina State Government. " o

°

: - . e e ) : L~ o
e Funds committed for ‘thé faculty and staff dévelopment program shall he
7 expended-only-for activities which are clearly identifiable and reasonable
under the approved develcpment plan;—The .program shall be operated on a fiscal
. year basis under a clearly identified budget of funds available-and. committed. .
T The;bq‘géf shall be prepared and administered in conformity with the fiscal ~—~
' policies and procedures of*the State TEC System. - o
(5) Limitatidn of Funds. The availability'of fends at the institutional
and/or state,level shall be the ultimate criterion for design of the faculty
and staff development program ‘and, selection of components thereof, and for commit-

ments to institutions and/or individuals for activities conducted theréunder. °

3 [ - R ..’ . U e e e o e
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" GUIDELINES AND PROCEDURES GOVERNING FACULTY AND STAFF DEVELOPMENT

0

o . - The Guidelines anduProcedures Governing Faculty and. Staff In-°ervice
o Development are divided into four sections:

I. Design for Faculty and Staff Development

I1. In-service Development Activities

\ . , III. Planning and Budgeting Procedures - . ’ '\ <
} IV. . Participation in Faculty and Staff Development s <
. o . \ -
‘I,  Design for Faculty and Staff Development . o /:%;i\

' . . . - . Y

The design for a successful FSD program should be predicated upon the
- prime consideration that faculty and staff develoymen“ should be a normal,
“continuous, fntegral part of the State TEC System, Each emplcyee should

. concur with over-all goals and objectives of wciie \'zate TEC System and develop iy
for himself/herself a continuous personalized plan for his/her development ‘///
with identified objectives and sirategies - a progvam tailoxed to his/hg 0
,needs and his/her potential, The FSD design of the iuastitution should. carry -/// '
"those components which offer opportunities in time for this personalized R
development which concomitaritly will prepare,. the inctitution for greater _,/’ '

efficiency and effectiveness.

-

-

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

1. Goa'l__s_ :

are env1sioned for “the faculty and staff of the institution as it operates

@ within its dreas of community and state-wide responsibility. These goals
should be defined in relation to needs and/or problems which are identified

~and described under & faculty and staff needs assessment survey. Candor,

clarity, and comprehensiveness are essential characteristics of goal descrip-
tion. In everyday terms, goals bhave to do with what the faculty and staff
have yet to learn how to do- better before they can do theit 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 1ntent10ns and the best efforts.

It is appropriate and important that goals be defined in general terms
e tiRd@T_Which concrete,. measureable, obiectives .are subsumed.: Examples of. goalsLmﬂWW*__
are as follows: to provide updating on technical processes in industry; to R
provide needed professional skills; to provide an associate degree for certain
faculty and staff; etc. The total FSD program should be sufficiently compre-
hensive'to,include in time all personnel in one or more of its components. '
" The program alsc can and should include activities covering various- degrees of
personal competence and status, and various areas of ifinovative and conven-
tional education and training.

e P

- . . . . o

- 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. - _ ——

7




2. hPriorities .

;mmmwwnm;; ..... ...... After..the.range.of. goals has beenmdescribeduand .the. rationale thatmf

A supports the validity, the relevance, and tvhe 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

T issues, and to concentrate on basic relationships. Assdmptions, data
: research evidence, logic, hypotheses, and, above all, 'the best judgment of
. sensible men ,» should be laid out to support the choices.

The local institution should .choose goals with the greatest potential
for that institution at the time. This principle recognizes institutional ° L
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. -

-
B}
. 1

In order to reach the goals of the institution, concrete objectives must Ty

‘be_chosen. ' These are the actions (means) to achieve the- goals (ends) (See o
Ends - Means Continuum, page 21.) -

7

3. Strategies ot ' ) | ' I e

A satisfactory strategymi 2
an outcome within a given 3
strategies are 1dentifie
and striven for is the'o
result or conditiopn;: o

mspecific conditions. Particular
activities". The outcome desired
'tive may be expressed as a desired
1 desired procedure or activity

3 nggﬁjppriate activity is "gpecificity".
o ‘fms is. important, e.g., courses,

- tiohal leave, etec. This will aid
Thus the FSD proposal will include

El

ge to which a’ given activity accomplishes.itn end is the basis
A FSD.. program, nust, therefore, have appropriate yard—

: p,ogram for\thp State TEC Sys em ¥ sumes an evalnation ofthe _ ————
\ total program End of.. each activity. Admittedly,ﬁestablishing evaluation pro-
\ cedures is’ BLEf] ‘ult, especially when the\obJectives are intangible, as in the
. \case of seminars,? onferences, upgrading, etc., in-which results .may not be c
\immediate: -In% most%cases thgwever, the objectives' or outcome expected can be
stated concretely and“tﬁe performance can be evaluated with a measure of
acccracy Evaluation i§' facilitated if the criteria by which the activity is
to be judged are set within ‘the " delineatign of the objectives.

.
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Two sets of forms for evaluation purposes are establisheéd for the .
FSD program - the proposal forms and the status report forms,

Ll . a

- (1)M»FSD ProgrameroposalwApplication.- The—propos 1..appli cation 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
- 4 - under specific activity titles;

£€0-3, Estimated Budget :ummary - provides breakdown of

" agtimated FSD revenue and estimated FSD expenditures. . _ *

-

" (2) FSD Evaluation and Status Report Forms. The evaluatiop-and status
report forms in order of occurrence are as follows;
FSD-4, Evaluation and Status Report of Activi%ies - consists of
. institutional evaluation and status' re s of jactivities’
X under specific activity title e T ‘ . v
FSD-5, Budget Summary - providé§’ Teakdown exhibit of revenues BN
received and committed agdfof expenditures made for each and .
ald activities; . > '
FSD-6, Program Evaluation - provides summary exhibit of status
and irdstitutional 9valuation of each .and all activities .of
FSD program for the year. -
- — ;
- /<’ '

e

o

II. In-service Development Activities ° I

In-service development activities are directed toward the . professional
development of the individual employee. Funds for FSD may not be used .
(1). to cover.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 atiendance at asso-
ciational meetings/conferences at which representation is institutional rather
than personal, (6) for clerical sérvice. required to effect the FSD program, o
(7) or for any expense that does not contribute directly to the athievement of,’
the stated objectives of the State TEC System faculty and staff development
program. i : .

. In this section a number of in—service FSD activities are described and
guidelines are ‘given for their operation. -

;Niwmwtl Workshops, Seminars, Conferences, and Institutes , . yd

, Traditionally these activities have involved representation from a groug/// ,
‘ of institutions, but thev c¢an be used effectively by indiwidual ine¢citutions
Good judgment in scheduling, planning, and follow up activiti:s and evalua-
tions are, of course, necessary for effectiveness. Short~term ‘0uu“1 ants
may ‘be used by the institution, the institutional education dir isions, or the : L
departmonts, or the. technical specialties. Optimum utilization of the con-
sultant's expertise should be directly related to objectives set, objectives o
-which are described to the consultant prior to his/her wvisit.

o
’ . 5 . i
/
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" feneral objectives 6f \qorks hOps, seminars, conferencesj. and institutes
, are opportunities for faculty\and staff tc stay current in knowledge and '
:"_"“”"ékill in their,subject or technical areas, and. opportunities, to participate .

e inp-getivities- that-will- uograde-their—skﬂ-lsfindeveloping-and ~uging-new

.

insights, improved instructional materials, and innovative teaching methods.
Continuins Education Units {CEUs) may be. awarded if these activities are
planned according to CEU cliteria

v
s

Upgrading stations for in—service development may be established 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 "lacking,
N and then selecting and/or offering members of the faculty and staff 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 post-—.
*;secondary institution within cormuting distance, or thé&“TEC i stitution may
establish an "On-campus University" by bringing in instructors for courses
needed by a number of faculty and staff. These courses may be taken primarily
for upgrading or for upgrading and degree credit, but should be chosen to
~Ibring a high rate of return in terms of improved competence and performance -
) of faculty and staff. - N . :

t

. (2) Work Experience with Industry and Business. Another: type of upgrad-
ing station is the intermship work experience set up with an industry or a .
business. The TEC institution will encourage, and in some instance require,-

~ periodic experience in .vocational-technical spetialties.:  This provides faculty

and staff opportunities to keep abreast of new developments and work require-‘

“".)' d_

(3) On-campus Resource Center for Faculty and Staff Devél_pment. The
. third ‘type of upgrading station is a Faculty and Staff Resource Center.. Such
a center shduld, contain a variety of resources such as selected books and .
pamphlets for each area of instruction, audio-visual catalogs, ‘and guides,:
cassettes for professional training and development, educational journals,
books and guides for planning instructional strategies, and such other .
. . resources deemed necessary. The center .should be available exclusively, if
possible,‘for facul - and .staff with equipment suitable for full usage.

v

- 3. , Educational Field,Trips . ' o ‘v e ‘

This type of activity can be..util_i_zed_el\f_f_es_tilelﬁor_in:semice_._cleml_qp.:__

ment. Field trips include visits to oth:r TEC institutions, to selected-.senior
colleges and universities, and to busir:ss ard industry. Each type of trip
. should include a carefully prepared plan for observatlon and. for postvisit
evaluation. The visit could use. effectively peer semimars.with TEC °personnel
a or conferences with superviaors and/or officers in industry or business for
‘the exchange of information and ideas. Visits to other TEC imstitutions -
-in-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 institutifon's program. Such visits, if properly planned, will facilitate
. articulation with the secondary schools in vocational’educatdon service areas -
end will also promote faculty and staff development - -

Q T . ! - - 7 ) .

2. UpgradingTStations for. In-service DevEI&pment - Q," e fﬁ
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. Intrainstitutional. vigits within the TEG institution by faculty and S
" . staff may not be classified strictly as field trips, but they may have . R \ii
1. . -desirable results for faculty and staff development if it is clearly recog- o
r%%—*—fdzed—eheeuehgy—é;eLmade~£o:u;hat~pu:pbsg.;_Sncthiai;s_makg possible the .
. gharing. of ideas and expertise ‘apd have a‘multiplier effect for the new

ideas and new approaches pervading the institutiout. At the same time these.

intrainstitutional visits will help c>umnter the.danger of excessive special-

. ization; segmented departmental structures, and_internalrpowerng;ruggleé.

%
. . 3 . \»\_ \\\\ 1
The regular periodic faculty and staff meetings will serve. as an
- intraimstitutional in-service development activity if they are planned with
that objective in mind. 'The programs may ‘include lectures by faculty and’

!

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

importance to the institution, report on projects, etc,
4. Off-duty Activities B ‘ : e jr#ﬂ .

.

\ \ Employeéb are encouraged to schedule their personal development'ébqiv-
ities during off-duty hours 1£.possiﬁhe, but if this cannot be done, the™
employee’ may request a change of work schedule for the approved activities.:
“The employer miy alter the employee's work schedule, if so doing will not =~ ™
interfera with the normal efficient operation of the employee's duty area. &

) . - Lo ‘ \
An employee who takes an approved course under provisions of off-duty— "~
activities may receive reimbursement for. tuition and course related fees, in- Y
total. or in part, for gsatisfactory completion of the course. Satis¥actory
completion of a cours:d is interpreted to mean "B" grade or higher for graduate
_.-or pcstgraduate study, or "C" grade or higher for all other study. All .other
" expeimfses, including ackivity fees,, graduation fees, t;avel, cost of books; '
- and supplies, etc., shall be paid by the employee. Reimbursement for tuition '’
for approved credit courses shall normally be limited to ong course per quarter .
‘ or semester: per individual, with reimbursement Iimited "to three approved ™ " 7 °
courses (9, semester hours or 13 1/2 quarter hours) per fiscal year in amount
- ¢per credit hour not to exceed the highest’rate charged for equivalent credit
by the state-controlled four-year collegés and universities of South Carolima. -

~.

In order tolinSure-thaf a reasonable return‘is-gaiﬁed<from-the invest-
ment of development 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. a . L {

u_;_,“ﬂ*m;:m~3gig§g£§emeﬁf ﬁpr off-duty'out—stéte-FSD travel shall normally be limited
‘ to one approved trip per fiscal year. State regulations relating to travel ;
and subsistence shall apply to all FSD travel - out-state and, in-state. . "3

5. Membership in Professional Societies S - B : .

Employees are encouraged to participate in the attivities of professional 4
gsocieties most cﬂosely related to their areas of service, . The procedure is -
for the employee to submit a written request for approval of' membership,” nam-
ing the society and the amount of dues. To be reimbursable, the affiliation .
with the society shall be personal membership (not institutional) and shall
be an approved activity of the FSD prcgram for the institution. Reimbu;sgment

. o : 8
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. < '
'for dues, travel expense to attend mertinas and other expenses related to

-‘membership shall be limited. to 'an amount specifically approved in the annual
FSD budget .of the institution, however, the reimbursement for dues in profes-

sional societies shall not exceed $50° per. individual within a fiscal year.

v . IR "

6.' 4Educational Leave )

-’ Educational leave is interpreted to mean permission to be absent from
»fwork or duty to pursue an eﬂucational abjective.. The: educational objective
.may be (1) participation. in- postsecondary courses of study, whethet on the v
undergraduate or:graduate'level, 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 the educational objective may be (2) par-
ticipation in an upgrading work experience with business or industry to improve
technologjcal knowledge and skills. Educational leave is granted only for the"
-agtual term of the activity. (Sée ”Educational Leave Program" below.)

3 .
Pl

N III. Planning and Budgeting Procedures T .

Faculty and staff development through in—service education and training
has become a national priority ‘in American technical-vocational education °
" and can be clearly seen as an integral and. vital responsibility of the State
"TEC System .as it .seeks to fulfill’ its role in" postsecondary education in South
Carolina. A. comprehensive systemrwide FSD program is based upon this conclu~
sion. Acceptance of the concept of in-service development and the commitments
" that a FSD program requires make a judicious planning and budgeting process
essential within the local institutions and within the system

-~

1. Institutional Compfehensive FSD Plan

The FQD program within the’ inatitution will function satisfacto*ily only

as a corporate commitment of the institution and as a Collective effort of
the entire faculty and staff whatever their various levels in dompetency and -
in organizational status The FSD program, therefore, must be communicated,
not as a "thing apart" nor as an "ancillary service" to selected individuais,_
- but rather as a privilege and responsibility for one and all.. Thus leadership” -

and management are absolute essentials in planning, coordinating, and imple- ¢
menting the program. » A

"
L3 . )
v

(1) “Faculty and Staff Development Coordinator. It is 'the responsibility
of the president or director of each-institution of the State TEC System to .
designate a faculty-and ‘staff development , coordinator who shall be- respon31b1e "
for ‘the administration and budgeting:of the program in conformity .with the: -
" guidelines and procedures* for faculty and staff development. The FSD coordi- ¢
-nator. shall be responsible to the president/director for the satisfactory ‘
_operation of the institutional FSD program and ‘shall serve in 1iaison capacity -
“~1in FSD. matters be.tween the institution and the.IEC Central Office. He/she

shall be chairman of the faculty and staff development committee.
\ .

N T o
In mobilizing an in-service education and training thrust ”leadership

" and management are special nssponsibilities The program requires teamwork..
among faculty and staff which will\result from the harmonious administration
.and operation of the program. The faculty and staff development coordinator

\
\ . . - I '
. .
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or each institution ghould. perform this service. He/she shoild have . .
5‘ipgtiéncé&thgt“prOvides‘him/her‘with.thé-attitudes,and skills enabling
him/her to plan, lead, and evaluate the process and progress of in-service .
-development. Creative leadership and management require that the coordi- L
mwnatdrﬁbhve,gdequate-resoufces for the program, including staff time, and -

" enough authoritzy to get the job done. . ~ : L

. . AN Lo .
Lo ) o0 e . .
© . (2) Faculty and gtaff Development Committee. ‘‘he roles and responsi--
vtk;litieq,Jinstitutionbl,and‘personal,‘can be accepted by all faculty and ,
‘staff members, and all can be rewardingly: involved in' in-service activities |
~of  the program. It is crucial, therefore, that the preparation of the FSD
. program design involve a wise and wide participation of faculty and staff.
4-51f§¢9}¢yggndfs;af£ development committee, carefully selected and/or elected,
'+ . is mecessary for each institution. This committee gshould represent a broad - ., .
;. :spectrum of institvtional concemns,’and of necessity must be schooled in-the
":..-. philosophy and practical considerations which are basic to.a FSD program.

'.. ;(3)-QFSD-Desigg.Pregaration. There iq.ﬂi:tle,likelihopd;that there 1is
one design suitable and adaptable to every institution or situation, but there
are a few principles which are basic to every viable FSD program. '

. The design for faculty and ,staff development should fit both the institu-
., tion and the personnel involved. The .data of needs assessment shculd be care-
L fully'col¥gcted, categorized, and evaluated. A hierarchy of needs should then

_'_be_made and-a-plan -formulated under priorities indicated ané sélected. The

Py

" program dedigned should be focused on the types of change which the institu-
tion desires to make and on.the directions which it desires .to move.. -The .
... . design should include a plan for collecting and recording all data related to

' activitiés oF the program in order that:progress may be measured and achieve-
ments may be evaluated, for the individual and for the institution.

o K “(4) FSD Budget Preparation. 1ae preparation of the FSD budget is a
A.@’ . planning and control device in the management of the program - the planned
C allocation .of funds to meet the planned activities of the program. The : ;
" critetia, for the allocation of funds are, first, the needs assessment priori-
‘ties and,- second, the availability of funds. It is essential that the choice

of ‘activities with the anticipated-expenditures for them be made with comsid-

eration of the total financial® rgsources for the entire program.

s .

_ Under the acceptance of the premise'that a FSD program is an integral
‘  -component of the total institutional operation, éach institution of the State-
e TEG System, in {ts unitdry 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 fo#' 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
B System. A suppieméntéry allocation of state funds shall-be made to the .
institutions. on a matching-funds "dollar for dollar" basis whereby the imsti-
- tutions willl receive a supplemental allocation of state funds equal to the
| amount allocated .to faculty and staff development by the.institutions from
T normal revenue sources. ‘ ' .

v+ Funds ‘designated for the.pdrposes of faculty and staff development
received :through governmental agencies, grants from foundations, and gifts
from ;ndividu&ls,'busihesses,'or industries, shall be-included in the faculty
-and staff development proposal budget but such funds shall not be considered
in, the determination of the supplemental allocation of matching funds. A

,WT:.V o o S $1h3 | ) ‘ - e
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_ The institution's: allocation from normal revenue sources, the supple-
méntal allocation of state funds, and gifts and grants will comprise the

.total FSD revenue for the fiscal year. The. total of the estimated expendi-

tures for the several planned activities will indicate the cost 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.. Refining-the program design by making appropriate

modifications rust be assumed as essential in the plannirng and. budgeting
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

-experience of information and .action. Opportunities should be given for

individuals to explore the concept of in-service development in relation to
their personal needs and aspirations and in relation to the needs and purposes

.;30f the institution. It appears, therefore, that institutional workshops on
'in-service development are appropriate for program design and implementation.

The workshop procedure L 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 of information, FSD materials, budgeting procedures,
and a step-by-step guide to program design and implementation. The mini-
workshops should provide individuals with specific guides and materials for
the identification of divisional/departmental and individual need priorities,
and the selection of activities to accomplish objectives chosen. The. compila-

‘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 approach will be useful in (1) assuring institution-wide

~ participation, (2) assuring an underStanding of the role of FSD in individual
-~ and institutional development, and (3) assuring commitment to FSD by the

faculty and staff. . ) 4

2. Individual FSD Plan . v - ST - ’

The keystone for an effective FSD program lies 4in 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 succes§ of~' A
the FSD program - - N o

It is highly desirable that each member 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 that a large number of faculty and staff members are
willing to engage in a formal development program to improve their effective-
ness 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

: . I
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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 of time, probably no more than three to five. percent
.. of the usual workweek. No program will thrive .unless faculty and staff !
+~—: ---allogate_the necessary time. Prior to any FSD activity, an outline of the
e —entire FSD program should be given to faculty-and staff. If this is dome,
7. individuals can begin to organize their own time around the activities planned -
e for them, and the development program will become a part of the individuwal's
. schedule. ‘ - : oo :

v 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. '

. The Compensation Plan for the State 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. ’ e

In planning an individual's FSD program it must be assumed that the
individual will contribute not only his/her timc for some activities, but
that he/she will contribute both time»énd money for certain activities.of
‘his/her program. It camnnot be assumed that the FSD program can provide

" gufficient funds to cover all the expenditures fotr 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 qualify: for 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. . N - - "
‘ T y \

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 1ndgstries;
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's 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

gtate. ’ . .o

(2) . Developing and.recommending general guidelines and procedures for
management of local FSD programs. The local institution is in the best posi-~"
tion to make needs assessment and project goals and strategies. The State
Board will formulate primciples and prdcedureq‘for concerted effort and inter-
institutional communication and participation in the operations of FSD programs.

15
Q | " 12 .




i - \ . 3

i s - o Y [ e [P

T . i -
(3 Sponsoring,and\organizing,state-wide conferences, workshops, and
- consortia. The State Board will initiate and promote joint ventures which
meet_objectives of all inktitutions: involved.o The aim is to generate a
greater thrust for personTel development\throughout the State TEC System.
(4) Coordinating,state services’ that have potential for supporting .
4. the FSD program. A particular function of the:State Board in FSD is to coordi-
y nate out-system support services of educational institutions, business and
/ industry, and community and state'agencies, and to plan activities that will
/ utilize their support, exrertise, and resources.,

/ R

(5) Making state-~wide assessments of'the range, scope, and accomplish-
ments of FSD programs. q llecting and publishing state-wide reports about the
FSD‘prOgrams will furnlsh helpful feedback ‘that reflects the state-wide status
of FSD. In doing this, 'lie State Board will furnish interinstitutional lia1son

in the State TEC System. ' \

. (6) Acting as a sdate—wide service agency to provide FSD leadership and
* counseling. for the institttions of the TEC Sytem. Purposes and problems in
the system are, after all interrelated .and institutional improvement and
system improvement are /a team responsibility. Each institution is expected to
focus attention and e/fort on its primary FSD service within the institution,
but periodicall * the oordinators of the. institutions will be calied together
to make an overall sygtem survey and share information for FSD decision making
and to assure coordination and reTevancy in order to achieve - state-wide as
well as local objectives.

] ) ‘ . '\.‘ . R
v / ' . y
: v. Pavticipation in Faculty and Staff De‘velgp{nent
Ey ’ ) ) \
: The: following participation guidelines are ‘set forth to assist institu-
tions and individuals in the implementation of -the FSD' program for “the State -
. TEC- System.- Some repetition of principles and proceddres given above will be
necessary as specific instructions for participation are delineated

- i . \ )
1. Administrative Criteria . A \

3

0

The following administrative criteria apply to the\bperation of the FSD
program.‘

_ (l) Responsibility and Control. The TEC organizati&n institution or
central office division, must have’ professional7staff—empdwered to administet
and coordinate the schedule of activities to assure that both the activi )
objectives and:the FSD criteria are met. . Institutional and individual rgcords

_ must be maintained and kept readily available for, personnel)\ files and for

. hreporting and auditing procedures. The FSD coordinator and \the FSD committee

-are specifically charged with the responsibility for leadersk ip and control

of the program. - . \ .

(2) Planning, Implementation, Evaluation. It is expected that each
! ' institution will develop a clear statement” of rationale and goals for its
" FSD program. The systems approach program design will have thﬁee major com—
ponents: plann1ng, 1mplementation, evaluation. \
\

. . ) \ v
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: . 16 - :
. . e : A
. . . ,
. - ‘. ) .
. . 5 .
* .
'

C' . B T s \

-~




i ~ Planning. Planning 18 & vital responsibility i the FSD program. The pro-
:{ . gram has its unique motiop elements moving from one level of input to the next
ﬁ’l and accumulating information, exveriences, and understanding. It is for this.
i reason that individual faculty and gtrtf should be familiar with the FSD pro-
.+ gram'and how it works - its purpose:. its l-mitatlows, ity procedures., The

"+ effective role of FSD cangs> assured culy by effective courdination through

s " communication, leadership, and broad involvemenc of faculcy and sralf.

.Program planning, including budgeting, involves the assessrent (audit)
of both needs and resources. This process should include input froa individ-
uals of faculty and staff and kriowledgeable persons having expertise in
collecting, tabulating, and inverpreting data. In additionm, the planning ;
process must include making an inventory .of ‘resources (people, funds, materials,
‘gpace, equipment) available to meet identified needs. /.= A i

In planning the FSD budget of the institution, priority shall normally be - ‘

- ..glven to institution-wide or group in-service activities. In planning the i
FSD budgets of individuals, funds shall normally be allocated widely and S
.- objectively among the faculty and scaff. Of necessity, limitation of individ-’ \,

i

ual FSD expenditures must be enforced, primaril’ in relation to reimbursement - ‘
for tuition and out-state travel, (See restrictions, pages 8-9.) \
Tmplementation. Activity is the term choseh to indicate a -specific course \.
of action to achieve an FSD objective. Implementation of the FSD program Py
- requires the careful selection of activities to acqpalize the objectives f.rmu- |
. lated co meet identified needs.’ In-service development activities that are - S
..": .geparate in action but of the same kind or type can be clasgified in combination, ..
forming a ''Development Activity.Unit" (DAU) under one general title = ap overall’
strategy to actualize a general objective. ‘. R G 3w o

-

L
B Lo e g
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,,Tﬁe permitted hsééfof,FSD funds may bé‘classifiéd in'pAUsiunder general
titles. The classifications given below cover most of the FSD activities, but
other titles may be used if more descriptive of special activities. ” E

Postsecondary Education _ : L
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 of:a curriculum leading to a degree, diploma, or certificate.

On-campué-Short Couréesl; . T e
Short courses to improve skills in instruction, planning, dacision-. .

making, task execution, use of multi-media, continuing*edugation“:“
" courses - with or without CEUs. . ' :

On-campus-ﬂbrkshops/Seminars/Conferences/Institutes _ o
Consortia with other institutions or intrainstitutional: on-campus,
C . with or without consultants, with or without CEUs,

Off-campus WOrkshops/Seminars/Conferences/Institutes ‘ E ,

" Consortia with other institution or interinstitutional workshbps,:
etc., off-campus, with or without consultants, with or without

CEUs .,

. ’ oy
Professignal Societies : _ y -
. Membership dues and travel.

r
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ERIC 1T




k)
S

L - Educational-Field Trips —— " :
' Field trips to TEC and other 1nstitutions and to business and
industry :

- . FSD Resource Center
e Educar onal supplies and equipment.

Educational Leave
N Pos*secondary 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 stated 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 ana value. i
_ 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-. application’ the judgments
.are given in the ¥SD-4 evaluation and status report.
¢ - . ¢
2.. OperationalvGuidelines o R

T

‘3.

A correct approach is necessary for satisfactory operation o the FSD
program. Insight and uniformity will be gained after- experience, but certain
AobjectiVe guidelines are inherent in the organizational nature of the program.‘.

. - (1) Program Proposal The purpose of the program proposal is to assure
" a comprehensive and viable TECiwide program of FSD activities. The institutional
proposal is prepared on an annual basis by thewFSD ‘coordinatot under the TEC-
: wide format. Three forms with narratives attached are required - FSD-1, FSD—2
T FSD—3 , _ : u o o

P

s

. - FSD-1, Proposal Title Page. The F$D-1 program proppsal form consists of «
the title page with necessary signatures, fbllowedﬁhy;the na&rative,summary
of progranm plans for the year. ’ o e Co

FSD-2, Activity Application. The FSD-2 form provides description for either
individual activities and/or unit activities (DAUs). - The use and preparation of
the activity application is of utmost importance and requires Special consideration%

v It 18 mandarory that each“FSD activity be covered by an activity applica—
“tion (FSD-2) which is made by an individual for himself or by a- supervisor on
behalf of a group. The application may be made on either the ﬁtandard FSD-2
form or on an in-house form prepared for institutional use but requiring the
essential data. These individual and group applications must be kept on file

for accountability - record, reporting, 'FSD documentation (audit). Through
. clasgification and compilation of these applications the DAUs .are formulated. -
- The. DAUs may be organized for an institution as a whole, or for an institution
" by divisions or by departments or by areas gf service. The number and titles
-of DAUs should be adequate to give a clear and compete picture of the FSD
plogram for the institution. ‘
18,
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The FSD-2 activity applications, which accompany the program proposal,

must be prepared on the standard FSD-2 form and submitted to the Coordinator .
for Faculty and Staff Development,* State Board, for approval. 'This form
calls for adequate activity identification, purpose, and estimated cost. In
most instances, this application will be entitled as a DAU, e.g., postsecond- o
ary education, workshops/seminars/conferences/institutes, professional

~ societies, inte;institutional 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. - e _ _

The information which must be included on each activity application
(individual or DAU) is as follows:
Instituiion name
Activity title
Activity date(s) _
Activity location - city, state
Number of participants :
Name of individual or group
Specific need . -
‘Outcome expected - objectives to be accomplished {
Estimated cost (see chart of accounts below) . f
Signature - applicant, FSD coordinator . (
"Date submitted, Date approved ' ' |
‘Activity narrative (mandatory if DAU) ,

- C T | o , .
Special attention should be given to :hevidentification~o-_Vspec1f1c7-~—- U

need" and 'outcome expectéd". This requires answers to certain questionms..
_First, "Why was this particular activity chosen?" Next, "What outcome (what
ability) (or what skills) (or what knowledge) is expected from this activity?"
Asked‘ another way, ''What is the evidence that the objectives have been met?"
The applicant(s) should be able to say, "At the end of this activity I (we)
sha 1 be able to ..." in relation to a need in a functional. area on-the-job
in TEC. ’ : ' *

In making an activity appliEatidn; each member of the faculty and staff
should understand and be prepared to use the current: FSD chart of accounts.
The FSD account number, title, and explanation follow: - ' :

530100 Salaries

. Salaries of visiting instructors for on-campus courses (not honoraria
for gonsultants). This account covers -also stipend (sqlary) for
Educational Leave (substitute's salary not allowed from FSD funds).

. ¢ ‘

530202 Travel and Subsistence . ‘ .
Authorized institutjonal travel expense for individual or' group for
_approved FSD activity and approved in conformity with state law
governing mileage and-per diem. (Travel expense for -attendance at
institutional association meetings or comnuting expense for education
‘courses or for work experience-is not covered under FSD funds.)

530214 Educational Consultants -

Honoraria and other expenses for consultants - on-campus or '
consortia. Travel for consultants must be charged to this
account (not 530202)... 5 . . .

s

J

*This title effective July 1, 1975.° _ .
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) :30307“Educationai—supplies - ‘ e

Educational supplies_for upgrading station, Faculty and Staff

i Reaource\Center, for use exclusively for faculty and staff develop-

SR ment, eiBe, professional journals and books, professionaI education

o - modules, and cassettes, Covers also limited expense for duplicated '
materials for congortia (workshops, seminars/confgrences/institutes) -
but not costs of personal books and supplies. ‘

K

530411 Profeesional Mbmberships
. Individual memoership 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
C 1is charged to 530202. : 4 . .

_ 530470 Tuition Reimbursement , .
B Tuition for approved postsecondary courses, in total or in part, and
' course related fees, if any. (Reimkursement is not allowed for travel,
cost of books -and supplies, and incidental fees.) This account covers
.also registration -application for wor kshops/seminars/conferences/institutes

530607 Educational Equipment -
Expense of educational equipment is restricted exclusively to purchase
for FSD Resource Center. Fquipment must be specialized equipment which
is essential to faculty and staff development and must be used in an
T . innovative application. .It may not duplicate nor replace available equip-
C ‘ment nor meet regular institutional equipment needs. Special justifiva-
\tion must accompany application for purchase_ approv“"

" FSD-3,.. Budggt Summary, The FSD-3 form gives a FSD budget summary of
; estimated income from normal_revenue: ‘sources and matching allocation of state oo _
funds and. of estimated expenditures\ior -the various activity applications The '
summary lists activities by DAU titles, with<total estimnted expenditures "for
each (without breakdown into account classification)\=\This budget summary is -
submitted with the annual program proposal and serves to govern\FSD expenditures
during the fiscal year. . . R

£ —

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

FSD—4 Activity Evaluation and Status Report; A separate report for each .
approved activity application (FSD-2) Tust: be - ‘made. The FSD-4 should be com- -
pleted at the time of completion of an activity and held for inclusion in the-

: annual ‘FSD report as documentation for FSD-S and FSD-6. This report consists
2. of two parts. T L O TSR

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 Status and Evaluation The status and evaluation report pro-:
vides for a detailed institutional report of status and evaluation of -
each activity. An adequate narrative must be attached to the FSD-4
report, giving the institutional evaluation of the activity. ‘The nar-
rative should document 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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R FSD-5, Year-end Fiscal Budget Summary. This dgcument'providesfbféék- .
- down exhibit of funding sources (revennes .allocated and committed) and
expenditures made for ‘all activities of the fiscal year, ended on June 30.

,:Z'All expenditures reflected under#SD-5 column designated "Approved (FSD-2)" - fi

must be consistent with approved line items on the application for activity

‘approval (FSD-2) and the actualfexpendituréé‘reported on the.evaluation and

.status report (FSD-4). . This‘repbrt will also reflect funds budgeted for . T

" 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 accoimt number.

FSD-6, Annual Ingstitutional 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 figcal year. The report lists all.

~ DAUs by title and objectives, and provides information covering activity o
status, evaluation, and actual costs.. The‘evaluation criteria-are set in a
"Rey” for Institutional Evaluation of Activities." - - = S

* The coordinator of faculty and staff development for the State Board will
prepare an annual report, with.exhibit by institution, of all FSD institutional :
activities of the South Carclina Technical Education System. The institutional
reports (FSD-6) will provide the information for this report. ' o :

" CENTRAL OFFICE STAFF DEVELOPMENT PROGRAM .~~~ .

) The policy of the State Board for Technical and Comprehensive Education
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 development program for the central office employees, *
subject only to such modifications as are necessary for the appropriate 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 stipulations governing the program as set forth.in'
the policy adopted and the guidelines and procedures issued. : ;ﬂf - -
In the following'$ections special guidelines and procedures are described
for the operation of the staff development program.for central office employees.
1. Design for Staff Development < Central Office

‘For the purﬁoses of staff development the several divisions of_the
central~qffice shall be considered as a whole, with one design and ‘6ne budget.
The director of each dfvision of the State Board shall coordinate the activities
of the emplsy es of his/her division, and shall submit approved applications
for activities\tghthe ‘coordinator of faculty and staff development for the State -
Board. Based on approved activities submitted by division directors, the state
coordinator of faculty and staff development shall prepare the central office
program proposal and s b@i; it to the executive director. for considerationﬁand~
action. _ . §Q\\ o - . :

*
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Employee 2
ment activitiés described in the guidelinos and procedures for_FSD of the A
State TEC System, subject only to restrictions inherent in specifiE‘aEtivitieai\‘_;\;
and the availability of funds. : o

‘2. Application for Activity Approval

An employee\hor a group of employees, wishing to have an activity con- ,
sidered shall subkit a written application to his/her immediate supervisor, who
shall attach his/her recommendation before forwzrding the application to the
division director.| All activities of the employees of a divisior shall be
approved by the diKision 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 gkills 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 persénnel for existing
or projected positions of service essential to the administration of the-
central office. -

\

4, Off-duty Activitids

- " Employees are encohraged to “schedule their personal development activities o
. during off-duty-hotits if possible, but if this cannot be done, :the employee e
may request a change of\work schedule for the approved activities. The _employer
may. alter the employee’ s work schedule, if so. doing will not interfere with the
normal efficient operatiLn of the employee 8 duty area. _
An employee who tak e!‘g,/a'pproved course under provisions of off-duty: activ-
-ities may receive reimburisedent’ for tuition and course related fees, in total
or in part, for satisfactory completion of the course., Satisfactory completion
of .a course is interpreted to mean "B" grade.or higher for graduate or post-"
graduate study, or "C" grade or higher for all other study. All other expenses;
indluding activity fees," éraduation fees, travel, cost of books, and supplies,
etc., shall be paid by, the employee. Reimbursewent for tuition for approved
credit courses shall normally be limited to one course per quarter or seméster
per individual, with reimbursement limited to three approved courses (9 semester_
hours or 13 l/2 quarter hours) per fiscal year in amount per credit hour not
to exceed the highest rate charged- for equivalent credit by the. state-controlled —
four-year colleges and universities of South Carolina. - T
In order to insure hat a reasonable recurn is gained from the investment -
of development funds in-continuing‘stndy and training, 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 by deduction from the final
compensation payment. ;o ‘ - : ‘

5. Membership in Professional Societies

\

Employees are éncouraged 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 requesft for approval of membership,

2() ' ' e | "
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naming the society and the amount of dues.. ‘The dues for affiliation x
. the’ society shall be for personal membership and shall have written approva
of the division director, made.in advance upon ‘recommendation of appropriate
L'division official. The reimbursement for dues in prnfessional societies '
"shall not exceed $50 per individual within a fiscal year. Travel and other:
‘expenses to attend professional society meetings may not be included in staff
opment expensé, but may be authorized by the division director from the
division vudget. ~ :

)

0. Educationa1 Leave

.. 7'Provisions for educdtional leave are set forth in tE\‘po- y\\tcument »

of the State Board for Technical-and Comprehensive Education und he\t\tle. 9'“€QI
"Educational Leave Program for South Carolina Technical Education Systcm o

v

- °

II... Planning and Budgeting Procedures

" The planning and budgeting proéedures for the central office shall" follow
. in general those established for the’ institutions, with such exceptions-as
" necessary for-central office operations. The calendar for planms and reports,
and the other proposal and report forms shall be used as applicable.

1, Central Office Staff Development Plan

A The. diractor of faculty and staff development for the State Board,
*  following tl.e calendar. for plans and reports,.shall establish a timetable

for the- sel:atic’ of activities and/or participants for the cengr:l office.

In developing *tae timetables, cut-off dates for accepting applica ions for

_admission to .olleges and universities shall be considered. Timely announce-

ments’ oi timetables and development program information ahall be made. R

It shall be the rceuonsibility ¢f the division directors to approve all

development activi:ies of his/her divislon snd to forward them to the state {
coordinator of faculty and staff development. The approved activities of the
several divisions of the central office shall be put in proposal form, with budg~
et summary, and submitted\to the executive director for his review and action.

2. Central Office Staff Development Budget

The State Board shall incorporate within the system budget request to -
the State Budget and Control Board adequate funds for a staff development pro-
gram for employees of the central office. . . ‘ .

Funds pommitted for the staff development program shall be expended only
for activities which are clearly jdentifiable and reasdnable under the approved Coe
development plan. The program shall be operated on a fiscal year basis under
a; clearly identified budget 'of funds available and committed. The budget
shall ‘be prepared and administered in conformity with the. fiscal policies and
. procedures of the State TEC System. . .

N
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1. General:Purpose -

’

. testfichionﬁ anherent iﬁ specific types of leave.

N  EDUCATTONAL LEAVE PROGRAM B

- . - e

o 1. Definitfon of the Program

©le,

L : : °

} The‘puféoée_pf the educational,1ea§e‘program'ia to provide a means by .
‘which each of“:hé faculty and staff of the South Carolina Technical Education

' System may have opportunity to further his/her education and to improve his/.

" her skills and efficiency in his/her present position and to prepare for

'fbppprtunitieslfor his]hgp”gdvanéément.with the Statg;ﬁEQ;Sgstem.,

2. ‘Participants _ o :
B . v . o o !éi- o RE
- Faculty "and staff'aré;téfms terpreted to 1nclﬁde.;eaChing.faculty;
administrators, and other noninstructional employees 3uch as clerical,
‘maintenance, janitorial, and auxiliary personnel. Each full-time employee
of the State TEC System, without regard to sex, age, religiom, race, color,
or national origin, may participate in educational leave, -subject only to.

- * ~

-

3. Definitfion of Educational Leave . S o o7

, Educational leave is interpretéd to ﬁean.perhisaion to be absent full-
. 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 postsegondary courses of study, whether on the undergraduate or' graduate
level, ‘and for which degree eredit is or is not given, and pursued independ-

" ently or as a part of a curriculum leading to a certificate, diploma, or

degree; or thg educational objective may be (2) participation in an upgrading

" work experience with business or industry.to. improve technplogical.knecwledge

and skills. Educational leave .shall be granfed only for the actual terms of
the activity. R . '

) , ’ - . : . . . “
4. Eligibility | - . o S

. Any:pe:manent.full-time employee in good standing of the §p$te TEC
System who has satisfactorily completed at ieast nine months of continuous
.employment during his/her current period of employment is eligible for educa-
tional leave. : = -

: 5. 'Apblying for Leave- o

i iy . .
‘An. eligible employee shall apply by submitting a formal application .
through organizationaﬂ channels to the president or director or his designee-
at least ninety (90)'days before the first day of -leave requested. Such
submittal shall be made by the employee to his immedidte supervisor,fwho 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;f(Z) verification of acceptance for entrance into the
activity for which the leave is requested;. (3) such Sther information as *

._will/be helpful to the reviéwing authority in reaching a determination.

N ' i . {
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/: : ) ' PEETE & ° o ' . - - ‘ St '..' : K “"
Selection of Recipients \. ' ' R S &.;;»*""‘”'
5 . . e B
The selection of recipients shall be based upon the‘following general R

objectives‘ (1) to develop the skills and/or knowledge of employers to .

‘o~ meet development needs of faculty and staff of the institutiqn, and/or = . .-~ .

: . (2) to meet the demand for adequately trained personnel for existing or i
¢ .projected specialized positions of" dingtruction or administ\ation essential

o the successful operation of the. State TEC System

" Factors to be consideredain\the selection of participants shall -
q_include'
(1) ‘Length of\prior sefvice,
. (2) Past performance reviews; .
(3). Demonstrated commitment to the objectives of technical-' L .
.. occupational education; . e SO
(&) Need/value of upgrading training for job performance, ‘ e '
. (5) - Specifically identified need of -the institution or the State
: ; TEC. System for the ‘upgrading training proposed '
(6) Possible disruption of participant 8 areas of service during
activity, o
(7) ~Funds available for proposed activity

\7. Notification

LY

. Insofar as possible the employee s request shall be acted upon and - S e
the employee notified no later than sixty (60) days pri0r to the’ first day ‘
- of leave requested :

T o "
. SN

If the application is approved an educational leave contract stipu—‘
, lating the conditions of the leave shall be issued inm triplicate, bearing o
. the signature of both the employee and the president or director. Theorig- . . .7
~ inal and one_ copy shall be submitted to the state coordinator of faculty and°f o
staff development for necessary consideration and action. o~ .

. ‘. - i . ".b.“l
B . e . ] -

8.~ Reinbtatement

. ey ‘ ¢ .
Upon' an employee's successful completion of a full-time leave, he/she

shall be reinstated to his/her former position, given a position of like .
status and pay, or promoted to a higher position o ) . A

o

—

b

! II. Stipend Brovisions for Educational- Leave -
Siipend Definition
] A stipend is interpreted to medn a basic living allowance to provide
support of a person otherwise motivated to continue kis/her education.

2.  Amount of Stipend -~ . ‘ f . -
' “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 -,
'educational leave, payable in regular pay. periods during his/her period of .

. leave. o~ '
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. A )
- ‘Reimbursément for Tuition and Fees

N

‘ ‘Employees on full-time or part-time leave,.for postsecondary‘éducation, o
© may receive reimbursement for tuition an@,course'reig;ed fees, in total or
"+ ir party for satisfactory completion of approved courses. Satisfactory .
completion is interpreted to mean "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

2 ard supplies, etc., shall be paid by the employee. Co

4. where Stipend Can Be Used o .., & C R

]

¢

‘ (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, the .stipend shall be used in said institution. ,

1f not, the stipend may be used at any accredited institution to which the R

recipient is able to:galn admission. - -

= . (2) Work Experience with Business or Industry. The stipend awarded
"for work with business or industry shall be used for an approved upgrading
 work experience in a responsible position in the recipient's particular
specialty. This work experience shall be in other thar ‘an academic envirdn=

- ment - and shall not involve the recipients' giving instruction to others .in *
a business ‘or industry. . T o .

dar =
Ci
A

- vz

. 5.  Leave-Stipend Committees .

- (1)" Institutional Leave-Stiperid Committee. The faculty and staff
development committeg‘shall.serve-as?the leave~stipend comnittee for the
_ institdcion ahd shall take appropriate action to select stipend recipients,
- gubject to revlew and approval of the president -or ‘director. - ‘

. (2) - Central. Office Leave-Stipend Committee. The state coordinator of _
- faculty and staff development and the division directors shal} serve as the leave-
s stipend committeed for the State Board for Technical and Comprehensive Education
"and shall review the stipend appliqationq_received from the institutions*and
make recommendations to.the executive director of the State Board.

§;'"‘Stipehd,Approvél
o ' The stipends to be offered within the State TEC System must be approved .
P by the State Badget and Control Board gaeh year., EachAinstifgtﬁgg musﬁ
wa . determine what stipends are néeded and stbmit a request for'the stipends, with
W all necessary data, to the director of faculty and staff developmenﬁ;_'He will
collate the requests from the institutions and furnish a list of requests to .
- ‘the central office leave-stipend committee. The central office leave-stipend -
. . . committee will review the applications received from the ‘institutions and make
. recommendations to the executlve director, who will approve the stipends to.
be offered and will submit a letter requesting’pﬁthoriZatfon to the State ° }
. " Personnel Directdr for the approval of the Budget and Control Board. At least
o . ‘one month must be allowed for Budget gnd.thtfdi:Board approval. (Stipend
'{:‘/3. requests should be included in the FSD proposal for thgﬁfiscAL'year.)

S : : ' ' :
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-l. Educational Leave for Postsecondary'Education

7.

Limitation of Stipend

If 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 any other public or private
source and/or compensation for work experiences," the total amount of such

Ilowances and.the stipend shall not exceéd the recipient's contract salary

/At the time of leave. If the nonstipend allowances exceed 40% of the con-
tract salary, the stipend shall be reduced accordinglv.

8. Deductions from Stipend

< ~

It should be noted that stipends awarded under this program are con-
sidered taxable income by both- the South Carolina Tax Commission and the
Federal Internal Revenue Service. Stipend payments, therefore, are subject
to withholding for income taxes, South Carolina Retirement System, wI.C.A.,
and any other deductions the employee may authorize. S \

9. Concurrent Awards and Benefits o - LT

An employee who .-accepts a stipend award under these provisions 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 also :apply for
any of the various student loans available from governmental agencies, pri-
vate lending ‘ingtitutions, etc., However, a recipient may not concurrently "
receive an educational allowance from any other public or. private source
when that allowance is conditioned on a conflicting .employment obligation
facurred by the recipient. To accept such aid will resultin° the immediate
forfeiture of the stipend. A person who forfeits a stipend in this manner.-
will be obligated to fulfill his/her service commitment or. make repayments
to the institution under the terms of the educational leave contract,

“

ITI. .Types of Educational Leave’

'

VN

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 stipend or. with' stipend;
and full-time leave, without stipend or with stipend' and (3) Agency Directed
Educational Leave for Postsecondary Education - part-time or full -time, with
full salary.

“

L ]

‘

(1) Part-time Educational Leave for Postsecondary Education. Part-
time educational leave for postsecondary education is interpreted to mean

" reduction of work or duties in order that the employees may take approveéd

courses in postsecondary education. The employee thus becomes 4 part-time
employee of the institution. K : : : s

- Part-time Educational: Leave without Stipend. Part-time. educational
leave without stipend may be granted an employee under prov1sions that he/she
will have a reduced workload with proportionate reduction in regular compensation -

.

"8
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he compensation,_but.shall receive no-stipend. -

for the term 0f leave. The Smployes will fulfill duties commensurate with:

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

with stipend may be granted an employee under provisions that he/sh2 have a -

‘reduced workload with proportionate reduction in regular conmpensation “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 stipend.

A Reimbursement gj_Tuition.' An émplqyee who takes'approved.éodrsesupndgf

‘the provision of part-time educational leave, with or without stipend, nay -
‘receive reimbursément for tuition and ¢ourse related fees, in total or in .~ s

v 0

af*: 'par;, for satisfactory completion of the courses. o . R

(2) Full-time Educational Leave for Postsecondary Education. ' Full- - -
time educational leave without stipend is interpreted to mean nonpay -status
on leave to attend a~postsqcondary.educatioﬁal institution for an.approved
. program of study. - . Co I S :

) 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 o
approved courses of study that cannot be normally scheduled between June 1
and September 1 of a calendar year. . e ' '

> } e . . . S o _. . ~
imbursement of Tuition. An employee -in the nonpay leave,stapus.may“'-w;;_

. receive reimbursement for tuition and course related fees, in total or in’ '
part, for satisfagtory'completion of approved godrges. ‘

Full-fime Educational Leave with Stipend. Full-time educational Ieavé
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 Stipeﬁd. Full#time_léave 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., . o - T AN N S

«

Approved Surriculum. . The recipient shall be enrolled full~-time in’
courses of a curriculum approved unider the individual's FSD program within
the "area of .his/her. professional responsibility and/or courses that will B
'contribute to the effectiveness and efficiency of programs and/or adminis- '
trative functions of the Staté TEC System. - - . o ST

_ Course Workload. The,recipient shall take no less than the normal course

" workload as defined by the institution he/she is attending, with the exception
: ~of the last term in the institution during which he/slie may take as fewcourse

3 _ hours as are necessary to cqmplete'the;requirémentsﬂfor graduation. S

 satisfactory Academic Achievement. ‘The recipient i8: expected to. main- -
tain satisfactory academic achievement which is interpreted to meap an academic
average of "B'" or better for graduate aﬁa postgraduate work, and "C" for all "
other study. : - o ’
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. Part-time edivcational leave is interpreted to mean reduction of work or duties ~

"tion in regular compensation for the term of leave. The employee will fulfill

Reimbursement of Tuition. In addition to the stipend;—the;empIo?ee\
may receive reimbursement for tuition and course related “fees, in t)tal or
B ‘part, for satisfactory completion of approved courses. ' v "\
' . . -\
Note. All stipend recipients are subJect to applicable restricticns-%
set “forth in section II, Stipend Provisions for Educational Leave. \

© Approved 'Jork Program. The selectiron of recipients and approval of wo\x
program shall be based upon the foll..ing objectives: (1) to proVidé*faCUlt;
and staff «ith opportunities to keen atreast of technical developments and-
work requi’»nents in business and “uJdustry, and (2) to upgrade the employee's
competence <s a technologist—educaLor in fulfilling the institution s educa- \\
tional purpuses in technical-occupational education. : \

@) Part-time Educational Leave for Work with:.Business or Industry.: n

~

2.. Educational Leave for Work with Business or Industri

in order that 'the employee may participate in an approved program of upgradingmm
work experience. The employee thus becomes a part-time employee of the insti-
tution. ’ o ’

3

\\\Bart—time Educational Leave without Stipend. Part-time educational
leave for work with business or industry may be granted an employee under
provisions that he/she will have a reduced workload with proportionate reduc-

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

Part-time Sducational Leave with Stipend. Part-time educational leave
for work with vusi.ess or industry may be granted an, employee under provisions
that he/she havc a reduced workload with' proportionate reduction in regular ¢
compensation: for ‘the term of leave. Thée employee, however, may rece1ve a
stipend~ee\cg\er in part the reduction in regular compensation during the
period of leave. The part -time stipend shall be the proportionate amount of
full—Lime stipend :

I

(2) Full—time Educational Leave for Work with Business or Industry - .
Full-time &ducational leave without stipend is interpreted ‘to mean full-time - ;f%
leave in order that the employee may participate in an. approved program of

upgnading work experience without stipend or with stipend

\Full—tlme 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 more "than nine months between

Sep-émber l and June 1. L A

N Full—time Educational Leave with Stipend. Full-time leave with stipend

time not to exceed nine consecutive months, or a total of eighteen (18) months

for wi;k with business or industry may be granted for a continuous period of
within| a 48 month period o L

Note. All stipend rec1pients are . subJect to applicable restr1ctions
set ferth in- section 11, Stipend Provisions for Educational Leave. ° . ‘
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3. -Agency birectediLeave fbr'PostseCOndary Education ‘0

~

(1) Définition. .Ageﬁcy_directed educatiﬁnal,lgave is interpreted to
. mean full-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 provide educational leave
for employees in order to develop-skills and/or knowledge needed in positions
in the State TEC System. : : T o o

(3) Selection of Recipients. Whén it has been determined that in order
to fill a position in question it will be necessary to crain 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 applicationms. '

, An employee'wishing'to be~considered for the training shall submit a.
request in writing prior to the cut off date.’ Such .submittal shall be made

by ‘the employee through~organ1zational channels to thé,president/diréctor of
_an institutiom or to the appropriate division director of the central office.

o

Final selection shall be made fo.the central offiéé leave-stipend com-

mittee, subject to review and approval by the executive director of the State
‘Board. : T

(4) .- Request for Authorization. Agency directed educational leave 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. R

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 accompany the request for authorization.., The State Director
of Personnel shall-fhdicate the Budget and Control Board's approval by ‘sign-
ing the .contract. The original and one copy shall be returned to the executive
director of the Staté TEC Board; the remaining copy shall be retained by the
State Personnel Division.* = ) ' :

Note. All recipients of agency directed leave for postsecondary educa-
tion are subject-to applicable restrictions set forth in section II, Stipend
Provisions for Educational Leave, and section III, 1. Educational Leave for
Postsecondary Education, above. ) ' : . :

b

# T . e 4

T *These guidelines are compatible with the philosophy and.ihtent expressed
in the document, "Educational Leave Program for Agencies of South Carolina

State Government", adopted by the State Budget;and Control Board, January 23,:
1974. . .

Lx
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:Fl. Obligation of Employee to Employer

‘
[y

. aEducational Leave: Employee-Employer Obligations Y

i

[

The recipient shall be. committed to serve the institution of the State

'TEC System for at least one amd one-half months for each full or partial
‘,month the stipend is received.'

a

’ 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 any reason

-other thar for good cause, repayment of expenses paid by the institution
~during the leave terms (salary, -tuition, fees, 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 necessary for the family

to relocate. -~ )

The amount of the repayment shall not exceed the total exp 1ises paid by -
the institution during the leave period (salary, tuition, fee, etc. ). The
institution may deduct the amount owed from checks due the employee fo¥

-salary anld unused annual leave': earnings.

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 . k& -

t

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 for 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

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

‘1f, for any reason other than leave cancellation for breach of contract
or’misconduct a recipient does not complete the course of study for which

" the stipend was granted, the institution shall reinstate him/her ‘to his/her

former position or to 2 position of like status and pay. \h

w
o,

3. Leave Cancellation and Standards.of Conduct'

Academic 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 ‘or.director of the institution may cancel his/her

stipend.

A}
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Conduct. The recipient shall be aware that he/she is a representative
of the State TEC System and its institutions and the"stgte and, as such, is
responsiblé 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
"W~  may result 4n cancellation of the scipend and/or such other appropriate action
7 as the misconduct may warrant. . ' : '

_ Caﬁcgllatidn. Upon cancellation of the stipend;kthe.recipignt may- be
either reimstated by the institution in the same or like. position peld at the
time the leave was granted, or discharged as appropriate. '

I 4
H

4. Status of Stipend Recipients While on Educational Leave -
Employees receiving stipends under ‘this program shall be considered to
be on full-time educational leave with part pay. o .

BN
A

While in leave status, recipients shall not earn annual leave or sick
- leave. 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 academig sessions.

-




FACULTY AND STAFF DEVELOPMENT PROGRAM -

N | ‘ SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

EDUCATIONAL LEAVE APPLICATION AND CONTRACT

-To

(Institution)

I, : Lo . - , hereby apply for Educational leave

L

from _ : , 19 , to

e - , 19 , for educatiqpal -

purposes as follows:

a,

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

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 tuition 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 reimbursement of the expense of tuition and course related fees
in the amount of $ for courses completed satisfactorily during my educational
leave. :

'If granted educational leave, without stipend or w1th stipend I hereby agree to
abide by the regulations governing leave as set forth in the Educational Leave Program '’
for the South Carolina- Technicaleducation System and will fulfill my service obliga-’

. tion of . months based on the period of this 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 disabllity from personal illness or injury,
or illness within the immediate family (spouse or child) which makes it necessary for
the family to relocate.

I understand that my employer, in aprcroving my appllcation 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. - ) o
. N . . : & . ‘
" APPROVED: ’ SUBMITTED:

(President/Director) ' _ . (Applicant)

Date _ . Date

31.
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. APPENDIX A

_ PROGRAM PROPOSAL AND REPORT DOCUMENTS | -\\.
. . - T : . S . v

YA o : . FSD

/_ o ‘ ‘ SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM - "

NOTE: : -
. FORMS FSD-1, FSD 2 FSD-3 ARE DESIGNED FOR THE PROGRAM. PROPOSAL.
"~TN“ FORMS FSD—A 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 partic1pat10n
* (Form may carry sections for varlous activities

with estimated costs) = - e AN
- Forms for reports to FSD coordinator . S o
o Records -of participation in FSD activ1t1e§ F L T
: N .(For pergonnel files) ' ‘\\\g\ . o
R Reimbursemegt vouchers ; : <\

_ “~. (Breakdown of "permitted": expenses)
v Ete.s (Other forms as needed and/or desired)

v




FACULTY 'AND STAFF DEVELOPMENT .
- » : - FOR
¢
5,3' B ‘SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

A
°

» GENERAL INSTRUCTIONS , " ' T

| preparation of the faculty and staff development (FsD) program proposal

e

N .Guidelines

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

2. Fiscal Procedures o - ’ : T

Review established general and fiscal procedures appl(cabl to manage— :
¢.ment and accounting of FSD funds and the submission.of repoxt - N
Reference:” FISCAL PROCEDURES MANAUAL, Volume I Segtion 24. OQ\ : T

3. Preparation of Proposal .Af ". . e

o ‘ , . \ o
Prepare all proposal documents in triplicate. On or before\July 15,\‘\\\
of the fiscal year, submit two. complete sets of documents to ' N,

5 Coordinator of Faculty ‘and Staff Development o - RN
" Division of Educational Services
S ' State Board for Technical and Comprehensive Education

Robinson Building, Lexington Avenue ) .

West: Columbia, South Carolina 29169 L e

. - ‘k.\ . . \\ y
N . N~ - . .

N PROGRAM PROPOSAL FORMAT

. The faculty and staff development (FSD) program proposal is'composed of
+ . three maJor dlvisions as follows: - . -

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

The narrative description will cover the scope of the program in ‘terms .
of need, priorities, obJectives, procedures, and resources Respond to the
folléwing elements: _ : o

— : e

(1) Prionities.. Describe the priorities chosen and the’ rationale

N ~_ for selecting them
:ﬁé (2) bjectives\ Relate the activity obJectives to the goals or
i \ purpose of the institution. » _ e

" {3) Involvement in Plarning. State the specific ways the members
of faculty and staff were involved in’ planning : -

K&) Participan;gx Give the general methods for enlisting partici—~
N pants, for diSsemination of information, and for continuous
N involvement of faculty and staff :

{a. | o . 3?7 ‘ ;,. | \; ;.ft | | s

. : Lot v




The narrative description outlining the FSD program is an essent;al

o

component of the propusal.  The .narrative should be a- clear but a con€ise
O description of what is planned and why. Anyone should be’able to read it
o and understand its full intent without misinterpretation or lingering '
/ questions. It sets the tone for the program and gives-a sense of its -
significance, its relevance, and its. credibiLity. -

1

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
"“f111 in‘a "face sheet" as it is passed'to the next level of review. The
summary narrative‘will, therefore, be of service to all concerned. Far
better that the reviewer use the narrative summary, ‘than depend on his/her
» . scan of all of the docvments for the appraisal

2

AThe program proposal format 1is offered-as a gulde, not a prescript. .

2. FSD-2, Activ1ties (DAUs) o - e

’ 3

. The FSD-2 form provides description for ‘either individual activities
‘and/or unit activities (DAUs). The use and preparation of the activity
application is of utmost. importance and requires special consideration. (Cee
"Operational Quidelines", page15, and "Development Activity Titles (DAU),
page39 )

-3. FSD—3 Budget Summary : T .\

' LR

The FSD—3 form gives a FSD budget summary of\estimated income from normal
. . revenue-sources and matching allocation of state funds and of estimated expend—
: itures for the wvarious activity applications. The \summary lists activities by
‘DAU titles, with total estimated expenditures for each . (without breakdown into
. dccount classification) This budget summary is sub itted with the annual
program prppodal and serves to governAESD expenditurey, during ‘the fiscal year.

Y ’ A
v . -

4, . Review and Evaluation

' S It is essential that the progﬁ;; proposal ‘be revieved and evaluated by '
the FSD coordinator and ‘the ‘FSD co
it to t é/coordinator of faculty and staff development of the State| TEC System.
, - -~Following the FSD proposal forms is a FSD prpgram\evaluation chart
o ) tional use (page 41).

.

or institu-

s g "-"
e 1o
. i

ttee of the institution prior to submitting |



':f§§gfl, : B . . 1-: : : "
FACULTY AND STAFF DEVELOPMENT PROGRAM ® »

)

“INSTITUTION °

. July 1,.19__ to June 30, 19___

"

PROGRAM PROPOSAL \ : -

/ ~ Attached is a narrative description outlining the FSD prégra.m, along with
-app.lica.tions for speciijf:;'c/ activities and a budget summary (FS’D~€ and FSD-3_)'.‘

. .-The institution agrees to comply with all Scuth Carolina State laws and
< estgblished policies and guidelines. for Faculty and Staff Development for -
the South Carolina Technical Education System, including T ' ;
N ~ Maintenance-and auditing of,all necessary personnel and fiscal records,
Submission of necessary evaluation and accomplishment reports, T
Accountability for management and promotion.. ‘
‘ . o

- kil o 4
~

APPROVED: . . SUBMITTED: o ST
' President/Director FSD Cdordinator - e
[hd . a N N . . .
Date . ’ - S Date !
Page of pages’
— (For State Office Use. Only)----- -~ = B
‘Comnents/Action: : ’ y
’ . o'ﬁ)'“ . i : “
i . .- . i
" . =r .‘-\ ' - . "
' ) .~
»V ; 39 . .
. b ' .' . ,
T 36
N - . r .




4 ) . . v : . -

e " FACULTY.AND STAFF. DEVELOPMENT PROGRAM

INSTITUTION - U ek
_ APPLICATION FOR ACTIVITY APPROVAL. . S
o - ~ | -
: . - ’\ K
*Activity. Title oo e -

) ACtiV1tY Date(a) L ActivitY Location 1;’;-:? “”f;3;?

Number Participanta S Name of Individual or Group ﬂfﬁ R o oo nm:rf

'Specific Need: _° L

. : - - - - f‘ N -»"»'.‘ ot
) - i .l - N . "L . . , i ‘. " - . ‘v.
- Outcome Expected (objectives'to be accomplished): '
.. 9 . ‘. B ' . :
. : PR - e
. ‘ . v - ] . ! " T . F o v
wooe . ( el s
a ' v ﬁ::\
R | : S ,
o ° Coee . ¢ . \ .
. 'ESTIMATED COST: ' © . Approval Tl

o - . B S s Requested ' " °  Other  _ Total =
. 330100 Salaries m R Y T CL L
-~ 530202 Travel and Subsistence S - ceo e T LT
L 53021Q;. Educational Consultants : - ' C N
530307 -Bducational Supplies .
530411 Professional Memberships L
('530470- . Tuition Reimbursement L.
530607 Educational Equinment ' o -

Total Eatimated Cost } . ST
Total ApproVed by FSD Coordinator _State Board

Approveds -

. - : iy - .
<

‘(Applioant'g Signature, as-appropriaté) 4 f . (Coordinator's Signature) = = Eﬂ

S . : + K 0- " . RN X % : \ N .' ’x_-"._:f_‘\,,.v.-»"":"'
Date' e P _ ‘ S DatefS\\ —— s

,‘-

f *(Please list’ each separate activity on‘aeparate activity sheet; attach narrative and .
apecific documentation as. appropriate._ Thia form may be reproduced aa needed )

.

! - . : N . E i Vo ee Yl




" FACULTY AND STAFF DEVELOPMENT PROGRAM . +
. r ) o B )

X, s

L I INSTITUTION —

- f e

. N : e
July 1, 19 ‘to Juneé 30, 19 '

. BUDGET SlMMARY -

>

ESTIMATED szzm_m

Allocation from»NormaliRevenﬁe Sources
Supplemental Allocation from State Funds ]
o R .o _ Total- -1

L4 A

. Other Income - .Gifts and Grants, Etc, = : , ,
: - : & Total - -

.. g TOTAL ESTIMATED FNBREVENVE = $

© . ESTIMATED EXPENDITURES'.. . - ., _
- N ) ,

v

M,

From Institpﬁ&oggl and Sta;égksﬁk uqd?ﬂ
1.. POSTSECONDARY EDUCA:rm;«{,
2. ON CAMPUS SHORT ‘COURS ES
3.. ON-CAMPUS WORKSHOPS, SEMINARS, ETC.
4. OFF-CAMPUS WORKSHOPS, SKMINARS, EIC.
5. PROFESSIO:AL MEMBERSHIPS

k3

6. EDUCATIONAL FIELD TRIPS

~7. FSD RESOURCE CENTER " .

8. EDUCATIONAL LEAVE

-, R -

~ FUNDS.RESERVED FOR FUTURE ACTIVITIES

\ ' Total S
N N 3 . . ——_v——-

From Other FSD Income ~ Gifts and Grants, Etc.

*ACTIVITY L . "
Total $
TOTAL, ESTIMATED EXPENDM{URES . s

"*If_wS;E than ond astivity 18 involved, attach sheet listing cach activity *
separately with estimated cost. Glve total estimated. cost of restricted
sponsored activitics on the above form.. '

o - 4_‘3%
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1.

0
P L
g

8.

‘EVEtbruggg*ncrrvrrr TITLES (DAUs)

,’A~the .game kiud-or type can be clasgified in combination, forming a Develbpment
H"Activity Uait- (DAU) under one general title - an overall strategy to actualize",
a general objective.- ‘ ‘ '

. - :
In-service development activities that are separate in action but are of

1

POSTSECONDARX EDUCATION = ' ' C *
.fFormal 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 of a curriculum leading to a degree, diploma, or -
‘certificate., -
Tuition Reimbursement (Account Number 530470) N
Salaries Paid _to Visting Instructors (Acco L Number 530100)

ON-CAMPUS SHORT ‘RSES g 7 o
Sh rt courses to improve skills in instruction, planning, decision
making, task execution, multi-media use, continuing education '
courses - with or without CEUs.:
Salaries: for Visiting Instruc cors (Account Nunber 530100)
ON-CAMPUS WORKSHOPS/SEMINARS/CONFERENCES/INSTITUTES
Consortia with other institutions or iitrainstitutional work—f
shops, ‘etc., on-campus, “with or without consultants, with or
- without CEUs.. - ) - ,
Educational Consultants - honoraria, travel and- subsistence
~ (Account Number $30214) . :
Educational Supplies (Account Number 530307)
Registration Fee- (if applicable): (Account Number 530470)
o
OFF-CAMrébﬁWOBKSHOPS/SEMINARS/CONFERENCES/INSTITUTES
» . Consortia’ with other institutions or interinstitutional work~
' -shops, ete., off—campus, with or without consultants, with or
without CEU, .
Travel and Subsietence (ACcount Numbe: 530202) L : .
~ Registration Fee (Account Number 530470). ' ) ' .

-

’

‘. PROFESSIONAL SOCIETIES.

Membership dues and travel. ’
Membership Dues (Account Number 530411)
Travel and Subsistence (Account Number 530202)

EDUCATIONAL FIELD TRIPS ' : .
Field trips to TEC and other institutions and to business and ' {/
industry. / .

Travel and Subsistence (Account Number 530202) _ \

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

\

EDUCATIGNAL LEAVE
Postsecondary education or work with business or industry.
Salaries (Stipendlu(Account Number, 530100)

- o 39 | .
- ' 42 a U



" FSD ACCOUNTING - NUMBER, TITLE, EXPLANATION

¢ -

’

7530100 . SALARTES : | e
>..." Salaries of visiting instructors for on-campus courses {(not honoraria
for consultants). This account covers also stipend (salary) for

Educétippal Leave (substitute's salary not allowed from FSD funds.)

-~ 530202 TRAVEL AND SUBSISTENCE ~ . ' ' '
- Authorized institutional travel expense for individual or group for
- approved FSD activity and approved in conformity with state=law
governing mileage and per diem. - (Travel expense for. attendance at '
institutional association meetings or commuting expense for educational-
courses or for work experience is not ‘tovered under FSD funds.)
530214 EDUCATIONAL CONSULTANTS . . ,‘ . ) «
 — Honoraria and other expenses for consultants - on-campus or off-campus con-
sortia. . Travel for consultants must be charged to this account (no§.530202).

530307 EDUCATIONAL SUPPLIES e v ’

' Educational supplies for upgrading station, Faculty end Staff Resource '
Center,. for use exclusively for faculty and staff development, e.g.,

- professional journals and books, professional éducation modules, and : .
cassettes. This account covers also limited expense for duplicated RN
materials for workshops/seminars/conferences/institutes, but not costs ‘

of personal books and supplies, entertainment, “coffee breaks"”, ettc.

530411  PROFESSIONAL MEMBERSHIPS =~ , . o

Individual® fiembership dues of professional societies (not civic nor

political organizations). Authorized travel cost within limits set :
by the institution for attendance at meetings of professional pocieties -
charged to 530202, - o T . ’

. rff\' R

4

530470 TUITION REIMBURSEMENT : : .
Tuition for approved postsecondary courses, - in“total or in part, and
course related fees, if any. (Reimbursement is not allowed for travel, . °
cost of books and supplizs, and incidental fees.) This account covers
s also registration application for off-campus workshops/seminars/con-

... ferences/institutes. Regigtratioﬁ«fees‘to cover incidental expenses for
on-campus workshops, etc., whether in consortia or intrainstitutional,
may be covered by this account. " (Honoraria and travel expenses for

* consultants are charged to 530214.) 4

530607  EDUCATIONAL EQUIPMENT ,
. Expense of educational equipment is restricted exclusively to purchases
for FSD Resource Center. Equipment must be specialized equipment which
- ig essential to facylty and staff development and must be used in. an
innovative application. It may not duplicate mor replace available )
equipment nor meet regular institutiopal equipment needs. Special
justification must accompany application for purchase approval.

-

¢

43
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. PROGEAM EVALUATION CRITERIA

o

EACH ITEM IS RATED FROM 0 to 10

~ |[RATING

COMMENTS :

oL

!

Impact .on meetidé'develqpment needs
of faculty and staff as outlined in
program proposal. :

Adeﬁuacy~of program design in cover-
ing priorities stated in program pro--
posal. .

Adequacy of propOSed activities to
.meet personnel needs including needs
of_undereducated and undertrained.

Adeguacy of the proposal in communi- A
cating development needs, activities
objectives, ‘and activities procedures,

Relevance of activities Lo stated

. FSD objectives. 1Is it clear why each

particular activity was chosen?

Reasonableness-of costs in terms of
expected .putcomes, impact, use of
results, importance of activitys

. aAdequecy of local allocation of funds

to meet the faculty and staff develop-
ment needs of personnel

Adequacy of ¥SD resource personnel:
instructors, consultants,. other resource
persons tc carry out the.activities.

Adequacy of criteria and procedufes for
process, and/or accomplishment evalua-
tion.- » .

>

Relevancé of total program to TEC
System's philosophy and stated pur-.
poses. .

w -

TOTAL POINTS POSSIBLE = 100 .| Total

Recommendation: Approve ‘Disapprove

Comments:

44 ’
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Revigse __
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.- ,PROGRAM REPORTS
o The annual FSD program report is composed of three\majpr divisions, -
~ utilizing three forms. - I

<

1. FSD-4, Activity Evaluation and Status Report

, A separate report for each approved activity application (FSD-2) must
be made. The FSD-4 should be completed at the time of completion of an activit
‘and held.for inclusion in \the annual FSD report as documentation for FSD-5 and®
- FSD-6. - This report comsists of two parts." B : - '

application for activity appﬁoval,(FSD-2),includes ’
an estimate of expenditures for the activity; each evalu@:iop and status report
(FSD-4) must give the actua cost of the activity. The compilation of data -
from individual activity reports will give the data for a DAU report (FSD-4)n
This data will be reflected \in expenditures recorded in the fiscal budget
summary (FSD-5). . ' L S
T ) - Nt
(2) Activity Status and Evaluation. The status and“evaluation report
. provides for a detailed instituticnal report of status dpd«egaluation-of each
activity. An adequate narratiive must be attached to the FSD-4 report, giving
the institutional evaluation of the activity. The narrative should document
briefly but adequately the regults/outcome of the activity. This report will:. -
- pe reflected in the.annual institutional evaluation of activities (FSD-6) .. :

- (1) Funds Data.. Eaé

2. FSD-5, Year-end Fiscal Bu get Summary

This document 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.) : S :

All expenditures reflected under FSD-5 column designated "Approved (FSD-2)" -
must be consistent with approved line items on thé Application for Activity
Approval (FSD-2) and the actual expenditures veported on the Evaluation and - .
Status Report (FSD-4). The FSD-5 carries DAU titles with costs for each listed
by account number. ' '

) ] Restricted-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).

»

3, FSD-6, Annual Institutionmal Evaluation of Activities

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'. T : e

, One copy ezch 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
R made to the state FSD coordinator on or before August 1.5, following the end' .
of the fiscal year. o ~

) i 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.

ERIC . At
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FACULTY AND STAFF DEVELOPMENT PROGRAM a

S L ~INSTITUTION .
'// - D July 1, 19 to June 30, 19
“EVALUATION AND STATUS REPORT | © Report ‘Date

77Evaluator (Name and Title)

; Activity Title

Activity Date(s) | - Activity Location

' Number Participants = Name of Individual or Group

 ACTUAL COST: . : Actual within . ° B :
o . ' ' : Approved (FSD2) Other = Total "
530100 Salaries . $ . $ 8 -
- 530202 Travel and Subsistence , n -
530214  Educational Consultants ‘ N

530307 Educational Supplies .
530411 Professional Memberships ' ‘ )
530470 Tuition Reimbursement ‘
530607 Educational Equipment

Total Actual Cost

Total Approved (FSD2). -

Unexpended Balance (This Activity)
q(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 Evaluation (Check one or more items)
: Questionnaire
Expert opinion
Consensus of ‘peers

" 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 revise .approach if repeated

1)

4. Value of Activity (Check one item) : -
o ‘ High value; highly recommended

‘Marginal value; worth repeating with better partlcipation
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.

Y 4
- 43
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R |  FACULTY AND STAFF DEVELOPMENT PROCRAM | ©

: o 7 INSTITUTION o
Fiscal Budget Statement & Request for Reimbursement '
Year Ended June 30,

’

'FUNDING SOURCE:

,_Institﬁ;ional Funds ‘ . L - $ - -
State Funds Faculty & Staff !/
Development" Allocation

Total Unresgricted $ ' .
Restricted-Sponsored Revenue _
Total Funds Provided $
_ EXPENDITURES: : ' . Approved : T :
, ~ : B " (FsD2) Other s Total
. 1. POSTSECONDARY EDUCATION v .
Tuition Reimbursement (530470) $
Salaries- Paid to Visiting : :
B Instructors *:  : - (530100) ' $ $ $
2. ON-CAMPUS SHORT COURSES o
" Salaries Paid to Visting . -
Instructors (530100)
3, ON-CAMPUS WORKSHOPS, SEMINARS, - ‘
. ETC. © Consultants (530214) § : oo .
o Supplies (530307). ’
. . : Registraticn (530470)
4. OFF-CAMPUS WORKSHOPS, SEMINARS, '
) ETC. . Travel (530202) §
. o Registration (530470) _. -
5.-PROFESSIONAL MEMBERSHIPS -
Dues - (530411) §
Travel: (530202)
6. EDUCATIONAL FIELD TRIPS
T .~ Travel (530202)
7. FSD RESOURCE CENTER - . B
Supplies (530307) $. . ' : iy
Equipment (530607)* . S
8. EDUCATIONAL LEAVE ' - 7
' Stipend (530100) '"
Total Unrestricted FSD ' : $ . $ $
Restricted-Sponsorad FSD : . XXX -
' Total FSD Expenditures ‘ $ $ $
TOTAL BUDGET _ $ S $
% $ . Paid by State Board Included.

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 DATE _

Institution President/Director

47 e :
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. . Relevant Excerpts from FISCAL PROCEDURES MANUAL, Vol. I

_____,/ WL

—

) 24;5.09 State Faculty and Staff DéGEIEEBE%: Reimbursement

Collection of the State furnded portion of the Faculty and Staff
“Development Program will be effected by filing of the Faculty and
:Staff. Development Program Fiscal Budget Statement and Request for
Reimbursement (FSD-5 Form). The reimbursement and financial -
statement will be executed on’a cash-badis, with.approved activity

, . not paic¢ by the institution at June 30 of the fiscal year deferred

e _ and applied. to the program budget in the subsequent year 8 activity;

For the reimbursement claim to be acceptable, the following pro-

cedures must be followed: o ’
. .
y (1 The FSD~5 must be completed as to all entries and filed
. directly to the State Board Finance Division no later than
July 10, following the end of the fiscal year for ‘Wwhich
claim. is made.. -

(2) The financial records of the institutien. must contain .
adequate external documentatioq,supporting each disburse-i
ment of FSD funds. The documentation.is not required as -
backup to be submitted with the claim; however, individual
transaction documents are subject to request from the State:
‘Board for subsequent State Audit reference. The State
Board Audit Program will also include an extensive test of
documéntation on the FSD Program.. Specific documentation

'examples are referenced in Section 24:.5.20.

(3) All expenditures reflected under the FSD-5. column designated
"Approved (FSD2)" must be consistent 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 -figcal period.

(5) The FSD-5 flled for reimbursement claim does not affect the
filing required in the FSD final program report. (Final . B /
FSD program report consists of FSD-4, FSD-5, and FSD-6.)

24.5.10 The entries provided on the Fiscal Budget Statement‘and Reduest for
Reimbursement (FSD-5) are ‘as 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" -

y accounts (102080 - 102100) The amount of claim is to be entered

us 48




State Funds Allocation - (continued) ' :
as earned revenue at the time the claim is filed with the State

"Board.

v
4

Restricted—Sponsored Revenue - is to be disclosed only to the
_ extent expended during the report period . -

EXPENDITURES: ; ' L o
+ The account numbers delineated on the FQD—S Form accommodate only
the line items that may. be added\to permit disclosure in the |
“Other" column of all FSD expenditures. The activity categories
- (1) thru (8) corrélate to the individual activities apprdved on
the FSD=-2 Form and reported on FSD-4 Form.

The FSD-S Form entries ‘normally will not be available as a direct
transfer from budget gubsidiary records. The entries are small -
volume and-way be derived by analysis from the records. Automated/
Manual subsidliary records may be established at the discretion of the
institution. ‘ _ o

T é4.5;20 External Documentation Requirements

- Object Code_lOO "~ Normal payroll file data including necessary e
' : " approval documents referencing Educational >
) Leave and Dual Employment Forms (outside _ i
o , instructors) . .

[

202 -~ Individual, signed travel reimbursement forms

N | 214 - Invoices rendered by the consultant to the : .
' : institution delineating time and other charges
- and description of services performed

- 307 - Vendor invoices supported by -evidence Zﬁ
. required institution puchasing policile
(Section 18).

T a1l - Copy of membership application form.

470 ~ Lopy of pald recipt from institution of higher
- learning for tuition paid by employees and
registration application for conferences/work-
shops/institutes/seminars. N
607 - Vendor invoices, if paid by institution, FSD
reference on requisition if State paid.. Foot-
note the FSD-5 for any Staite Paid amount included
. in the report. : ' .

4 24,5,30 " Form Example (FSD—S) (Fiscal Budget Statement & Request for Reimburse-
: - ment) (See page 44 FSD MANUAL,)

’
>
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'\ FACULTY AXD STAFF DEVELOPENT PROGRAY

SR T TGN

Juy1,19  tolwe3, 1

f5|, ANNUAL INSTITUTIONAL E‘nLUATION OF ACTIVITIES

e
—
P

Nunber‘ Status of Succeaa of ~\Value of . Total

: ‘ pd . ‘ ‘ : s
.. Title.and Objectives of Activity (DAU) - C of : . Activity: Activity tivity:  Cost
: . : 0 Employees C,IP, ¥C. Rate 3to 0 Rd e 3 to 0 To-Date
. ) — i o )
O NSISKODARY DUGATIN R
Fornal coutses on campus or off campus, credit or - ' -
noncredit, postgraduate or wndergraduate - | -, R W

 ON-CANPUSASHART COMRSES

- Short courses to mprove skills in instruction, .
‘ continuing education courses : S - s

. ON-CAMPUS WORKSHOP/SEMINARS/CONFERENCES/INSTITUTES i
’. Consortia or intrainstitutionnl workshops, etc, .

OFF-CAMPUS WORKSHOPS/SEMINARS/CONFERENCES/INSTITUTES
" (onsortia or interinstitutional workshops, etc,

PROFESSIONAL SOCIETIES
Memberships dues and travel

EDUCATTONAL FIELD TRIPS ,

Fleld trips to TEC and other institutions
and to business and industry ‘

FSD RESOVRCE CENTER = . e
- Educational suppiies and equipmect : : h )

© EDUCATIONAL LEAVE S Sy
' Postsecondary education ot wotk with
business of industry

07AL S mmiamsry

(Note.. See Key for Institutional Evaluation of Activitieo) " \ o 1
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' FACULTY A:D STAFF DEVELOPMENT PROGRAM

* SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM | » e

> 7 KEY FOR INSTITUTIONAL EVALUATION OF AGTIVITIES

. ¢
P ) . o

Status of Regorted Activity (Cleck the status activity at date of report )

(To be used with Exhibit of Annual Program Summary) ; Lo

Lo e 'Activity has been completed. . (Completed -c) : :
' ¥ IP = Activity is in progress and will be continued. = (In Progress r IP)

NC ~Activity.never started or started and abandoned.‘ (Not‘Completed - NC)

Success of Reported Activity (Check item which most accurately describes the
Yo institutional evaluation.)

3° Achieved objective; desired outcome essentially realized;' considered
highly successful by participants.
2 Considered: moderately successful; worth time and money ; ,outcome
considered worthwhile by participants.
1 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

:
I

Value of Activity (Cheek-item which most accurately describes the institutional
v evaluation.) - ‘ ;

r

3 Very valuable; activity highly reqommended for FSD; well worth cost
. of time and money. !
2 Marginal value, yet worth repeating with better direction and
participation,vworth the cost oﬁ time and money..
1 Neéfyral value - must completely,revise approach if repeated not
wo¥th the cost of time and money . .
0 Not recommended benefits disproportinate to costs; not be repeated‘

! . ‘
! : . : : , 0
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FACULTY AND STAFF DEVELOPMENT DEFINITIONS

P SOUTH CAROLINA TECHNICAL EDUCATION SYSTFM

NOTE: - &

"THESE DEFINITIONS ARE TO BE APPLICABLE TO THE TERMS WHBN USED IN/
THE FSD PROGRAM. S
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| FACULTY AND STAFP DEVELOPMENT DEFINITIONS .+ *

o FOR o c N

S SOUTH CARGLINA TECHNICAL EDUGATION SYSTEM
4:‘ P - - \ o ) 0. : )

o,

.

o

The following definitions may be h lpful when planning, implementing, conducting, ,}_ :
and evaluating faculty NG staff de" elopment programs ,
[ e . \ - . . I
AGCOUNTABILITY, RespoUSihil*tv for results of an activity, procedure, process, P
. or program . : \ . - -

: 0 & e ) ) Sl

ACTIVITY -A sneci‘ic ¢ourse of action\to achieve a measurable cutcome, to'be ff. BN

‘carried out within a giveu time span), under specific conditions;: activitx R L

+ - igopaotes’'spécificity" of action and \results. (Activity is the term to be .

g . used in FSD, chosen in preference to @ther terms that may‘be conside.ed.more-u
or less synonymous ) .o . A A Lk

E ® va

ACTlVITY UNIT A number of FSD activities separate in action but of. the same: kind
. or type, and united under a common obJective ‘which is ndicated by classifi-' o
cation title (see Development Activity Unit ) I | a - S A&

T . . . { . ey
f. . : B

ADMINISTRATION The process, practices, and rqtionalized uechniques of decision-s;,fii.;

- making, and actions employed in ach1ev1ng the purposes, goals, and objectives:;—f_’wy
of. the FSD program . R :

ALLOCATION Fundlng provided a program, 1nstitutlon, or system for a spccific o
purpose. _— ‘ o o ﬁ,,' SRS

BRIENINGS: Planned communication programs to- orieut specific target groups

BUZZ onSIONS Problem solving technique involv1ng small group discussion to -
mayimize individual participation. <Bometimes called "Rap Sessions". ,“‘ O?/

CALENDAR FOR PLANS AND REPORTS: Deadlines for plans and reports due in the central
offipe of the State Board for Technical and Comprehensive Education. . 4

COMMUNITY INVOLVEMENT Active participation by members of -the communlty - busipess, f%
industry, agencies, schools - in the planning and/or implementing a program. L
CONFERENCE I meeting for consultatlon, discussion, or an interchange of opinions
and information whether of ind1v1duals or gréwps. . ' .
CONTINGENCY FUNDS: Budgeted funds designated for unscheduled activities and/or S
expenses, but restricted to expenditures on activities commensurate v1th the '
approVLd FSD plan. . ‘ ‘ ‘ o,
COORDINATOR: An educator - administrator or. instructor - responsible for the L Jﬁ
harmonious administration ‘and operation of & program; one Who is’skilled in :
'decision-making in processes Qr activities requiring leadership in interpersonal '
behavior - ’

COURtE - An educational unit at the high school, post-secondary or college or S ,
univcrslty level, consisting of a serdes "of instructiom periods dealing with a .
particwlar subject; sometimes used as synonymous, with curriculum and progranm .
to . indicate & complete, progresoive series of studies necessary for graduatiom

4y
E
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‘o

- LEADERSHIP Interpersonal behaviors which cause a group to- progress satisfactorily -

DEVEDOPMENT The actualization of +he potential advancement and cnhancement of

EXPENDITURES RESTRICTIONS' FSD funds nay not be used for expeciifures for

. o . . - B - c
- 8 . . ! . C ) L3
N . . . . . -

"+ CURRICULUM: An - vaﬁized oup of courses designed to meet an educational obJec-

 tive; somet’ used syfonymously with program and course to indicate a complete,
progreaaive wuries of udies necessary for graduation.

nnsxcu'von FSD PROGRAM: Arrangement of components of the progranm; description of
objJectives and activities 4+o achieve the crganized for communication and:

promotion._'

v L o v

knowléﬁge, skills, and. effectiveness

(l) Development Program: Combination of planned activities tov aclileve the
i obJectives of development, goels, objectives, and activities of the
£ organization with the procedure tc accomplish them. = 3

N

(2) Persorinel Development/Improvemer*°  Involves pre-service and/or in~
~“'gervice educational and/or training activities to prepare or improve
personnel in their roles and ¥ snonsibilities in’ endeavcrs vhich are

\.'*"ff . educational or educationally related

(3) _Development Actiyi_y,Unit . Interrelated deveIopment activities which may be k
classified or categorized under one title (DAU). (See Activity Unit,) /-
DECISION MAKING Using Qkills neceSsary in understanding cause and effect relation-‘
hips and in applying data or information to the solution of a problem or to the
'mination .of a course of action.

ELIGLHLLITY Quali&ncations necessary for participation in activity/activities 2
" under FSD program, qualifications vary for the various act‘ 11ies. B

Justitutional projects such as research, self-study, planning and ‘evsluation

. of new- iducational programs; or for salaries, salery increases, and fringe
benefits; cr for any normal expenses common to operation of any college, e.g. . .
sttendance at meetings,which are associational and institutional rather than | .~
instructional and individual. ) . o '

-

FIELD EXPERIENCE "Work activity‘acquired by faculty and stafi in a practical '

3ituation usually off campus in business or industry, sometimes referred to. )
as "life experience" S ‘ , ‘ o . .

GOAL: Nonmeasurable end desired and sought through means to that end; aim
accomplished by anticipation and expectation derived by ratiocination.

;GﬂIDELINES Statement which identified a procedure and offers required or optional

methodology and parameters for performing that procedure

IN-SERVTCE EDUCATION Activities designed to promote personnel development and e
improvement ‘of faculty and staf£ while on-the-job or employed. . o

A1

in ncbieving its goals and objectives. . ®

LEARNIKG’OUTCOMES Specific changes in learner knowledge, skills, or competencies

ributed to a. teaching strategy, learning activity, or directed’ experience.
X - A N ‘v“‘. . . 51 .
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/" ‘ o, ~ . ’ K ‘.l.. L ) _i‘f\‘.’ ‘..\..\
Nll-» or po.rt-tine off from work or dutiee. '

(l) _ggce ionel Lewes Leave fxom work or dutiﬂ-a to pa.rtioipete in courses g
C o of/study or. or in vork exparienee"\ e

(2) gdueetionnl Leave withou$ Stinend. Il‘nll—‘bime or pa.rt—time leme 1n a ronpay
: status; sueh leave-is ap: ‘ed in sdvance by the employee's supervisor, -
1nat1tution s head, ‘area . .amission, agency's head, a.genmr. Btate Budget
o end Control Boerd. a8 appropriate.

(3) !dgcntionnl I.enve witn Stipend: rull-tine or part-tine lenve vith stipend;
/" such leave s 18 ¢ epprmd in advunce by the employee's supervisor, institu-
: tion's hend, area comz! ' :ion, egency'a heed. agency, Stete Budget end
7 . Comtrol Board, as epprw riate. '

o OBJBC‘HVE '.l‘he measursble outcome desired and striven for vithin a given time spa.n. 2
FU under specific-conditions; an objective may be deseribed as-a desired result or - '
condition. or. &3 the establishment of & deaired proeese or eetivity

0!'! ntm FBD ACTIVITYY FSD netivity ou‘riea oo 'by en employee vitnon* losa of
L emlwee 3 work time. productivitv. or effieiancy in hia/her ae:wiee ares.

ORIRMA!L‘ION t - Planned communication programs to orient terget gx-oups. use of\

_ interpreteﬁion end fa.miliariza.tion ‘to achieve ndjuatment or eooperetion. AN

PEBI'ORMANCE OBJ'EC'I‘IVES O'bservable behaviors wvhich a learner ahonld be ce.pn'ble f
of performing at eonclus'lon of & learning activity which includes: terminal

;& " parformance;. category of learning, ©.8., cognitive, affective psychomotor; :
~ 7. . conditions under which perfomanee is carried out"s.nd er ter:[on of accepta.‘ble
;;:«,gj' perfo:‘mnnce. .

e ‘!,'OI.I"Y' Reguletions set Lorth through stntute or netion of a governing ‘oody to
A eate‘o).ieh principles beaie to a chosen course of ‘action to fulm.l. a misaion
“ op ,pnrpoae. . S

~

; ’PROOEDURE Operet:lo.,ml unit established for m»lementation of polioy, 2 particuler\
« - eourse or eetion or way of accomplishing some obdective. | _ . \_{

PROCB“‘S EVALUATION' Provides periodie feedbeck to persons responsible for condnqting :

0 programs or activities to:. (1) Detect and predict defects in the procedural :
dusign or in its implercntation stages, (2) provide information for programmed
deoiaions. and (3) maintain & ‘record of procedure Or' ection as it occurved. ' _'

PRO!'ESSIONAI. EDUCATOR: One ‘concerned with both the theoretica.l Lnd -practical
nspects of human endeavor in the field of educat:lon,, with the ‘application dn
. that endeavor of special knowledge and skills acquired by formal education or-
experienee or both. - _ . S ,\

PROGRM( DEVELOPMENT : (To be distinguished from “"Developrment Prom&\am“ and
" "pargonpel Development") Refers to improvement by additioca of imnovate elements
t0 in:r.ace effectiveness of institutionsl services, vis.,. sdrinistrative and
student persunuel services, clericel, Janitorial, and maintena.ue# gservices.
'me toeun is upon the institution and not upon the individua.l en;ployer.

. 5

PROPOSAL (FSD): The organized description of the activities Lnd budget for faoulty
end ntafr ﬂevolopment submitted for consideration. - |
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SEMINAR (1) A type of meeting in whlch partlclpangg are studying under a leader,
each perticirant being involved in discussions, exchanging of ideas, and reports;
(2) a type of formal education in which students work under leadership of un .
instructor in research, diecu381ons, ‘and ‘reports -with the expectatlon of receiv-
ing academic credit. »

'SIMULATIGN: A echnlcue which attempts to duplicate a real-life phenomena under |
experimental | Qonditlons . . §

. \ B . ‘ ) B
STATUS REPORT: Leport of process and progress evaluation of an activity or progrem
~ given at some point in time for th: purroses.of decision making or evaluative '

Judgment . '
STII AND: Funds granied'ifor an aopfoved'act1v1ty, including, as applicable, cost.i
of tuition and course related fees, basic living allowance (full- or part-

pay as determlned) to provide suppo*t for an individual in an approved educatlonal;
act1v1ty '

STIPEND RESTRICTIONS: If a program of stuiy for which . stipend is awarded is

. offered by one or more accredited institutions of higher learning within the State
of South Carolina and the rec1p1ent is ghle to gain admission to one of these,
the stipend shall be used in said institution. ‘If not, the stipend may be used
at any accred1ted 1nst1tut10n to which the rec1p1ent is able to gain admls,lon

SfRATEGY A plan of .action to be ca;rled out to achleve an objectlve; FSD'&CtlYlty.
. : o L . 7
SUPERVISION: A phase of administration focusing on the accomplishment of an
objective. - : . . . ) ’ .. .

TECHNICAn EDUCATION: Tfalnlng'process 1n‘preperlng technlclans for employment in,
"occupations requiring specific kncwledge and skills, scIentlflc and mathematlcal
appllcatlon as dlstlngulshed from general educatlon ’

TWCHNOLOGY The sclence or study of the practical or 1ndustr1al arts; a- technologlst
' is one who makes or directs appllcatlon of the knowledge and skllls of the sc1ence.

1 ! B

TRAINING. The development of & canablllty to accompllsh a repetltlous, step—by-
' .stcp, task; - instruction to make proficient or qualified by skllls for a’ spe01f1c -
task in vocat10nal~techn1cal occupations.

'_,UPDATING/UPGRADING %upplemental or exten31on tralnlng or experience for the pur- ~
" vose of increasing knowledge, skllls, or prof1c1enc in a speclflc subject rield,
technology, or me+hodology , . — ¥ :

i9'UPGRAﬁING STATIOV Locatlon for upgrading learning activity such as work experlence %
’ 1n business or industry or formal study in 1nst1tut10ns of hlgher educatlon
| VOCATIONAL EDUCATION: Educatlon and tra1ning for employment in semi-skilled,
~ skilled, and some technical occupation; often. hyphenated with technlcal, i.
: vocatlonal-technlcal educatlon .

(VR
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' CHECK LIST PROFESSIOI\AL NEEDS

'SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM

4 o

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
‘ LNSTITUTIONAL USE.

'




. CHECK LIST TO ASCERTAIN PERCEPTIONS OF GENERAL AND SPECIAL EDUCATIONAL NEEDS |

. This instrument may be used in . four ways: (1) Respond to all numbered items,

»?(2) .Respond only to broad lettered items A-K; (3) Scan and respond to five numbered

'items which represent greatest needj (4) Use in a counseling situation. ‘

f\\‘  Listed below are skills and competencies needed by individuals. Please add skills
. or competencies that you feel are important. Please indicate the depree you heed to

" acquire each competency. . Also check the urggncy or immediaqy for your obtaining or
_ggrading,the competency.

e Degree of Need N! . B When Neaded
. ‘ 1 -~ Some _ ' . -1 = Now (within1 year)
. L 2 = Much o 2 - 2-3 years
3 '~ Critical o A 3’ - Long-range -
_ : Degree of. Needs Wheu Needed |
.Topic, Skill or Competency Areas _ : : ‘ :

v - . 1 ] 2 3 i .2 3
- A, Program Plaunniag, Development, and“Evaluation ' : -

1. Occupational educaticu needs surveys

- 2. Working with advisory committees ' - ‘ - LA
3. Occupational task analysis/competencies/ s
requirements -in curriculum development

4. Developing objectives for courses: -

.5. Developing a series of courses

&Enhutgwwﬂmﬂpmym&vdmuMn

. 7. Other (specify)

{43. Instructional. Planning

8. Individurlizing instruction

9. Developing ¢ourse units -

. 10. Developing lesson plans

< 11, -Developing audio-visual materials

12. Selecting instructional resources

13, Developing learning actiyities . . 3 - o
14 _Other (specify) ' ’ N D o

" Ingtructional Execution . 2]

15. Teacher-centered methods of presentation

-~ 16. Managing student—centered learning
' activities

. 17.7Using multi-media technignes ' ‘ : K ,WF-
18, Incorporating community resources / ' S

_ 19, Teaching;gisadvantgged/handicgppgd / —
». 20..0ther - {apecify) - .

v

. Instruction Evaluation

"2). Self-evaluation of instruction | R B .

- 22, Student evaluation of imstruction

23, -Appraising student performance 4 . -

- 24. Student performance criteria

-25.. Student self-evaluation of pro gress g

26. Tests and rating scales -

27. Other (specify) 3
e ;_‘—_..'.-_ ’ : 5 9
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°
N

. Degree of Needs

N When Needed
1 |2 3 1°] 213"
E. Managemeat : -

28. Facilities/equipment/supplies s
29. Preparing budgets i
30. Filiqgﬁinstructionallmaterials & records
31. Mandging student learning activities
. 32. Providing for safety in classroom/lab £
.33.:0ther (specify) :
F. Guidance .
34. Counseling with studenta . Yo
35. Working with counselors/teachers
36, Other (specify). = - . o
G. School - Community Relations ‘1
- 37, Publicizing vocational ed. program '
38. Working with community agencies & groups '
39. Working with business and industry. A
40. Working with State officials |
41. Other (specify) - - /
_.H. Student Organizations [
42, Working with student organizatiors ”
43. Other (specify) - -1/
I.” Coordination .:'. ;

- 44, School-community voc.-ed. programs - [

- 45, Other (specify) - . <
‘JI Professional Role and Development ]

" 46. Updating my subject matter knowledgé '/

‘ " and understanding !

" 47. Updating my occupational skills and work ! /

: - experience )

~48. Updating my philosophy of vocational, /

. .technical, and adult education - 5
49, Other (specify) P
K. ‘Miscellaneous ,

50. Other (specify) = . =~ T

51. Other (specify)

Comments/Suggestions.

- CLEARIN ATEIE I 'l'.'g.'.n
JUNKH(LOLL-ULZ

(o>
<o
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(Please see~instfuctions)



