PROFESSIONAL GROWTH PLAN

FOR

JEFFERSON COUNTY EDUCATIONAL AND OFFICE PROFESSIONALS

PHILOSOPHY
Section I

The educational process requires quality service from all classified as well as certificated personnel.  The efficiency and effectiveness with which support services of educational and office professionals are provided is of great importance to the District.

To ensure desired quality, attention must be given not only to the qualifications of those being employed, but also to the support and encouragement for continued improvement of classified persons on the job.  Improvement in performance can occur as a result of both experience and training.

Improvement on the job is the responsibility of the employee, but the District can help by offering training programs.  The District can also provide incentives of possible promotion and additional salary benefits.
Educational and Office Professionals who improve their job knowledge by participating in training classes, etc. which relate to District classified positions will be eligible to receive remuneration as they complete levels of earned credit, as indicated in this professional growth plan.  Training programs should be available for voluntary participation by employees who have an interest or need, which can be filled by the training.  Where District priorities, Board objectives, changed job requirements, the need for improved job requirements, or the need for improved job skills or job performance call for additional training, educational and office professionals may be required to participate in necessary training.

DEFINITION OF TERMS

Section II

1. Office Professionals include:  Classified Office Support Staff, Paraeducators for Children with Disabilities, Library Media Technicians, Educational Tutors and Instructional Tutors.

2. Job Entry Skills are skills required of a qualified applicant for a position.

3. Professional Growth is improvement in job performance achieved by gaining knowledge and skills as a result of participation in approved educational activities for which credit can be earned.


4. Professional Growth Application is a plan to improve the employee’s value to the District in a classified position.

5. Credit is a means of measuring the involvement and successful completion of approved experiences and courses, which provide professional growth.  Units of credit may be earned through completion of projects specially planned for an individual, in-service courses, continuing education courses, and college courses.

6. Basic Certificate is the first phase of the professional growth plan consisting of five (5) levels at 60 clock hours each, for a total of 300 clock hours.

7. Advance Level I is the second phase of the professional growth plan and can be earned only after completion of five (5) basic levels.

8. Advance Level II is the third and final phase of the professional growth plan and can be earned only after completion of the five (5) basic levels and Advanced Level II.

9. An approved District in-service activity is a training program offering credit which applies to salary increase and which is approved by the Professional Growth Committee and the President of JCAEOP.  There are four kinds of approved District in-service activities.

a. A Professional Growth Experience is a training program in which the employee engages in an approved training activity, which offers an opportunity to improve job performance in a classified position.


Examples:  In-district training programs, out-of-district workshops, seminars, and conferences.

b. Continuing Education Courses – Courses organized and approved by the JCAEOP Executive Board, which are of value to classified employees in improving their job performance.

c. In-service Courses – A training program organized within the District to assist employees to improve performance on the job or prepare for planned change in assignment.

d. College Credit – Approved credit earned by completing courses in a post-high school training institution.  This includes District approved vocational schools, community colleges and four-year colleges.  An outline of required classes for a degree must be submitted along with updated Professional Growth Application.  Transcripts must be submitted upon completion for classes.

10. Copies of forms, which are to be used in the professional growth program, are shown at the back of this booklet.


PROCEDURES FOR PARTICIPATING IN INSERVICE AND

FOR

EARNING CREDIT APPLICABLE TOWARDS SALARY INCREASE
Section III

1. An employee’s supervisor determines eligibility for participation in credit-earning activities.  Approval is based on a number of requirements.
a. The employee must be eligible for representation by CSEA, as defined by the negotiated agreement for Classified School Employees.

b. A classified employee is eligible to participate in professional growth activities from the day of employment, but will not be eligible for payment for such activity until their one (1) year anniversary in a position as indicated in Section II, and has completed a satisfactory evaluation period.
c. The training needed to acquire job entry skills prior to employment is not considered to be growth activity for which the District will provide increases in salary.  Training to maintain job entry skills is a personal responsibility of the employee, and review courses for maintaining job entry skills are not considered for credit leading to salary increases.

2. A Professional Growth Application (Form #77) must be filled out by each employee.

a. The application should be developed by the employee with consideration of advancement in present or future classified position.

b. The signature of the JCAEOP Professional Growth Designee will indicate approval of the application.  

c. The application will be placed in the employee’s file in Human Resources.  In-service activities can be approved when they are in line with this professional Growth Application.
d. The employee should update their application when appropriate.

3. A Professional Growth Course Credit Form (Form #71) must be completed to verify participation in an approved District in-service activity (see Section II, #9).  The Following procedures are used in submitting a Professional Growth Course Credit Form:

a. An approved Professional Growth Course Credit Form (Form #71) must be submitted to the instructor of an approved District inservice activity.  For approved college courses a copy of transcripts must be submitted upon request for remuneration.

b. To apply for a Personal Growth Experience (in-district training program or out-of-district workshops, seminars, conferences), the employee must should prepare a Professional Growth Course Credit Form (Form #71).

c. If the employee does not have a form #71 at the time of the workshop, class or seminar, but the event offers a signed and dated certificate of participation, a copy of this certificate should be attached to a form #71 and submitted to Human Resources for the employees file.

4. Requirements for approving and reporting credit earned:

a. The number of units of credit or clock hours of course credit earned will be entered on the Form #71 after the course has been completed.  The instructor will complete the “To Be Completed by Instructor” section.  The completed Form #71 for participants who wish to receive credit for the course will be forwarded to Classified Human Resources.
b. Credit for each type of professional growth activity will be determined as follows.

1) Units of credit or clock hours for approved inservice courses and continuing education courses will be determined in advance of the beginning of the activity.

2) College credit will be earned in amount identified in course numbers and descriptions as defined by the college.  Colleges on a semester credit basis will have their credit hours converted to units of growth credit (i.e., 1 credit equals 15 clock hours).  An official transcript must accompany a completed Form #71 and submitted to Classified Human Resources.
3) An employee will be allowed to receive credit toward salary remuneration if they are scheduled to attend a course during normally scheduled work hours using earned employee benefit time, personal or vacation leave.  An employee will receive credit, even if the District is funding the activity.

4) Credit will be given if courses taken are funded through grants from associations such as CSEA and JCAEOP.

c. All inservice credit is approved by the Professional Growth Chairperson and/or committee and the President of JCAEOP.


GUIDELINES AND PROCEDURES FOR APPLYING

PROFESSIONAL GROWTH CREDIT

TOWARD SALARY REMUNERATION

Section IV

1. Salary remuneration will be granted for professional growth according to the following procedures:

a. Basic Certificate
1) Applications for Monthly Remuneration can be obtained from Classified Human Resources.
2) During the first year of employment in a regular position, employees covered under the JCAEOP umbrella may participate in classes, inservices, seminars, etc., to be applied toward professional growth credit but may not apply for a salary increase until their one (1) year anniversary date.

3) Employees must be eligible for representation by CSEA as defined by the negotiated agreement for Classified Office Professionals to receive remuneration.

4) Monthly remuneration of $11.00 per month for 12 month and 10 ¼ month employees will be paid for each level of professional growth credit earned.  A maximum of five levels will be granted for a total amount of $55 per month.

b. Advance Level I
1) Thirty (30) semester college credits.

2) Advance Level I can only be earned after all five (5) basic level increments have been completed.

3) College credit must relate directly to your Professional Growth Application and an outline of the required classes for the designated degree.

4) A monthly remuneration of $74.00 per month would be received for completion of Advance Level I.

c. Advance Level II
1) Thirty (30) semester college credits.

2) Advance Level II can only be earned after all five (5) basic levels and Advance Level I have been completed.

3) A monthly remuneration of $97.00 per month would be received for completion of Advance Level II.

APPEAL PROCEDURES
Section V

Employees may appeal to the JCAEOP Executive Board for assistance concerning the interpretation of approved courses.



JEFFERSON COUNTY ASSOCIATION OF

EDUCATIONAL AND OFFICE PROFESSIONALS

PROFESSIONAL GROWTH APPLICATION
General Information:
Before completing this form, refer to J.C.A.E.O.P. Professional Growth Booklet.  You must comply with all aspects of this plan to be eligible for monthly remuneration.  Return this form to the Human Resources Department (Classified Employment).
Employee Name:

Date:

Date employee obtained position covered by J.C.A.E.O.P. (Office Professional, Library Media Technician, Paraeducator for Children with Disabilities, Instructional or Educational Tutor:

Current Position:

Dept./School

Responsibilities of current position (job description may be attached):


Education: (High School/Equivalent)


College:  (Completed Degree(s), Classes, Courses)


Seminars:  (Attended while employed by Jefferson County Schools)


Experience: (Previous/Job Related)


OBJECTIVES:

As sections pertain to your position, completion of pertinent information will be required.  When you apply for salary advancement levels, this plan will be referenced to verify relationship of classes, seminars/conferences, inservices, etc., to your indicated objectives.  Indicated objectives must coincide with signed credit form #71.  You will need to update this professional growth application before the next level of credit will be approved.

Training for improvement in present position:



Training for change in present position:  (indicate date of change)


ADVANCED LEVELS I AND II (Business/Education College Credits)

Training for change in position/profession:  Date degree requirements submitted:


Method of Training to Meet Objectives:
Continuing Education Classes ___Inservice Classes ___
Seminars/Conferences ___
College ___

Other Institution (specify)



(Employee’s Signature)


(JCAEOP Professional Growth Designee)

Note:  It is the employee’s responsibility to complete the “Professional Growth Course Credit Form”  (Form #71) with required signatures and submit them for placement in their permanent personnel file.  It is also the employee’s responsibility to track credit hours/college credits and complete a remuneration form for each level.  Remuneration forms can be obtained from the Human Resources Department (Classified Employment).

If an employee requires further information they may contact:


President – Jefferson County Association of Educational and Office Professionals


Professional Growth Chairperson - Jefferson County Association of Educational and Office Professionals


Human Resources Department (Classified Employment)

SUBMIT TO CLASSIFIED RECRUITMENT AND EMPLOYMENT

Remuneration Form FOR pROFESSIONAL GROWTH
Employee Name:

Date Applied:

Employee ID#:

Employee Signature:

Current Position:

School/Department:

Hire Date in Position Covered by CSEA:
(to be completed by Human Resources)

**(Indicate level – One through Five, equivalent of $11.00 per each 60 clock hours)

I am submitting my application for the 
 level of remuneration, along with the appropriate professional growth forms (#71).

**(Indicate advance level – I or II, Level I = $74.00  Level II = $97.00 both level require 30 semester credits each)
I am submitting my application for the 
 advance level of remuneration, along with my college transcripts and the outline of designated requirements for the type of degree.

	Title of Course
	Date Completed 
	Clock Hours
	College Credits

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Hours/Credits Carried Over from Previous Application:
	
	

	Total Verified & Approved Hours/Credits:
	
	

	
	
	

	Hours/Credits to be Carried Over to Next Application:
	
	



Application Verified by:

Date:

Approved Level:

Effective Date:

Remuneration Amount:   $




JEFFERSON COUNTY ASSOCIATION OF EDUCATION AND OFFICE PROFESSIONALS


Professional Growth Course Credit Form


(Classified Employees)

To Be Completed By Applicant:

Employee ID#

Date of Course

Name

School/Dept.


Course Title

Job Title


Course Number

Number of Clock Hours

Number of Credits


Professional Growth Plan on File?

 Yes

 No


If College Credit, name of institution

Applicant’s Signature


JCAEOP Professional Growth Designee Signature

Date


To Be Completed By Instructor:

Total Hours Attended:

College Credit (Verified through transcript):

Instructor’s Signature

Date


Classified Employment Verification For Remuneration:

Credit/Clock Hours Verified

Signature

Date

JEFFERSON COUNTY PUBLIC SCHOOLS
Form #71/REV 04/04
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-


Form 77 Rev 04/04





Form 77 Rev 04/04





page 1 of 2





page 2 of 2





MUST BE COMPLETED BY APPLICANT


		Inservice Course


		Adult Education Course


		Seminar/Conference


		College Credit








LEVEL ______________
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