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I.  PROFESSIONAL GROWTH COMMITTEE 

A.  PURPOSE 

 
The purpose of the Professional Growth Committee (PGC) is to enable staff to take 

active responsibility for their own learning in order to prepare students to succeed 
in our society.  This professional development must be ongoing and of high quality. 

 
The PGC will: 

 

1. Identify existing and potential new resources, including higher education, 
private service providers, and other resources, and recommend a budget to 

provide for professional development to implement educational reform. 
2. Link professional development and recertification according to state 

professional development requirements. 

3. Provide information that could assist staff in development of individual plans 
for recertification within the state-mandated time frame. 

4. Develop long range (3-5 years) professional development goals and 
objectives, program initiatives, and resource options to advance the 
educational reform agenda, curriculum frameworks, student performance 

assessment, professional performance standards, and licensure requirements, 
as well as the Longmeadow Public Schools annual Professional Development 

Plan. 

B.  BYLAWS 

 
1. A Professional Growth Committee will be formed yearly to serve as a 

screening committee for all functions of the staff development program.  It 

will: 

 

a. Consider requests for course offerings 

b. Make recommendations for credit value 

c. Discuss results of participant/instructor course evaluations 

d. Determine payment for instructors of Professional Growth courses 

 

2. The Professional Growth Committee will be composed of staff members from 

each school in the district, a building principal/assistant principal, the 

Superintendent of Schools, and the Assistant Superintendent for Learning, 

who will chair the meetings.  

 

3. Meetings of the Committee will be held as needed.  The dates and times will 

be determined by the PGC committee at is first meeting in the fall of each 

year. 
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II. PROFESSIONAL DEVELOPMENT  

A.  MISSION 

 
A public education system of high quality depends upon educators and staff 

members who engage in continuous professional growth and development.  To that 
end, the PGC is committed to the creation and ongoing support of staff as 

“communities of learners.” 
 

The purpose of high quality professional development is to enhance student 

learning by promoting increased knowledge, skill, and renewal of educators and 
other members of the educational community.  Professional development provides 

a wide variety of opportunities for ongoing growth that enhances an individual’s 
ability to perform as an educator. Professional development promotes coherent, 
systemic approaches to improve teaching and continuous learning. 

B.  ADMINISTRATION  

 
Administration of professional development programs within the Longmeadow 
Public Schools is the responsibility of the Assistant Superintendent of Schools in 

collaboration with building principals.  A variety of activities may be offered to all 
staff throughout the district.  Activities may also be held in each building around 

specific topics identified as part of the School Improvement Plan.  Information 
about building activities will be communicated and cross-school participation 
sought whenever possible. 

 
The Longmeadow Public School District’s Professional Growth Committee is an 

integral part of the district-wide professional development program.  Comprised of 
staff members from every school in the district, committee members serve in an 
advisory role for the district-wide professional development plan. 

C.  MASSACHUSETTS CRITERIA FOR “HIGH QUALITY” PROFESSIONAL 
DEVELOPMENT ACTIVITIES* 

 
*No Child Left Behind legislation (NCLB) requires that all professional development 

activities meet the definition of “High Quality” 
 

High quality professional development activities are activities that: 
 

1. Are intense and sustained activities that focus on increasing teachers’ content 

knowledge in the subjects which they teach and which address state academic 
standard. Professional development offerings are of sufficient intensity and 

sustained length of time to enable change in teaching practice.  The content of 
the professional development is tied to student academic learning standards. 
 

2. Increase effective pedagogical strategies to enable teachers to address the full 
range of student abilities (e.g., English language learners, students with 

learning disabilities, academically gifted students, etc.) in the classroom. 
Professional development offerings provide teachers with opportunities to 
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understand how to address the range of student abilities in their classrooms. 
(Consider demographic data about the student population.) 

 
3. Are part of a deliberate plan to evaluate the impact on student learning (e.g., 

pre- and post- testing of students, examination of student work, classroom 
assessment data, etc.). There is a plan to measure the impact of professional 
development activities on student learning and performance in the classroom.   

 
4. Are designed with extensive participation by teachers and administrators to 

address the needs identified by a variety of student performance data. 
Teachers and administrators are engaged in assessing the need for, as well as 
designing, their own professional development.   

 
5. Are guided by scientifically based research to the extent possible. Teachers 

and administrators use the findings of research to shape the content and the 
design of professional development opportunities. 
 

6. Provide training on the appropriate use of technology and applications for use 
in the classroom. Teachers are taught the appropriate uses of technology and 

its applications in professional development activities. 
 

IV. PROFESSIONAL DEVELOPMENT and CONTRACTUAL 
OBLIGATIONS 

 
Teachers are required, by the terms of the Longmeadow Education Association (LEA) 
contract, Article XV, Section A, within each three-year period to successfully 
complete an approved two-credit professional development course or workshop, or, 

at their own expense, a two-credit hour graduate or non-graduate course.  If prior 
approval of the Superintendent is secured, a teacher may meet this course 

requirement by: 
 
 1. Successfully completing a recognized college credit course or an approved 

professional development course or workshop; or 
 2. Meeting approved equivalent educational travel requirements; or 

 3. Designing and completing an independent study/research program. 
 

Failure to meet the requirements above will cause the teacher to be ineligible for 

further salary increments until the requirements are successfully met. 
 

Teachers who have taken 30 credit hours of graduate level courses beyond the 
Master’s Degree or have twenty-five (25) years of teaching experience, at least 

fifteen (15) of which are in the Longmeadow Public School System, are exempted 
from this requirement. 
 

Under the Education Reform Act of 1993, all teachers and administrators, as well as 
other staff members with a Professional DOE license, are required to obtain 

recertification within five years.    
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V.   PROFESSIONAL DEVELOPMENT AND ADVANCEMENT ON THE SALARY SCALE 

Step Increases Salary Advancement Credit 
(SAC) 

Professional Development Points (PDPs) 

Failure to do the following will 
result in the loss of annual salary 
step increases: 

 
Every three years a teacher 
must complete a 2 credit in-
service professional growth 
course, a graduate level 
course at an accredited 
college, or an approved 
non-graduate level course.   

 
School Improvement Specialist 

(SIS) 
 
A 15 credit curriculum is provided 
to teachers with a Master’s 
degree or higher, with ongoing 
training in methods needed to 
improve instruction and foster a 
“learning organization” within 
LPS. 
 
Credits earned may be applied 
towards the step increase 
requirement and there is an 
annual stipend of $1,250 for five 
years. 
 
The district PGC reviews and the 
Superintendent approves the 
courses. 

Salary Advancement Credits move a teacher 
laterally on the salary scale across these levels: 

 Bachelors 

 Bachelors +15 credits 

 Masters 

 Masters +15 credits 

 Masters +30 credits 

 Masters +45 credits 

 Masters +60 credits 

 Doctorate 
 
Every 15 clock hours of approved professional 
development earns a teacher 1 salary advancement 
credit (SAC). 15 SAC (225 clock hours) are needed 
to move to the next level. 
 
SACs may be earned through the following 
professional development activities: 

 Graduate level courses at approved 
universities or colleges 

 Pre-approved on-line graduate courses 

 Pre-approved professional development 
courses, conferences, workshops 

 LPS in-service professional growth courses 

 Pre-approved system-wide committee Work 

 Pre-approved Independent Study/Research 
Program 

 Pre-approved Educational Travel 

 Approved High Quality Teacher Share 
Activities 

A Massachusetts state requirement to retain 
one’s professional license 
 
Every 5 years a teacher who already 
possesses a professional license must earn 
150 PDPs. 
 
80% of PDPs must align with district and/or 
school improvement plans 
 
80% of PDPs must be in content and/or 
pedagogy of primary area 
 
Minimum of 10 hours on a topic 
 
Examples of PDPs: 

 Graduate level course: 1 semester 
hour = 7.5 PDPs 

 DESE Training: 1 clock hour = 1.5 
PDPs 

 Having a student teacher = 15 PDPs 

 In-district professional development : 
1 clock hour = 1 PDP 

 
Supervisors approve individual professional 
development plans (IPDPs) every two 
years. 
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A.  PROFESSIONAL DEVELOPMENT POINTS (PDP) and SALARY ADVANCEMENT 

CREDITS (SACs) 

Salary Advancement Credits (SACs) should not be confused with 
Professional Development Points (PDPs).  The following page illustrates 

how they are totally different from each other.  
 

                      PDP                      vs                         SAC 

 Issued by DOE-approved providers, 
usually the program or course 

sponsor (LPS is an approved 
provider). 

 

 Needed for relicensure. (Refer to 
relicensure section of this 

handbook.) 
 
 May be earned during and outside 

contractual hours. 
 

 PDP earned may not lead to 
advancement in the LPS salary 

schedule. 
(Please see SAC explanation→) 

 

 Unique to LPS teachers. 
 

 Not always valid for relicensure. 
(See IPDP) 

 
 Can only be earned for 

professional development outside 
contractual time. 

 

 1 SAC = 15 hours of approved 
coursework 

 
 Earning 15 SAC (225 hours) will 

lead to a step up in the salary 

scale.  
 

 Cannot be earned for an activity 
for which payment was received. 

 

 Prior Approval by the Asst. 
Superintendent is required for ALL 

non-LPS sponsored professional 
development 15 hours or longer. 

 

 The number of hours toward 
Salary Advancement Credit 

awarded for a professional 
development activity may at 
times be less than the number of 

PDP received for the same 
activity.  This is because hours 

toward Salary Advancement 
Credit are only awarded for actual 
“contact” hours.  No credit is 

given for social, mealtime, time 
spent on homework or prep work. 

 

 Activities intended for earning 

SAC require completion and 
submission of specific forms. 

Refer to the Guidelines Summary 
on page 12.  
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B. SALARY ADVANCEMENT CREDITS (SAC) 

 
Salary Advancement Credits (SACs) can be accumulated to move a teacher 
from one column of the salary schedule to the next, in increments of 15 

credits.  The salary schedule has 8 columns: Bachelor’s, Bachelor’s +15 
credits, Master’s, Master’s +15, Masters+30, Master’s +45, Master’s+60, and 

Doctorate.   
 
Fifteen (15) hours of approved professional development earns one (1) SAC. 

 
A total of 225 hours equal 15 SACs and a move up in the salary scale. 

 
 Professional development activities include: 

 

TYPE OF ACTIVITY PRIOR APPROVAL REQUIRED? 

1. Graduate courses at approved universities or 
colleges (unless enrolled in a graduate 

program ex. Masters or Doctorate 
 

Yes 

2. Professional development courses, 
conferences, workshops, presentations, 
seminars by organizations other than 

Longmeadow Public Schools MUST OCCUR 
DURING NON-CONTRACTUAL TIME 

 

Yes (if 15 hours or more) 

NO (if less than 15 hours) 

3. Online graduate courses Yes 

4. Professional Development Courses by 
Longmeadow Public Schools 

NO 

5. System-wide Committee Work Yes 

6.  Independent Study/ Research Contract/ 

Group Activity 
Yes 

7. Educational Travel  Yes 

8. High Quality Teacher Sharing Activity Yes 

 
Hours spent in taking full courses from a university, educational seminars, 

workshops, conventions and online courses contribute to one’s professional 
growth and can count toward salary advancement credit.  They also function 
as no-cost programs toward recertification.   

 
To be eligible for salary credit, hours claimed must have occurred outside 

contract hours.   
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In order to receive credits for the professional development activities, one has 

to follow the guidelines and procedures established for each type of activity.   
  
When a teacher becomes eligible for advancement on the salary scale through 

accumulation of sufficient credits, the paperwork will be processed 
automatically at the Human Resources office.  Any questions regarding 

salary advancement through sufficient credits should be directed to 
the Human Resources office. 

 
College credits obtained before receipt of a Master’s Degree may not be 
counted for schedules beyond the Master’s Degree.  

 
When a teacher reaches Masters +60, s/he is at the top of the salary 

scale.  Earning SAC will no longer lead to a salary increase.  However, 
accumulating School Improvement Specialist (SIS) credits will allow him/her 
to earn a yearly stipend (good for five years).  Refer to the section on SIS for 

more details. 

 
All requests for credit completed by September 30th should be received by the 
HR Office by November 1st for the fall salary increase or completed by January 

30 and submitted by March 1st for the spring salary increase. If the Nov. 1st 
deadline is missed, adjustment will be made midyear or on the 13th pay period 
(March 1st).  If March 1st deadline is missed, adjustment will occur on start of 

the school year (September). 
 

You must notify the Superintendent’s office of your intent to move on the 
salary scale by December 31 of the year prior to your anticipated move. 
Failure to provide such notice will result in the Teacher not advancing on the 

salary scale. 
  

Professional development credits obtained before receipt of a Masters Degree 

may not be counted for schedules beyond the Masters Degree. 
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1. GRADUATE COURSES AT APPROVED UNIVERSITIES  
a. Prior approval is required unless you are enrolled in a full graduate 

program, ex. Master’s or Doctorate.   

 
b. Upon completion of the course, have the original transcript sent to 

the Assistant Superintendent’s Office.  These will be forwarded to the 

HR Office to be entered into the HR database HR will send you a copy 
of your updated Credits beyond Salary Schedule report.  This report 

may also be provided upon request.   
 

2. PROFESSIONAL DEVELOPMENT COURSES, CONFERENCES, WORKSHOPS, 

PRESENTATIONS, SEMINARS BY ORGANIZATIONS OTHER THAN 
LONGMEADOW PUBLIC SCHOOLS 

a. Prior approval is required for courses 15 hours or longer.  Complete 
the Prior Approval Form, attach all pertinent information (course 
description, agenda/schedule) and submit to the Assistant 

Superintendent in the Central Office. 
 

b. Obtain documentation of participation by using the Attendance 
Validation Form, or by obtaining a letter or certificate of completion of 
attendance.  Teachers should complete and attach the Certificate 

Validation Form with any required information that does not appear 
on the original certificate or other document of participation. 

 
c. If hours earned 15 hours or less, retain documentation until such time 

that accumulated hours equal 15 or more.  You do not need to do 
any of the following steps until you have earned 15 hours or 
more. 

 
d. If hours earned equal 15 or more, complete the Record of Hours for 

Salary Credit Form.  Attach a copy of the Prior Approval for the 
course, the original Certificate of Completion, Attendance Validation 
Form, or Proof of Attendance.  Submit to the Assistant 

Superintendent in the Central Office. 
 

e. After your coursework documentation is reviewed and approved by 
the Assistant Superintendent, you will receive an award letter from 
the Superintendent.  A copy of this letter will be forwarded to the 

Human Resources (HR) Office, where your credits will be posted on 
the HR database.  The HR Office will send you a copy of your updated 

Credits Beyond Salary Schedule report.  This report may also be 
provided upon request.  Refer to Appendix B for help in reading this 
report. The HR Office can be reached at 565-4128. 

3.  ON LINE GRADUATE COURSES AT APPROVED UNIVERSITIES  

a. Prior approval is required unless you are enrolled in a full graduate 

program, ex. Master’s or Doctorate.   
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b. Upon completion of the course, have the original transcript sent to 
the Assistant Superintendent’s Office.  These will be forwarded to the 

HR Office to be entered into the HR database HR will send you a copy 
of your updated Credits beyond Salary Schedule report.  This report 

may also be provided upon request.   

4. PROFESSIONAL DEVELOPMENT COURSES OFFERED BY LONGMEADOW 
PUBLIC SCHOOLS 

a. Prior approval is NOT required.   
 

b. You must sign the attendance sheet for every class meeting.  This will 
serve as your proof of attendance.   

 

c. Upon conclusion of the class, the instructor shall send all required 
paperwork to the Assistant Superintendent for review. 

 
d. You will receive a certificate for the completed coursework from the 

Assistant Superintendent’s office.  It will indicate the number of hours 

toward salary credit you have earned.  A copy of this certificate will 
be forwarded to the Human Resources (HR) Office.  They will enter 

the credits into the HR database.  
 

e. The HR Office will send you a copy of your updated Credits Beyond 
Salary Schedule report.  This report may also be provided upon 
request. See Appendix B for help in reading this report.   

5. SYSTEM-WIDE COMMITTEE WORK   

 

a. Prior approval is required.   

 
b. SAC can only be earned for system-wide committee work that takes 

place outside contractual time.   

 
c. You must sign the attendance sheet for every committee meeting.  

This will serve as your proof of attendance.   
 
d. At the end of the school year, you will receive a certificate for the 

number of hours you worked on the committee (equal to the number of 
meeting hours).  A copy of this certificate will be forwarded to the Human 

Resources Office who will enter the credits into the HR database. 
 
e. Less than fifteen (15) hours of work on one approved committee may 

be combined with non-committee work to receive one credit. 
 

f. The HR Office will send you a copy of your updated Credits Beyond 
Salary Schedule report.  This report may also be provided upon request.   
See Appendix B for help in reading this report.  
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6. INDEPENDENT STUDY/RESEARCH CONTRACT/GROUP ACTIVITY  

 

a. This activity requires the Principal’s and Superintendent’s prior 
approval. Complete the Independent Study / Research Contract / 

Group Activity Prior Approval Form.   Prior approval must be granted 
BEFORE you proceed with your project.   Allow at least 10 school days 
for the approval process.  

 
b. An Independent Study/Research Project must be a minimum of 

fifteen (15) hours.  No more than forty-five (45) hours can be 
requested for one project.   

 

c. Upon completion of the project, fill out the Record of Hours Toward 
Salary Credit Form. Attach the full project report and submit to the 

Assistant Superintendent in the Central Office. 
 
d. After your report is reviewed and approved by the Assistant 

Superintendent / Superintendent, you will receive an award letter 
from the Superintendent.  A copy of this letter will be forwarded to 

the Human Resources (HR) Office, where your credits will be posted 
on the HR database.   The HR Office will send you a copy of your 

updated Credits Beyond Salary Schedule report.  This report may also 
be provided upon request.  See Appendix B for help in reading this 
report.  

7. EDUCATIONAL TRAVEL  

a. Travel duration shall be for a minimum of four weeks. 

 
b. Completed application forms on must be submitted to and approved 

by the principal and the Superintendent before the trip is undertaken.  

An application must be accompanied by evidence that the trip is 
equivalent to courses offered for college credit. 

 
c. Only 2 (two) credits for salary advancement may be allowed for 

approved trips.   

 
d. After completing the educational travel and before  November 1st 

following the trip, submit an Educational Travel – Salary 
Advancement Credit Request  Form with a short summary of the trip 
to your principal and to the superintendent.  

 
e. You will receive an award letter from the Superintendent for the 

Educational Travel completed indicating the number of hours toward 
salary credit you have earned.  A copy of this letter will be forwarded 
to the Human Resources (HR) Office who will then enter the credits 

into the HR database.  
 

f. The HR Office will send you a copy of your updated Credits Beyond 
Salary Schedule report.  This report may also be provided upon 
request.  See Appendix B for help in reading this report.  
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8. HIGH QUALITY TEACHER SHARING ACTIVITY  

a. The primary purpose of High Quality Teacher Sharing is for 

participants to learn and share best practice in a collaborative 
environment that supports real improvement. 

 
b. Per the Massachusetts Criteria for High Quality Professional 

Development, the activities need to focus on increasing teachers’ 
content knowledge in the subjects that they teach and/or to focus on 
increasing effective pedagogical strategies to enable teachers to 

address the full range of student abilities in the classroom. The 
proposed activities need to be part of a deliberate plan to evaluate 

the impact on student learning. You will find the MA Criteria for HQ 
Professional Development at the beginning of the Professional 
Development Handbook. 

 
c. Teacher sharing is not primarily based on an instructional model. 

While some sessions may include a presentation by an outside 
presenter* who is not the facilitator, the remainder of the sessions 
will focus on collaborative reflection and sharing of best 

practice. 
 

d. The teacher share must be a minimum of 10 hours in one school 
year. 

 

e. A product or demonstration of teacher learning must be produced. 
 

f. A connection between the activity and its impact on student learning, 
e.g. pre and post testing, or a case study of one or more students 
that includes recorded date, observations and/or work samples that 

show student progress should be demonstrated. It is expected that 
teachers will be learning new information and applying it in their 

classrooms. 
 

g. High Quality Teacher Sharing Activities are generally designed to be 
school-based except when a specific activity is appropriate for 
collaboration across the district and is consequently approved by the 

principals of each participating school. 
 

h. HQ Teaching Sharing can be SIS approved if it will improve 
instruction for students through the explicit application of (1) 
Longmeadow Learning Principles and Practices and/or (2) other 

systems/tools of organizational development or school improvement. 
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VI.  SCHOOL IMPROVEMENT SPECIALIST 
 

In order to become a School Improvement Specialist, one must complete a 15-

credit curriculum as outlined in the Agreement between the Longmeadow School 
Committee and Longmeadow Education Association, Unit A contract.  This 

curriculum, which is reviewed annually, is designed to provide ongoing training in 
methods to improve instruction for students and foster a “learning organization” 
within the Longmeadow Public Schools.  Teachers who complete the SIS curriculum 

will earn an additional annual stipend of $1,250 during the five years after 
completion. The list of course offerings will be reviewed on an annual basis by the 

District Professional Growth Committee to assure that they meet the changing 
environment and need.   
 

A. Criteria to Determine SIS Eligibility 
 

The SIS program/curriculum intends to develop veteran teachers’ professional 
development in one or more of these three ways. Proposals for new SIS course 
offerings must meet one of the following criteria: 

 
1.  PGC courses which are intended to increase participants’ ability to build the 

skills of their colleagues. In other words, SIS approved courses intentionally 
and directly improves participants’ ability to coach, facilitate, mentor, model, or 
collaborate with colleagues.  

 
2.  PGC Courses that improve LPS as a learning organization.  This includes 

courses directly related to effective collaboration, analysis of student 
performance data, curriculum development, SMART goals, reflection on 
practice, and supervision and evaluation.  

 
3. Targeted Improvement Areas: PGC courses directly related to district targeted 

areas of growth or improvement.  Faculty enrolled in such courses will be 
expected to share what they have learned with colleagues in a capacity to be 
determined on a course by course basis. 

 
Targeted areas include: 

 Elementary level literacy learning 
 Writing across the curriculum 

 Improving mathematics learning 
 Technology integration in the classroom 
 Differentiated instruction 

 Special education integration in the general education classroom 
 

4. The Assistant Superintendent may approve activities offered by other 
organizations as eligible for SIS credit. 

 

5. In order for an instructor to receive SIS credit for teaching a course, the 
instructor must submit the Longmeadow Public Schools PROFESSIONAL 

GROWTH COURSE PROPOSAL form for the appropriate school year to 
request approval of the proposed course. Approval for SIS credit is 
determined by the Assistant Superintendent via the criteria listed above. If 
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teaching a course that has been pre-approved for SIS credit the instructor 
must have already taken the course through a Longmeadow Public Schools 

sponsored or approved program or an accredited university. 
 

6. SIS credit for instructing a Professional Growth Course shall be based on 
the negotiated scale below, (maximum of two (2) instructors per course).  
Credit shall be awarded at the completion of the course when the 

instructor(s) has met all requirements. Instructors may receive SIS credit, 
the first time a course is taught only. 

  
 The instructor must teach the course during non-contractual time. 
 The instructor will receive SIS credit the first time the course is taught only. 

 The instructor will receive SIS credit equal to double the hours of the 
course session the first time the course is taught. This is the only time SIS 

credit will be issued to the instructor. 
 
 15 hours = 2 SIS credits (first time only) 

 30 hours = 4 SIS credits (first time only) 
 45 hours = 6 SIS credits (first time only) 

 
B.  Factors to help determining whether a teacher selects the SIS credit or SAC  

 
Courses or activities that are designated as eligible for SIS credit are usually 
also eligible for Salary Advancement Credit (SAC).  However, an educator must 

choose which credit option to take:  either SIS credit or SAC, but not both. 
 

If you have a Master’s Degree or higher, you are eligible for SIS credit.  If you 
are at the Masters+60 or a Doctorate, you may want to choose SIS credit 
rather than SAC, since teachers who complete the SIS curriculum will earn an 

additional annual stipend of $1,250 during the five years after completion.  If 
you are at the top of the salary scale, earning SAC will no longer benefit you. 

Each individual teacher should review his/her own circumstances before making 
that choice.  
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VII. FORMS AND INSTRUCTIONS 
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PRIOR APPROVAL – PROFESSIONAL GROWTH HOURS 

 
Professional growth hours may be acquired through professional growth work, staff 

presentations, or other means deemed appropriate by the Superintendent.   
 

 
NAME: _________________________________ DATE: _______________________ 

 
POSITION: _______________________________ SCHOOL: ____________________ 

  
NAME OF COURSE/ACTIVITY:_____________________________________________ 

 
    ESTIMATED NUMBER OF HOURS:  ______________ 

 
    STARTING DATE:     ______________ 

 

    COMPLETION DATE:    ______________ 
 

DESCRIPTION OF COURSE/ACTIVITY (Attach pertinent documentation, i.e. agenda, 
schedule or course syllabus) 

 

 

               
 

               
 

               
 

               
 

 

 

      
 SIGNATURE:__________________________ 

 
Proof of hours completed must be submitted to the Central Office.  If you attend a 

professional development course sponsored by the Longmeadow Public Schools, you 
will receive a certificate as proof of hours.  If you attend any other activity, proof of 

attendance must be submitted with a documentation of the hours. 
 

 

 
APPROVED: _________________________________ DATE: ___________________ 
        Superintendent or Assistant Superintendent of Schools 
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ATTENDANCE VALIDATION FORM 

 
 

NAME of Participant:            
 

 
DATE of Program:            
 

 
DAY of Program:              

 
 
TIME of Program:             

 
 

TITLE of Program:             
 
 

Sponsoring Organization:            
 

 
Location:              
 

 
 

Total Number of Program Hours:     
 
 

 
 

I hereby verify that the above named individual attended this program for the specified 
number of hours. 

 

 

 
 

Official Signature        Date 

 

____________________________________________ 
             PRINTED NAME 
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CERTIFICATE VERIFICATION FORM 

 
Complete any information listed below that does not appear on your attached original 
certificate (or other documentation of participation) 

 
 

NAME of Participant:             
 

 
DATE of Program:             
 

 
DAY of Program:             

 
 
TIME of Program:            

  
 

 
TITLE of Program:             

 
 
Sponsoring Organization:            

 
 

Location:              
 
 

Total Number of Hours:            
 

Attach to original certificate/documentation 
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A. PROFESSIONAL GROWTH COURSES 

 
Any member of the Longmeadow Public Schools may suggest a course offering that 
aligns with the LPS District Professional Development Plan by contacting a member of 

the Professional Growth Committee (PGC).  The instructor will submit for approval, a 
Professional Growth Course Proposal, to the Assistant Superintendent’s office by posted 

deadlines.  The Professional Growth Committee will review all the course proposals 
received and approve courses based on District PD priorities set for the year and the 
budget.    

 
The PGC Course Booklet, distributed at the beginning of the school year, will contain all 

the approved professional growth course offerings.  Individuals interested in taking any 
of the courses need to sign up by posted deadlines using the sign-up sheet located at 

the back of the booklet.  The booklet will also be posted on the LPS website and 
enrollment via email to kzukowski@longmeadow.k12.ma.us. 

 

 
Each PGC course will include the Demonstration of Learning, which is required for 

obtaining state PDPs, and a statement regarding the “out of class expectations.”  
Longmeadow educators participating in the PGC courses are required to complete 
assignments outside their group time together because by contract, Longmeadow 

educators earn advancement to the next higher salary schedule through completion 
of EITHER approved graduate courses or approved professional development courses 

or workshops.  In addition, Longmeadow offers courses with SIS credit-earning 
options that result in additional stipends.  With equal salary augmentation benefits, 
Longmeadow professional development activities have expectations for learning that 

are equal to those of approved graduate courses.  

   PROFESSIONAL GROWTH COURSE PROPOSALS 

 
1. It is assumed, because of the nature of certain types of courses, that the 

enrollment may be limited to a defined population.  In general, a minimum 
enrollment of ten (10) participants currently employed by Longmeadow Public 
Schools is necessary for all Professional Growth Courses.  Exceptions to this 

rule will be at the discretion of the Assistant Superintendent and/or the 
Professional Growth Committee. 

 

2. Payment for instructing a Professional Growth Course shall be at the negotiated 

stipend below (maximum of two (2) instructors per course).  Payment shall be 

made at the completion of the course when the instructor has met all 

requirements.  Instructors may receive either money or credit (SAC or SIS if 

the course is SIS eligible), but not both. SIS credit will only be awarded the 

first time a course is taught. This information is included in the PGC Course 

Proposal Form. The instructor has 30 days after submitting his/her proposal to 

change his/her mind about the type of payment option desired. This should be 

done in writing, and then addressed to the office of the Assistant 

Superintendent. 

mailto:kzukowski@longmeadow.k12.ma.us
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15 hours = $  750.00    30 hours = $1,500.00   45 hours = $2,250.00   

OR 2 salary 

advancement credits     

OR 4 salary 

advancement credits     

OR 6 salary advancement 

credits 

 

OR 2 SIS credits (if 

approved) 

OR 4 SIS credits (if 

approved) 

OR  6 SIS credits (if approved) 

     

3. The Professional Growth Course booklet, released at the start of the school 
year, contains the description of all courses. The sign-up sheet for all courses 

can be found at the back of the booklet. 
 

4. Many courses can be made relevant to the content requirement for 

recertification by the development of a product relevant to the content area. 
According to the recertification regulations, all courses must include a 

product, a pre/post assessment of learning or other demonstration of 
learning. 
 

5. Any course that is in the content area and level that a teacher is teaching will 
count towards “highly qualified” status. Courses labeled as “variable content” 

will also count towards “highly qualified” status, as long as the demonstration 
of learning is written in the content area for which the teacher wishes to apply 
it. 

 
6. “Educators who develop and present a minimum of 3 separate sessions in a 

professional development series are eligible to receive twice the number of 
PDPs given to participants, with the presenter receiving a minimum of 10 PDPs 
and a maximum of 24 PDPs. These points may be counted the first time the 

training is provided in a five-year cycle.”   See Massachusetts DOE website 
http://www.doe.mass.edu/educators/resources.html about recertification 

guidelines. 
 

7. Compensation guide for multiple instructors:  If a class has 20 participants, 

each instructor (max of 2 per class) will get full compensation.  If the class has 
less than 20 participants, the 2 instructors will have to split the compensation 

(monetary or credits).   Salary advancement credits have a long-term cash 
value and are therefore treated the equivalent of a stipend.   
 

8. Participants must punctually submit all papers and projects required by the 
instructor and must purchase, at their own expense, any books or materials 

needed for the course. 

http://www.doe.mass.edu/Educators/licensureregs.html
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2012-2013 Professional Growth 
Course Proposal 
 

 

Submitted By: _____________________________ Job Title:       

Phone: ________________________ E-Mail Address:        

Contact Address (School or Home):          

Course Title:        Classroom   Online  

Course Description (Include how participants will demonstrate their Learning) 

              

              

               

Impact on Student Learning (Explain how teachers will apply their course learning in their teaching): 

              

              

              

What activities or work will participants need to do outside of class time?  _____  

               

Are you requesting SIS approval for this course?   ___ Yes  ___ No (Applies to LPS educators only)      

Enrollment Limit: _____ (minimum enrollment is 10; minimum enrollment for 2 instructors is 20) 

Grade Level(s) of Participants: _____Number of Course Meeting Hours (minimum of 15):_______ 
          

Instructor#1:      Stipend ____ Salary Advancement Credit _____SIS Credit (if approved)____             

Instructor#2:      Stipend ____ Salary Advancement Credit _____SIS Credit (if approved)____        

Restrictions: Many course offerings are open for participation by non-Unit A or B educators, including 

support staff (Units D and F), community members (seniors), and educators from other districts.  The 

Assistant Superintendent determines which contractual units may receive credit for individual PGC courses.  

Please indicate here which courses should NOT be made available to particular groups because of the 

targeted nature of the content: 
 

This course 
should 

NOT be 

open to:  

Unit A: 
(Longmeadow 

Teachers) 

 Unit F: 
(educational 

assistants) 

 Unit D: 
(secretaries/ 
instructional 

assistants) 

 community 
(e.g. 

seniors): 

 educators 
from 
other 

districts: 

 

Semester: Label your preferred semester for offering this course with a “P” (preference).  If you are 

willing to offer the course at another time also, please indicate with an “A” (available):   

Summer 12    Fall 12   Winter 12-13    Spring 13   

 

Time:   After school ____ Evenings      Other    
 

Day(s) Available:   Tuesday ______         Wednesday ______         Thursday _____  
 

Location of On-Site Course (if you have a site in mind):          
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MISCELLANEOUS:             

               

 (COMMENTS, SPECIAL REQUESTS, PREREQUISITES) 

 

     District PD Priorities and Staff Interests for 2013-14 

Peer Coaching Mentoring 

Effective Teacher Collaboration Special Education Topics 
 Meeting the needs of all students 
 What every teacher should know about special 

education 

Math 
 Investigations  

Differentiated Instruction  
 Gifted and Talented Instruction  

Social Studies/History  
-Using the Library and Electronic Research 
 Tools 

-Adolescent Psycho/Social Issues 
Issues in Contemporary Asia  

ELA 
 Writing Across the Curriculum 
 Reading in the Content Areas 

 Literature Seminar 
 Film – Movies 

Science 
 Food Supply Chain 
 Physics 

Courses designed for Unit D or other non-
teaching staff  

Arts 
 Design for Novices 

 Art History 

 

Technology Integration 
 Tech 4 Teachers 
 How to use classroom hardware 

 Google Applications 
 Library referral 
 Internet applications 
 Web Technology 
 IPad training 

 

Stipend for instructing a Professional Growth Course shall be at the negotiated rate 

below (maximum of two (2) instructors per course).  Stipend shall be made at the completion of the 

course when the instructor has met all requirements.  Instructors may receive either stipend or credit, 

but not both. If SIS credit is approved, instructors may choose SAC or SIS credit, but not both. 

SIS/SAC credit will be awarded the first time a course is taught only. 

 

15 hours = $750     OR   2 salary advancement credits     OR  2 SIS credits (first time only) 

  30 hours = $1500 OR 4 salary advancement credits      OR   4 SIS credits (first time only)  

  45 hours = $2250 OR 6 salary advancement credits OR 6 SIS credits (first time only) 

  
 Professional Development Points (PDPs):  Per the DOE guidelines, instructors are eligible to receive twice the 

number of PDPs given to the participants, but only up to a maximum of 24 PDPs.  These points may be counted 
the first time the training is provided in a five-year cycle.  See Massachusetts DOE website for more details: 
http://www.doe.mass.edu. 

  

 The PGC will provide up to $15.00 for copying course materials.  Any additional expenses must be pre-approved.  
PLEASE RETURN PROPOSAL TO THE OFFICE OF THE ASSISTANT SUPERINTENDENT FOR LEARNING by 
April 13, 2013.   You may e-mail the completed form to kzukowski@longmeadow.k12.ma.us. 

 
 After the Professional Growth Committee has accepted the course, the Office of the Assistant 

Superintendent will contact you to finalize dates, times, and location.  We look forward to working with 
you   - Michael Sullivan, Assistant Superintendent, on behalf of the Professional Growth Committee 

http://www.doe.mass.edu/
mailto:kzukowski@longmeadow.k12.ma.us


25 

CLASSROOM INSTRUCTOR PROCEDURES 

1. PGC will reimburse instructors up to $15.00 for copying course materials upon 

submission of copying receipts. 
2. You will receive an INSTRUCTOR PACKET of forms approximately one week 

before your course starts.   
3. Go over your Initial Course Enrollment Form which is a list of participants in the 

course.  This information is gathered by the Assistant Superintendent’s office 

and a copy of it is sent to all participants, as well as the course instructor prior 
to the start of class. 

4. Attendance will be taken at the first session and submitted to the Central 

Office.  Courses that do NOT meet the approved minimum enrollment will be 

canceled. Participants must sign the Initial Course Meeting Attendance 

Validation Form to be forwarded immediately to the Assistant Superintendent.   
5. At your first meeting, discuss attendance and student requirements.  

Participants will be expected to attend every regularly scheduled session of the 
course and fulfill requirements outlined in the course description.  They may 

only be excused for one session per fifteen (15) hour course by permission of 
the instructor.  Please inform all participants that in order to get credit for 
attendance, they must arrive within the first fifteen (15) minutes of class and 

remain until dismissed.  Collect the Professional Growth Course Activity/ 
Attendance Sheet by 3:30 p.m. (or 15 minutes after class begins). If a 

participant has an excused absence, the instructor must meet with the 
participant to determine an acceptable make-up assignment.  Upon receipt of 
completed assignment, the instructor must submit the Excused Absence Make-

up Form to the Assistant Superintendent within two weeks of the course 
completion. Participants missing two or more classes will not have credit 

awarded, but may take the class again if offered. 
6. Session 2 Evaluation Form is distributed at the second meeting to all course 

participants by the course instructor and collected at the end of this meeting.  

The purpose is to provide the instructor with information on whether or not the 
course is meeting the expectations of the participants. These forms are for 

personal use and should not be forwarded to the Assistant Superintendent 
7. All participants complete the Professional Growth Course Evaluation at the last 

session of the course.  These forms should be collected and forwarded to the 

Assistant Superintendent.  
8. The Program Enrollment Form and Instructor’s Evaluation Form should be 

completed by the instructor at the conclusion of the course and returned to 
Assistant Superintendent within ten (10) school days after completing the 
course. 

9. Submission of the Professional Growth Course Evaluations, Program Enrollment 
Form, Instructor’s Evaluation Form, Professional Growth Activity Attendance 

Sheet, together with the Reimbursement for Hourly or Per Diem Stipends of 
Salary Advancement Credit Form will allow the instructor to be paid a stipend, 
or to receive SAC or SIS credit, if approved.  Course participants will not be 

awarded credit until all required forms are submitted by the instructor. 
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MINI CLASSROOM INSTRUCTOR PROCEDURES 

1. Review your Initial Course Enrollment Form which is a list of participants in the 

course.  This information is gathered by the Assistant Superintendent’s office 
and a copy of it is sent to all participants, as well as the course instructor prior 

to the start of class. 

2. Attendance will be taken at each session and submitted to the Central Office.  

Courses that do NOT meet the approved minimum enrollment will be canceled. 

Participants must sign the Professional Growth Course Activity/Attendance 

Sheet.     

3. At your first meeting, discuss attendance and student requirements (if 
applicable).  Participants will be expected to attend every regularly scheduled 

session of the course (if more than 2 hours) and fulfill requirements outlined in 
the course description.  Participants must arrive within the first fifteen (15) 
minutes of class and remain until dismissed to get credit for attendance.  

Collect the Professional Growth Course Activity/ Attendance Sheet 15 minutes 
after the class begins.  

4. All participants are asked to complete the Professional Growth Course 
Evaluation at the last session of the course.  These forms should be collected 
and forwarded to the Assistant Superintendent.  

5. The Program Enrollment Form and Instructor’s Evaluation Form should be 
completed by the instructor at the conclusion of the course and returned to 

Assistant Superintendent within ten (10) school days after completing the 
course. 

6. Submission of the Professional Growth Course Evaluations, Program Enrollment 

Form, Instructor’s Evaluation Form, Professional Growth Activity Attendance 
Sheet, together with the Reimbursement for Hourly or Per Diem Stipends of 

Salary Advancement Credit Form will allow the instructor to be paid a stipend, 
or to receive SAC or SIS credit, if approved.  Course participants will not be 
awarded credit until all required forms are submitted by the instructor. 

7. If a participant has an excused absence, the instructor must meet with the 
participant to determine an acceptable make-up assignment. Upon receipt of 

complete assignment, the instructor must submit the Excused Absence Make-
up For to the Assistant Superintendent within two weeks of the course 
completion. 

8. Once the course is complete, the instructors will sign the “Certificate of 
Attendance” for their course for each participant. These certificates should be 

given to each participant – NOT returned to the Assistant Superintendent. 
Please provide each participant with the “Record of Hours Towards Salary 
Credit” form. Participants will keep track of their own “Record of Hours” form. 

Further instructions for the Record of Hours Towards Salary Credit Form can be 
found in this handbook. 
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CLASSROOM INITIAL COURSE MEETING ATTENDANCE VALIDATION 

 
DATE: 

 
COURSE TITLE: 

 
ENROLLMENT NUMBER 

     A minimum of ten (10) participants 
 

  PARTICIPANT    SCHOOL 
  

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

INSTRUCTOR:           

 
Instructors are required to take attendance at the first session and submit this 

form to the Assistant Superintendent immediately.  Courses that do not meet 
the approved minimum enrollment will be canceled. 
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PROFESSIONAL GROWTH COURSE/ACTIVITY ATTENDANCE SHEET 

 
COURSE NAME: ____________________________________________  INSTRUCTOR: _________________________________ 
 

Please sign in.  Place your initials in the block to indicate your attendance at each session. 
       

 

Name  School  UNIT 
(A,B,D,F) 

1 2 3 4 5 6 7 8 9 10 11 12 
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CLASSROOM SESSION TWO EVALUATION FORM 

 
 

 
Course Title:_________________________________________________________ 

                                                                 
 

Instructor: ____________________________________________________                                                                  
 

Date: _______________________________________________________                                                              
 

Is this course meeting your expectations?  If not, please give the reasons. 
 

                                                                                                                                                       
 

                                                                                                                                                       

 
                                                                                                                                                       

 
                                                                                                                                                       

 
                                                                                                                                                       

 
Name (Optional):_______________________________________                                                              

 
School: _______________________________________________                                                               

 

Course participant should complete this form and return it 

to the Course Instructor at the end of the second meeting.  

This form is to be kept by the Instructor for his/her 

information. 
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CLASSROOM PROFESSIONAL GROWTH INSTRUCTOR’S EVALUATION 
 
 
NAME OF COURSE:_______________________________________________     
 
 
INSTRUCTOR:_____________________________________________                                
 
Is this the first time you taught a professional development course?   YES NO 
 
Please indicate your evaluation of the following: 
 

     

                 
 

 EXCELLENT    ACCEPTABLE NEEDS 
IMPROVEMENT 

N/A 

Introductory Information 
Packet 

    

Enrollment     

Location     

Time offered     

Materials covered     

Expectations of instructor 
met 

    

Expectations of student 
met 

    

 
 
 
Was there anything that you felt detracted from the course? 
 
 
What were the strengths of the course? 
 
 
Was there anything that could be done to improve the course in the future? 
 
 
Would you be willing to offer a similar course? 
 
 
Would you be willing to offer a follow-up course? 
 
 
Additional Comments? 
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CLASSROOM PROFESSIONAL GROWTH COURSE EVALUATION 

 

Course Title:__________________________________________________________ 

 

Instructor:____________________________________________________________ 

 

Your Position:_________________________________________________________ 

 

1. Did the course meet your expectations?  Explain 

 

 

 

 

2. What specifically were the most valuable components of the course? 

 

 

 

 

3. How could this course have been improved? 

 

 

 

4. Should this class be offered again, are you willing to have your comments included 

in the PGC coursebook for this class?  Yes  No   

 

 

5. Other Comments: 

 

 

 

 

 

******************************************************************** 

 PROFESSIONAL GROWTH SURVEY 

 

1. What courses would you like to see offered in the future? 

 

 

 

 

2. Please list any specific presenters or organizations you think we should contact for 

future offerings. 
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CLASSROOM PROGRAM ENROLLMENT FORM 
 

If this program did not originate in the Superintendent’s Office, please attach a program 
description (including the demonstration of learning) and the dates and times of meetings (e.g. 
January 31, 2-4 p.m.). 

 
Today’s Date:                                    Instructor:                                                                                     

 
Course Name:                                                                                                                                                        
 

Instructor’s Address:      Tel. No:                                   
 

Hours per Session                      x # of Sessions   =   Total Hours of Course:   ________ 
                
Instructors/Facilitators who are teachers in the Longmeadow Public Schools: Please check which 

reimbursement option you choose: 
Stipend:                   SAC Credits:                     SIS Credits: ________ 

 
LIST BELOW THE NAMES OF ALL PARTICIPANTS WHO 
SUCCESSFULLY COMPLETED THE PROGRAM 

Note: If this is an adaptable content area course and the individual’s demonstration of 
learning was linked to his/her area of certification, indicate the content area on the 

chart below.                                               

      

 
 
INSTRUCTOR/PROGRAM SPONSOR’S SIGNATURE:          
 
APPROVAL SIGNATURE     __________________________________ 
    Kelley Gangi, Assistant Superintendent  

    Credit  

NAME SCHOOL UNIT Content Area SAC SIS 
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EXCUSED ABSENCE MAKE-UP FORM 

(To be completed by course participant and signed by instructor) 
 

 
 

Course Title:______________________________________________________ 
 

Instructor: _______________________________________________________ 
 

Participant’s Name:_________________________________________________  
   

Absence date: ______________ Date make-up work submitted:______________  
           (No later than two (2) weeks after final session) 

 
Description of make-up assignment: 

 

 
 

 
 

 
 

 
 

 
 

 
 

In accordance to the guidelines set by the Professional Growth Committee,  
 

__________________________________________  

                 (Participant’s Name) 
 

has completed the mutually agreed-upon make-up assignment and is eligible for credit. 
 

 
 

________________________________    __________________ 
  (Instructor’s Signature)         (Credit Due) 
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ONLINE INSTRUCTOR PROCEDURES 

 
1. You will receive an INSTRUCTOR PACKET of forms from the Office of the 

Assistant Superintendent before the start date of your course.  
 

2. Review your Initial Course Enrollment Form which is the list of participants 
in the course.  This information is gathered by the Assistant 

Superintendent’s office and sent to all participants as well as the course 
instructor just before the course starts.   

 
3. At your initial communication with participants discuss course expectations.  

Instructors must complete the Initial Course Attendance Validation Form  
and submit it electronically (e-mail) to the secretary to the Assistant 

Superintendent at kzukowski@longmeadow.k12.ma.us. 
 

4. The Online Session 2 Evaluation Form should be posted in your course 

documents folder with instructions for participants to complete the form 
four (4) weeks after the start of course.  The purpose is to provide the 

instructor with information on whether or not the course is meeting the 
expectations of the participants.  These forms are for personal use and 

should not be forwarded to the Assistant Superintendent.  Have the 
participants electronically (e-mail) submit this form directly to you. 

 
5. The Online Final Evaluation should be posted in your course documents 

folder.  Participants should be instructed to e-mail this form to the 
Secretary to the Assistant Superintendent at 

kzukowski@longmeadow.k12.ma.us (not to you), at the end of the course. 
Evaluation forms must be received in order for: (1) the participants 

to receive credit for the course, and (2) the instructor to receive 
credit or payment.  

 

6. The Program Enrollment Form and Professional Growth Online Instructor’s 
Evaluation Form should be completed by the instructor at the conclusion of 

the course and returned to the secretary of the Assistant Superintendent 
within ten (10) school days after completing the course.  These forms 

may be submitted on paper or electronically (e-mail). 
 

7. Turning in the Program Enrollment Form and the Professional Growth 
Online Instructor’s Evaluation Form, together with a completed 

Reimbursement for Hourly or Per Diem Stipends of Salary Advancement 
Credit Form will allow the instructor to be paid a stipend, or to receive SAC 

or SIS credit, if approved. 

mailto:kzukowski@longmeadow.k12.ma.us
mailto:kzukowski@longmeadow.k12.ma.us
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ONLINE INITIAL COURSE ENROLLMENT FORM 

 
 

DATE:       
 

COURSE TITLE:         
 

ENROLLMENT:         
    

PARTICIPANT NAME  SCHOOL ADDRESS E-MAIL ADDRESS 
 

 
              

 
              

 

              
 

              
 

              
 

              
 

              
 

              
 

              
 

 

 
 

 
INSTRUCTOR:         

 
BEGINNING DATE:         

 
CREDIT: Upon successful completion of this course, the participant will be 

awarded professional growth hours or SIS credit.  Participants will 
be present at all regularly scheduled sessions and will only be 

excused by permission of the instructor.  Participants will be 
required to complete all course work and a demonstration of 

learning in order to receive credit. 
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ONLINE COURSE ATTENDANCE VALIDATION 
(to be completed 2 weeks after course start date) 

 
START DATE:   ____________________ 

 

COURSE TITLE:  ___________________________________________ 

 

The course must have a minimum enrollment of ten (10). 

 

     

PARTICIPANT NAME SCHOOL/ADDRESS E-MAIL ADDRESS 

1. 

 

  

2. 

 

  

3. 

 

  

4. 

 

  

5. 

 

  

6. 

 

  

7. 

 

  

8. 

 

  

9. 

 

  

10. 

 

  

11. 

 

  

12. 

 

  

13. 

 

  

14. 

 

  

15. 

 

  

 

INSTRUCTOR: 

 

According to the PGC Handbook, instructors are required to submit course enrollment forms 

two (2) weeks after course onset (start date) and submit this form to the assistant 

superintendent’s office immediately.   Courses that do not meet the approved minimum 

enrollment will be cancelled. 

 
CREDIT: Upon successful completion of this course, the participant will be awarded professional 

growth hours or SIS credit.  Participants are required to complete all course work and 

demonstration of learning in order to receive credit. 
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ONLINE SESSION TWO EVALUATION FORM 

 
 

Course Title:                                                                           
 

Instructor:                                                                            
 

Date:                                                                              
 

Is this course meeting your expectations?  If not, please give the reasons. 
 

                                                                                                                                                       
 

                                                                                                                                                       
 

                                                                                                                                                       

 
                                                                                                                                                       

 
                                                                                                                                                       

 
Name (Optional)                                                                      

 
School                                                                        

 
 

 
Course participant should complete this form and e-mail it to the Course Instructor at 

the end of the second week.  This form is to be kept by the Instructor for his/her 
information. 
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ONLINE FINAL EVALUATION 

 
COURSE TITLE:________________________________________________            
Did the course meet your expectations?  Explain 

 
 

 
   

What specifically were the most valuable components of the course? 
 
 

 
 

How could this course have been improved? 
 
 

 
Other comments: 

 

 
What courses would you like to see offered in the future? 

 
 

 
 

Please list any specific presenters or organizations you think we should contact for 
future offerings. 

 

 

               
******************************************************************** 
Overall, how would you rate your online experience with us this semester? 

Excellent Good Fair Poor 

    

 
Do you think your online course required more time or less time than the course 

taught in a classroom setting?                         

Much More Somewhat more About the same Less 

    

 
Was your online course well organized? 

Highly Quite Well Could have been 
better 

Poorly 

    

 

Were course materials and content available when needed? 

Definitely Often Seldom Hardly 
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When you submitted assignments to your instructor, did he/she provide helpful 

feedback? 

Very helpful Usually helpful Marginally helpful Not helpful 

                     

 
When you submitted assignments to your instructor, did he/she provide timely 
feedback? 

Very quick 
turnaround 

Satisfactory 
turnaround 

Somewhat slow 
in getting back 

Very slow in 
getting back 

    

 

How would you rate the use of the Discussion Board in your course? 

Highly effective Quite effective Slightly effective Don’t use it 

    

 
How would you rate the use of the Virtual Classroom in your course? 

Highly effective Quite effective Slightly effective Didn’t use it 

    

 
Was your instructor available by email when you needed him or her? 

Almost always Quite often Seldom No 

    

 
Based on your experience with us this semester, would you take another online 

course with us if you needed another course? 

Definitely Most likely Not sure No 

    

What were the best aspects of your online course this semester? 

 
 

 
What were the most troubling aspects of your online course this semester? 
 

 
 

 
What other online courses would you like to see offered? 
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ONLINE PROFESSIONAL GROWTH ONLINE INSTRUCTOR’S EVALUATION 

 

NAME OF COURSE: ___________________ INSTRUCTOR:       
 
Is this the first time you taught a professional development course?   YES         NO  
Is this the first time you taught an online professional development course? YES    NO  

 
 
Please indicate your evaluation of the following: 

    NEEDS  
    EXCELLENT    ACCEPTABLE     IMPROVEMENT     N/A 

Online Introductory Information 
Packet 

    

Number of participants     
Length of course     
Materials covered     
Expectations of instructor met     
Expectations of student met     
   

Was there anything that you felt detracted from the course? 
 
 
 
What were the strengths of the course? 
 
 
 
 
Was there anything that could be done to improve the course in the future? 
 
 
 
 
Would you be willing to offer a similar course? 
 
 
 
 
Would you be willing to offer a follow-up course? 
 
 
 
 
Additional Comments? 
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ONLINE PROGRAM ENROLLMENT FORM 

 
If this program did not originate in the Superintendent’s Office, please attach a program 
description (including demonstration of learning) and the dates and times of meetings (e.g. 

January 31, 2-4 p.m.). 
 

Today’s Date: ________________   Instructor:_______________________________                                                          
 
Course Name:______________________________ Number of Course Hours: _____              

 
Instructors/Facilitators who are teachers in the Longmeadow Public Schools: Please check which 

reimbursement option you choose: 
                   

Payment: ______Salary Advancement Credits: _______  SIS Credits:__________ 
 
 LIST BELOW THE NAMES OF ALL PARTICIPANTS WHO 

 SUCCESSFULLY COMPLETED THE PROGRAM 
 

Note: If this is an adaptable content area course and the individual’s demonstration of learning 
was linked to his/her area of certification, indicate the content area on the chart below: 

 

NAME SCHOOL UNIT CONTENT AREA 
CREDIT 

SAC SIS 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Email to kzukowski@longmeadow.k12.ma.us 
 

APPROVAL SIGNATURE    __________________________________________ 
     Assistant Superintendent for Learning 
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INDEPENDENT STUDY PRIOR APPROVAL FORM 
RESEARCH CONTRACT/GROUP ACTIVITY 

 
Complete this form to request hours for salary credit for independent study.  An Independent 

Study/Research Project must be a minimum of fifteen (15) hours, and no more than forty-five (45) 

hours can be requested for one project.  Prior approval must be granted BEFORE you proceed with your 

project/program, etc.  Allow ten (10) school days for this approval process. 

 

Name(s)                                                              Date       

             

                                                               School                                     

 

                                                                 

                                                               

 
 DESCRIBE THIS PROJECT IN DETAIL.  BE SPECIFIC. 

 

1.  Objectives of this project:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

 

 

 

 

 

2.  Activities to be undertaken:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

 

 

 

 

 

3.  Criteria to be used for evaluation:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

 

 

                                                                                                                                         

 

                                                                                       

Building Principal/Department Chair     Date 

  

Send this form to the Assistant Superintendent 

 

                

                                                                  ___________________                                  

Assistant Superintendent       Date 

 

 

                                                                               ___________________ 

Superintendent of Schools      Date 
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EDUCATIONAL TRAVEL FOR CREDIT - PRELIMINARY APPLICATION 

 
Date:       

 
Name of Applicant: _______________________________________________________ 

 
School:_________________________ Grade: ________ Subject: _________________ 

 
Dates of Trip:  From ________________________ to ___________________________ 

 
Purpose of Itinerary:  

 

 

 

 

 

How will this trip accomplish the above purpose? 

 

 

 

 

 

       

 

 

Approved: 

 

          School Principal          Date 

 

 

 

File in Duplicate Superintendent OR Assistant Superintendent        Date 
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EDUCATIONAL TRAVEL - SAC REQUEST 

 
This form is to be completed after the educational travel has been completed.  

Submit this form with the summary of the trip and forward it to the 
Superintendent’s Office. 
 

  

Today’s Date:  ______________________ 
 

Applicant Name: _________________________   School:______________________ 
 

Date of Trip: ______________________________ 
 

Date Preliminary Application was approved: ______________________ 
   

   By Principal: ___________________________ 

 
   By Superintendent OR Asst. Superintendent:__________________ 

 

 
Principal’s statement:  

 
The above trip provides tangible evidence of potential benefit to the school system. 

 
 

__________________________________   _______________ 
              Principal’s Signature     Date 

 

 
 

Number of Salary Advancement Credits Requested: _______ (Maximum of 2 SACs allowed) 

 

 

Approved:   

 
 __________________________________________       Date: ___________________ 

Superintendent OR Assistant Superintendent of Schools 
 

 
Notes from the Professional Development Handbook:   
Two credits, for salary increment only, may be allowed for approved trips.  Travel duration shall be for a 

minimum of four weeks.  Before credit is allowed, and before the November 1 following the trip, a teacher 

must submit a short summary of the trip; and a statement from the principal that the trip has provided 

tangible evidence of potential benefit to the school system.  When all these conditions are met, any 

advancement on the salary schedule will be retroactive to the start the school year.  
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B. HIGH QUALITY TEACHER SHARING ACTIVITY 

Facilitator of a High Quality Teacher Share 
a. Completes a Request for High Quality Teacher Sharing Activity Form prior to 

beginning the activity.  This activity requires the prior approval of both the building 

principal and the Assistant Superintendent.   
 

b. Obtain attendance sheet from the office of the Assistant Superintendent 
 
c. Maintain the attendance sheet. Discuss attendance policy 

 
d. Distribute, and then collect The Impact of Student Learning Plan form during the 2nd 

session. This must be sent to the Assistant Superintendent’s Office. 
 

e. At the end of the High Quality Teacher Sharing Activity, summit The Final High 
Quality Teacher Share Participant forms to the Assistant Superintendent. 

 

f. The facilitator of the High Quality Teacher Sharing Activity organizes the activity, 
submits paperwork and receives 20% more PDP’s, SAC, or SIS credit that the rest of 

the group. 
 
Participants of a High Quality Teacher Share: 

 
a. Sign the attendance sheet for every class meeting.  This will serve as your proof of 

attendance.  Absences will impact the learning and the dynamics of the HQ-Teacher 
Sharing Activity; therefore participants must be present at all regularly scheduled 
sessions and should only be excused by permission of the facilitator. The limit for 

excused absences is 20% of the time (i.e. two (2) hours for a ten (10) hour HQ-
Teacher Share Activity). Any absences beyond this limit will result in no credit being 

given for the activity. 
 

b. Each participant will fill out the Impact on Student Learning Plan form at the end of 

the second meeting and submit it to the facilitator.  
 

c. Upon conclusion of the class, the facilitator will have each participant complete the 
Final High Quality Teacher Share Participant Form and send all required paperwork 
to the Assistant Superintendent for review.   

 
1. You will receive a certificate for the completed activity from the Assistant 

Superintendent’s office.  It will indicate the number of hours toward salary 
credit you have earned.  A copy of this certificate will be forwarded to the 
Human Resources (HR) Office who will then enter the credits into the HR 

database.  
 

2. The HR Office will send you a copy of your updated Credits Beyond Salary 
Schedule report.  This report may also be provided upon request.  See 

Appendix B for help in reading this report.  The HR Office can be reached at 
565-4128.  

*An outside presenter is someone invited to instruct a minimal amount of sessions. This could be someone 
from outside the district or within (not a teacher share participant.) Requests for outside presenters must be 

made in advance to the building principal, and payment is the responsibility of the individual school. 
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REQUEST FOR HIGH QUALITY TEACHER SHARING ACTIVITY 

 

Approval by Building Principal and Central Office is required BEFORE Teacher 

Sharing Activity begins. 

 
SCHOOL ___________________________  DATE ______________________________ 
 

REQUESTED BY (FACILITATOR) _____________________________________________ 
 
TITLE OF TOPIC __________________________ # OF HOURS REQUESTED __________ 

 
Is this a School-Based High Quality Teacher Share Activity?  _______No    _______Yes  

 
Is this a collaboration involving more than one school?         _______ No    _______Yes   
If yes, list Schools: 

______________________________________________________________________  
  

The facilitator must provide a brief, substantive description of the content and outcomes of this 
activity, in full sentences, exactly as it will be used on certificates. State recertification 
regulations require a minimum of ten (10) hours and a product or other demonstration of 

learning before a topic is eligible for PDPs, but different sessions may be combined to make ten 
hours of the same topic.  If approved, this activity will qualify for Salary Advancement Credit, 

per contractual guidelines. 
 

This information will be used to create a certificate that will become a legal document 
under the EDUCATION REFORM ACT. 

 

Description of High Quality Teacher Sharing Activity: 

 

 

 

 

Demonstration of Educator Learning (If this is not a content-specific activity, how will 

participants demonstrate their learning in the own recertification area?): 
______________________________________________________________________ 

_____________________________________________________________________________

_______________________________________________________________ 

Participants will need to show a connection between High Quality Teacher Share Activity and its 

impact on student learning in the classroom by submitting the Impact on Student Learning form 
at the end of the second (2nd) session. 
 
Are you requesting SIS approval for this activity? _____YES     _____NO 
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If yes, explain how this activity will improve instruction for students through the explicit 

application of (1) Longmeadow Learning Principles and Practices AND/OR (2) other 
systems/tools of organizational development of school improvement: 

______________________________________________________________________ 
 

______________________________________________________________________ 
 

______________________________________________________________________ 
 

 
Are you requesting the use of an outside presenter? _____YES     _____NO 

If yes, please provide details: 
_____________________________________________________________________ 

 
______________________________________________________________________ 

 

If yes, does the outside presenter require payment? _____YES     _____NO 
 

Amount of payment: ________________ Source of Funding: __________________ 
 

 
_________________________  __________      ____________________   ____________ 

   (PRINCIPAL’S APPROVAL)       (DATE)      (ASSISTANT SUPERINTENDENT        (DATE) 

           FOR LEARNING) 
 

If this involves collaboration among schools, please obtain approval from the principal of 
each participating school: 

 
 
________________________  __________      ____________________________   ____________ 

   (PRINCIPAL’S APPROVAL)       (DATE)  (PRINCIPAL’S APPROVAL)              (DATE) 

    

         
_________________________  __________     ___________________________   ____________ 

   (PRINCIPAL’S APPROVAL)       (DATE)  (PRINCIPAL’S APPROVAL)              (DATE) 

            
 

Please forward to the office of Assistant Superintendent for Instructional Services upon 
approval by Principal(s). Attendance sheets will be forwarded for your use in tracking 

attendance for PDPs. 
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HIGH QUALITY TEACHER SHARING ACTIVITY 

IMPACT ON STUDENT LEARNING PLAN 
 

Name: _________________________________ School:  ________________________ 
 

Date: ______________________ HQ-TSA Title: _______________________________ 
 

 

Complete the following and return to the facilitator at the conclusion of the 2nd 
(second)  

HQ Teacher Sharing session. 

  
Participants must be making a connection between their professional development and 

its impact on student learning in the classroom. 
 

What is your plan to measure the impact this High Quality Teacher Sharing Activity has 

on student learning? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________         

 ________________________________________      
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HIGH QUALITY TEACHER SHARING ACTIVITY 

FINAL HIGH QUALITY TEACHER SHARE PARTICIPANT FORM 
 

Name: ________________________________  School:  ________________________ 
 

Date: ______________________  HQ-TSA Title: _______________________________ 
 

 

Complete the following and return to the facilitator at the conclusion of the  

last HQ-Teacher Sharing session. 

  

Participants must be making a connection between their professional development and 
its impact on student learning in the classroom. 

 
Content Area: _________________________________________________________ 

 

Please summarize how your plan to measure the impact this activity has had on student 

learning was implemented in your classroom and what you learned as a result: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

___________________________________________       
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HIGH QUALITY TEACHER SHARING ACTIVITY ATTENDANCE SHEET 

 
SCHOOL_________________________ FACILITATOR_______________________________DATE     

 

SUBMITTED____________________________ TITLE OF TOPIC____________________________________________   

 

# OF APPROVED HOURS FOR HIGH QUALITY TEACHER SHARING ACTIVITY:_____________ 

PARTICIPANT’S 

NAME 

SCHOOL UNIT 

A,B,*D,*F 

DATE DATE DATE DATE DATE DATE DATE TOTAL # HOURS 

TO BE AWARDED 

 
 

          

           

 

           

 

 
 

          

 
 

          

 
 

          

 

 

          

 

 

 

          

 

NAME OF FACILITATOR/RECORDKEEPER_____________________________________NUMBER OF HOURS TO BE 

AWARDED FACILITATOR______ 

 

FACILITATOR’S SIGNATURE FOR AWARD OF HOURS:_____________________________________________ 
In order to receive credit all participants must be present at all regularly scheduled sessions, and only be excused by permission of 

the facilitator.Please submit this form to the Office of the Assistant Superintendent for Instructional Services at the conclusion of the 
teacher sharing activity.  Professional development points will be awarded; salary credit given, if appropriate; and certificates will be 
issued by the Superintendent’s Office. 
*Members of units D & F need prior approval to participate in teacher sharing. 
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RECORD OF HOURS TOWARDS SALARY CREDIT (UNIT A) 

 
Teachers in the LPS should use this form to request salary credit in the LPS system for assorted hours of workshops, lectures, etc.  The form is not 
for purposes of recertification.  One credit or more Professional Growth courses taken in LPS are recorded separately by the Central Office and 
should not be listed here.  When a teacher accumulates fifteen or more hours of assorted programs that count towards credit on the LPS salary 
scale, s/he should report them on this form.  NOTE: List all hours claimed.  Include documentation for all submitted hours.  TO BE ELIGIBLE FOR 
SALARY CREDIT, HOURS CLAIMED MUST HAVE OCCURRED OUTSIDE NORMAL CONTRACT HOURS. 
 
NAME:                                                                                                    SCHOOL:                                                                    
 
POSITION:                                                                                             TODAY’S DATE:         

 
      

           DATE OF HOURS     
 TITLE OF PROGRAM   SPONSORING ORGANIZATION PROGRAM    CLAIMED    DOCUMENTATION INCLUDED 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

     

     

Send to the Assistant Superintendent.  Please maintain a copy for your files. 
 
 
                                                                                           TOTAL HOURS                 @ 15 HOURS PER CREDIT =              CREDITS 
Assistant Superintendent for Instructional Services               
                       HOURS REMAINING 
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RECORD OF HOURS TOWARDS STIPEND CREDIT (Unit D and F) 
 
Members of the LPS Units D and F should use this form to request stipend credit in the LPS system for assorted hours of workshops, lectures, etc.   
One credit or more Professional Growth courses taken in LPS are recorded separately by the Central Office and should not be listed here.  When a 
member accumulates fifteen or more hours of assorted programs that count towards stipend credit, s/he should report them on this form and 
submit it to the Assistant Superintendent.  NOTE: List all hours claimed.  Include ORIGINAL documentation for all submitted hours.  TO BE 
ELIGIBLE FOR STIPEND CREDIT, HOURS CLAIMED MUST HAVE OCCURRED OUTSIDE  NORMAL CONTRACT HOURS.   
 
NAME:                                                                                                    SCHOOL: _________________________________                                                                  
 
POSITION:                                                                                             TODAY’S DATE: __________________________________ 

 
     DATE OF HOURS DOCUMENTATION 

TITLE OF PROGRAM    SPONSORING ORGANIZATION PROGRAM CLAIMED INCLUDED 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
     TOTAL HOURS: _______   3-YEAR STIPEND PERIOD: ________________________  
 
Did you attach a copy of your prior approval(s)?   Did you attach your certificate(s) of completion or attendance validation 
form(s)?  
Please maintain a copy for your files. 
 
 
 
____________________________________________________ 
Approved by:  Assistant Superintendent for Instructional Services                                                                             
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REIMBURSEMENT FOR HOURLY OR PER DIEM STIPENDS 

OR Salary Advancement Credit 
 

Note: The contract year is September 1st to August 31st [see Article IX, A. 2. a & b of the 

Agreement] Work completed between September 1st and June 30th must be submitted by July 15th; 

work completed between July 1st and August 31st must be submitted by September 15th. 

 

_________________________________     ___________________    _________________ 

               Name                  School  Position 

 

Reason for Payment:           

 

              

 

APPROVED BY:  ______________________________    DATE:_____________________ 

                                              Principal/Supervisor/Superintendent 

 

CHARGE TO:     If this is grant-funded, list name of grant:________________ 
                            Account #  
 

PLEASE COMPLETE THE APPLICABLE INFORMATION BELOW AND RETURN TO:  Karla Zukowski  
LONGMEADOW PUBLIC SCHOOLS, 127 GRASSY GUTTER ROAD, LONGMEADOW, MA   01106 

 

 

 

                         When Completed:          

Dates             Times 

From:                To: 

# 

Hours 

   

   

   

   

   

   

      *TOTAL  HOURS:  
 

PER DIEM PAYMENTS     _________        

                    #Days  When Completed: 

       Dates      Dates        Dates 

   

   

   
 

#Days Allowed:_____#Previously Used:_____ #Remaining:_____in 20       to 20__ school year 
______________________________________________________________________________________ 

 

BOOKKEEPING PURPOSES ONLY: 

 

#DAYS_______ RATE:  _______ TOTAL AMOUNT:_____ CHARGE TO:_________________                                                            
    

Hourly Stipend/Credit* 

 
# Hours Rate: 

Please 

Check 

 Total 
Amount 

     $25 Curriculum Rate $ 

    $38 Teacher Rate/Summer 

School 
$ 

    $ 750 PGC Stipend  $ 

    $1500 PGC Stipend $ 

    $2250 PGC Stipend  $ 

    $100 mini PGC Stipend $ 

    Salary Advancement Credit*  

* If you have selected salary 

advancement credit instead of 

payment, please indicate the 

number of credit hours in the 

chart to the right & submit to 

Kelley Gangi, Assistant 

Superintendent, Longmeadow 

Public Schools. 
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APPENDIX A – CREDITS BEYOND SALARY SCHEDULE 
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APPENDIX B 

GUIDELINES FOR EARNING PROFESSIONAL GROWTH STIPEND FOR MEMBERS OF UNIT 

D AND UNIT F 

 

Unlike members of Unit A, Unit F and Unit D members earn hours toward stipend credit instead of 

salary advancement credits. 

 

In order to encourage professional growth, all Unit D and Unit F members who participate in 

fifteen (15) hours of study outside of contractual time can receive a yearly stipend. These hours 

may be acquired through in-service work, staff presentation, or other means deemed appropriate 

by the Superintendent/Asst. Superintendent.  All Unit F members must request and receive 

a signed Prior Approval (page 17) before commencing a professional development 

activity intended for earning the stipend.  

 

The stipend will be good for three years and may be renewed without limit at 3-year intervals. If 

at the end of any three year period, an employee does not complete the fifteen (15) additional 

professional development hours approved towards the stipend, the stipend will not be continued.  

 

To apply for stipend, an employee who has completed 15 hours of coursework must submit a 

Record of Hours for Stipend Credit Form (page 60) to the Assistant Superintendent.  All original 

pertinent certificates of completion or Attendance Validation Forms (page 28) and a copy of 

signed prior approvals for each course taken must be attached. 

 

The stipend will go into effect based on the following schedule: 

 

Full year employee – after July 1st  

(Submit paperwork before June 15 to allow ample time for processing.) 

 

School year employee – after September 1st    

(Submit paperwork before August 15th to allow ample time for processing.) 
 

Illustration: 

Mrs. Center, a school year employee, accumulated 18 hours and submitted her paperwork on July 

20, 2005.  Because she has completed the required 15 hours, she will be eligible for a yearly 

stipend starting Sept. 1, 2005 and has earned a yearly stipend for the following 3 years:   

9/1/05 – 8/31/06 

9/1/06 -- 8/31/07 

9/1/07 – 8/31/08 

(The 3 extra hours she completed will not be valid for stipend credit, nor will it carry over to the 

next 3 year period.) 

If Mrs. Center wishes to continue receiving stipend after 8/31/08, she should take courses 

totaling 15 hours during the period of 9/1/05 – 8/31/08.  For example, if Mrs. Center completes a 

15 hour class on August of 2006, she has fulfilled the requirement for earning stipend for the 

following years:   

9/1/08 – 8/31/09 

9/1/09 – 8/31/10 

9/1/10 – 8/31/11 

(Again, if she completed more than 15 hours during the period of 9/1/05 – 8/31/08, the hours in 

excess of 15 will not be valid for stipend credit.) She has to wait until after 9/1/08 before she can 

earn stipend credit hours for the next 3 years (9/1/11-8/31/13).   

 

If fewer than 15 hours is completed during the 3 year period, the stipend will stop.  As soon as 

the hours add up to 15, the stipend will start again after July 1 or Sept. 1 following the 

submission of approved completed paperwork. Refer to your contract for the stipend amount and 

for more details. 


