Professional Development FAQ

1. When does a Professional Development (PD) Form need be completed?

A PD Form should be completed by certified personnel who have been approved by the principal to be absent from
his/her assigned classroom to participate in a professional learning session/workshop. Forms must be submitted
seven days prior to the session/workship.

2. How is my absence from the classroom, for PD purposes, documented by the local payroll personnel?
(Please read the attached State Auditor's Guidelines for Professional Development.) Per state auditors: After
attending a workshop, proof of attendance (agenda, and/or certificate of hours) must be submitted to the local
school payroll personnel and attached to the PD form. It is the responsibility of the person requesting/ attending
professional development to submit all forms to the person responsible for completing payroll at your school.

3. How will I know if my PD form has been approved?

After a PD form has been processed and approved a confirmation email is automatically to the email included on the
electronic form. (See the local school administrator for approved PD procedures.) Please save this email to turn in
with your documentation.

4. Can an approved PD form be adjusted to show a new person for a workshop?
No, each educator must submit a PD form for approval to attend a PD session/workshop.

5. Can the date for a training session/workshop be changed after it has been approved?

Yes, only if the session date was changed due to a state or district schedule change or inclement weather. The
person responsible for submitting the form will have to request the date change. The date change on the form will
have to be approved and documented by the Education Office. A copy will be forwarded to the local school to reflect
the change.

6. What are the procedures to have a PD form approved to go out of state?
Board approval is recommended for out of state travel. (Follow procedures to submit the PD form to the Education
office.)

7. Will a PD form be approved by the Education Office if it is sent to the principal at least 7 days prior to the
event; but, the PD form does not make it to Central Office at least 7 days prior to the event?

No, according to Board Policy, Professional Development Forms and meeting/workshop information must be
submitted to the Chilton County Board of Education at least seven (7) days prior to the date of attendance.

8. Who is responsible for ensuring that PD forms are submitted to Central Office at least 7 days prior to an
event?

The person requesting professional development leave is responsible for completing and turning in forms at least 7
days prior to attending an event and all documents required after attending a professional development session.

9. When a PD form is approved for a substitute, who is responsible for scheduling & notifying the
substitute?

The person who submitted the form for approval is responsible for contacting, scheduling, and communicating with
substitutes.

10. Can a PD form be submitted for approval to document a workday away from the local school?

No, PD forms should only be completed and submitted to the Education Office for professional development.
(Include work assignments on your weekly schedule and follow local school procedures to leave campus for off
campus work sessions and other events. Sign out and sign in as required at local schools.



11. How many hours of PD are necessary to renew a teacher certificate?
See ALSDE Certification Guidelines.

12. Do faculty meetings count as PD?
No, not if it's a general faculty meeting.

13. What is the minimum number of hours | should log into PowerSchool PD each year?
It is recommended that a minimum of 12 hours be logged in each year. However, you will have to monitor your PD
transcript. Renewing your certificate is your responsibility.

14. How do | enroll in a Professional Development Session?

All certified educators who are employed as certified personnel are required to enroll in sessions while the sessions
are open for enroliment. (Do not attempt to enroll by submitting an online enroliment approval request. On-line
enrollment requests will be denied.) If a session is not available for enroliment, then you may enter the session
information in the Pending Training History contact the local school PD Designee for approval. {Pending training
requests will be deleted if documentation is not provided and/or they are not approved within 3 days of being
entered.}

15. What are the procedures to have professional development approved in PowerSchool?

It is recommended that the PowerSchool PD Course and Section Number be used to enroll for a PD session. Click
on the title and then click enroll. If there is not an option to enroll in a workshop using a STI PD title number, you
may enter the information for the workshop in the pending training history to receive credit. The following steps are
required: (1) enter the required documentation (including some notes about the training) in the pending training
history; (2) communicate with the local PD Designee at the local school to have the pending training approved; (3)
provide the PD Designee with a copy of your PD certificate to verify attendance to the session and hours earned for
attending the session. {Pending training requests will be deleted if documentation is not provided and/or they are not
approved within 3 days of being entered.}

16. Who is available at the local school to help me with PowerSchool PD enroliment, PD credit, and general
PD questions?

Communicate with your principal or assistant principal regarding local PD procedures for your school. Each school
has an PD Designee who has been assigned rights by the principal to assist with verifying PD credits and/or
creating local PD sessions. The PD Designee is available to assist with your PD needs. If you still have questions
after you have spoken with the PD designee and the principal, you may contact the PD Director, Nichelle
Bulger-Johnson, at nbulger@chiltonboe.com

17. How can PD credit be approved if participants do not receive a certificate of attendance?

In order to approve any PD training, a certificate of attendance or a copy of the sign-in sheet is required. Without a
copy of the certificate or the sign-in sheet, the facilitator who created the training session has the right to use the
sign-in sheet to award credit to participants. Most training sessions are usually available in Professional Learning for
registration. If not, you may consider contacting the training facilitator to send you a certificate for attending or to
approve the credit hours for you in Professional Learning.

18. Are certified teachers who are employed in non-certified positions eligible to earn PD credit hours?
CEUs and PD credit hours may only be approved in Professional Learning for certified personnel. However, if the
principal approves, certified teachers employed in non-certified positions may attend training sessions after school.
The session instructor may provide certificates of attendance for attending the sessions. The certificates may be
used for renewal if the sessions qualify as PD.



19. How can certified teachers earn additional PD credit hours?

Communicate with your principal regarding local school PD opportunities that are approved for PD credit hours. If
you participate in regional, state, or other workshops, enroll in Professional Learning for credit. If enroliment is not
available in Professional Learning, enter the information in Professional Learning for approval and submit a copy of
your certificate of attendance to the local PD Designee for approval. PD opportunities with eLearning are provided
by the ALSDE. The link for eLearning is http://elearning.alsde.edu. If you are a member of AEA, communicate with
AEA about the PD opportunities offered to active AEA members.

20. If college courses are completed, how many hours or CEUs are credited for the classes?
If you want to use coursework to renew your certificate, an official copy of your transcript must be provided to the
Education Office. More information is available at www.alsde.edu/certificationforms

21. Can |l count just any college classes toward renewing my certificate?
See the ALSDE Certification renewal requirements.

22. | am a new employee in Chilton County. What are the procedures to have PD credit hours approved
from another school system?

It is recommended that you contact your previous school system to help you resolve outstanding PD concerns
before your records are moved to Chilton County.

23. | have an Administrator/instructional Leader certificate. What is required in the way of PD and/or PLUs
to renew it?

1 PLU is recommended for each year. 5 PLUs are required to renew an Administrator/Instructional Leader certificate
every 5 years.

24. What are some options to earn PLUs for those who have an Administrator certificate?

PD opportunities with eLearning are provided by the ALSDE. Courses are FREE and completely online. The link is
http://elearning.alsde.edu. CLAS has several options for earning PLUs that are ACLD approved and available for
registration in Professional Learning. Contact CLAS for more information: www.clasleaders.org or 1-800-239-3616.
AEA offers its member numerous opportunities for PD through statewide conferences. At the conferences, members
are offered workshops to initiate the process to further their professional knowledge and earn CEUs and PLUs for
their certifications. For more information, the AEA PD link is: http://www.myaea.org/benefits/professional-
development. There are several organizations who advertise opportunities to earn PLUs. PLUs must be ACLD
approved and verified in Professional Learning for recertification.

25. Are PLUs currently being offered by the Chilton County School District?

Join the Aspiring Administrators Academy for more information. Administrators are encouraged to earn PLUs with
eLearning. The ALSDE offers eLearning courses that are FREE and completely online. For more information visit:
http://elearning.alsde.edu Also, refer to FAQ #25 for additional options to earn PLUs for anyone who has an
Administrator certificate.

26. 1 am an administrator. Since my local LEA is not offering any local PLUs, will the district pay for me to
attend workshops to earn PLUs?

Administrators are encouraged to earn PLUs with eLearning. Currently, eLearning courses are FREE and
completely online. Also, CLAS has several options for earning PLUs that are ACLD approved and available for
registration in STI PD. If sufficient PD funds are available, Chilton County School District will allocate funds to help
active Chilton County administrators attend the annual Summer CLAS Convention. The local LEA encourages
professional growth for all employees; however, earning PLUs and monitoring PLU credits is your responsibility.


http://elearning.alsde.edu
http://elearning.alsde.edu

27. Is Turn-Around Training required after attending a Professional Development Workshop?
If district or local PD funds are used to fund a PD session for an individual to attend, that person is expected to
provide turn-around training for local school colleagues.

28. Who is allowed to use local school PD funds?

Communicate with your principal regarding availability of local PD funds. If PD funds are available for our district,
each local school will be allocated funds annually. (Local school CIPs Page 4 of 5 Chilton County Schools
Professional Development Director: Nichelle Bulger-Johnson FAQ Created: July 18, 2014 must address how PD
sessions will be funded. ) PD funds are allocated for core academic subject areas. Certified personnel who are
approved to use local PD funds are expected to disseminate professional learning after attending a PD session.

29. If | am using Career Tech funds to pay for PD, can my local school principal approve my PD form?

If Career Tech funds are being used for professional development or training, the local school principal will need to
sign your PD form to approve your absence from the regular classroom and the Career Tech Director will need to
sign also to approve using career tech funds to pay for the PD.

30. How is an Professional Leanring account transferred for a new Chilton County BOE employee?

If you were previously employed in another school system in the State of Alabama and held an STI-PD or PS PL
account, the following information needs to be sent to Dr. T.N. Johnson (nbulger@chiltonboe.com): full name,
certificate number, name(s) used in previous system, previous system(s), previous school(s), new school in Chilton
County, & new email address. After you submit the required information, you will be notified once the transfer is
complete. (This process is completed with assistance from PowerSchool and may take 2 to 5 business days). It is
recommended that you contact your previous school system to help you resolve outstanding PD concerns before
you request to have your records moved to Chilton County. If you were previously employed in a private school or in
another school system outside the State of Alabama, an Professional Learning account will need to be created for
you. The following information needs to be sent to Nichelle Bulger-Johnson (nbulger@chiltonboe): full name, SSN,
date of birth, new school in Chilton County, & school email address.

31. | have forgotten how to log-In my PowerSchool account.

The address for the website is http://alsde.truenorthlogic.com. Enter your username and password. Your local
school PowerSchool Designee can help you with your username. Your password is protected (You are the only one
who knows it.) If you have forgotten your password, just click the forgot password link to reset.



