School of Policy, Planning, and Development

Staff Professional Development Policy
2005-2006
The School of Policy, Planning, and Development (SPPD) believes that staff members are a valuable resource to SPPD and, as such, their professional development should be encouraged and nurtured.  SPPD will provide opportunities for staff members to avail themselves of resources that will provide continuous learning, individual development, and/or specialized training of benefit to the individual and the mission of SPPD.

Training Available Through the University

The University provides in-house professional development programs for staff.  These programs are paid through the University’s fringe benefit pool and are at no cost or limited cost to the staff member within approved University guidelines:

· Degree Programs offered by individual schools leading toward a bachelor’s degree, master’s degree, or doctoral degree.

· Certificate Programs

· Professional Office Administration

· Project Management

· Supervision

· Management

· Human Resource Management

· Professional Business Writing

· Individual Course Offerings

· Leadership Development

· Interpersonal Skills

· Computer Skills

· Business Writing

· Accounting

· Environmental Health & Safety

· Special Topics

SPPD limits participation in a professional development program to one (1) program at a time.    A staff member may enroll in one (1) class in a rolling six-month period.  A staff member enrolled in a certificate program should follow the course schedule recommended by the program.  A staff member should not enroll in more that one (1) certificate program at a time. Requests for participation in more than one (1) program during a rolling twelve-month period require approval by the evaluation committee prior to enrolling in the second program.
Training Provided Outside of the University

SPPD understands that professional development needs are not always covered by the University’s tuition assistance benefit or through its Office of Professional Development.  In an effort to support those activities that do not fall within the University-sponsored training programs, SPPD has established a pool of resources from which individuals may petition for reimbursement for professional development training.  The resources for continuing professional education will vary from year to year depending upon the resources available each year.
In 2005-2006, SPPD will allocate $150 per full-time staff member to a pool for professional development and staff training purposes.  The total pool will be $10,000 based on the total number of SPPD’s full-time staff members.  In addition, the staff members will receive paid time off for those hours/days they are attending an approved training program.

Training programs or seminars offered outside of the University and subject to registration fees and related costs may be considered for reimbursement under the following circumstances:

1. All professional development costs under $1,000 will be reimbursed at 100% if the evaluation committee has approved them.

2. All professional development costs in excess of $1,000 will be reimbursed at a rate of 50%.

3. Departments may, at their discretion, reimburse additional program costs provided that resources are available in their budget.

4. Individuals may receive one award per year from SPPD’s professional development pool.

5. Requests for professional development reimbursement must be approved in advance of the training program and must be work related.

6. Requests for reimbursements may include costs for tuition, fees, books, lodging, per diem, and/or supplies required for participation in the program.

Please direct all questions regarding SPPD’s Professional Development Policy to Regina T. Nordahl at (213) 740-1920 or rnordahl@usc.edu.

