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Professional Development Incentive Plan
for Adjunct Instructors

Guidelines


In the fall of 1998 Pensacola State College initiated a voluntary Professional Development Incentive Plan designed specifically for adjunct faculty. The intent of the plan is twofold: 1) Upon completion of the plan, adjuncts will receive a $2.00 per hour pay increase, 2) The plan provides a means for adjunct faculty to become acquainted with Pensacola State College policies and procedures while providing opportunities for faculty members to expand their teaching techniques in community college instruction. Please read the information below very carefully. If you have any questions along the way be sure to contact the SPD Office at 484-1754. 
General Policy and Requirements:
1) The program is offered to adjuncts teaching courses in the following areas:

· Adult Basic Education

· Adult High 

· College Credit (A.A., A.S.)

· College Prep

· Vocational Credit

· Vocational Supplemental

2) Adjuncts must complete one workshop/activity from each of the areas listed below as established by the Pensacola State College Office of Staff and Program Development. Adjuncts must also complete approximately four (4) hours of workshop/inservice training activities relevant to their department (included below as, Departmental Issues). Important note: Any workshops on the SPD calendar that count toward Initial Credentialing for full time faculty may be used toward the adjunct incentive plan. Although these workshops usually count only 25% - 50% for Initial Credentialing, they count 100% of the requirement for the relevant category of the adjunctive plan. In other words the adjunct incentive plan requires only one class per category regardless of percentage awarded for Initial Credentialing.
· Community College Philosophy

· Curriculum

· Psychology of Learning

· Tests and Measurements

· Legal Issues

· Adjunct Orientation (see 3 below)

· Departmental Issues (see 4 below)

3) "Adjunct Orientation" will consist of a meeting, discussion, or formal workshop focusing on the Adjunct Faculty Handbook. This activity will be arranged, conducted, and approved by the adjunct's department head, dean or provost. The adjunct instructor should check with his/her department head for information regarding this activity.

4) "Departmental Issues" is included to cover issues unique to a given department or campus. The specified workshop/activity for, and final approval of, this portion of the plan will be determined by the department head and approved by the campus provost.

5) This is a voluntary program, and no time frame is imposed for completion.

6) Inservice credit obtained before August 15, 1998, may NOT be applied toward the plan.

7) This is a one-time procedure. Once an adjunct has completed the plan, he/she will not be required to update or renew the plan to remain eligible for the pay increase.

8) The pay increase will not take effect until the first term following the term in which the incentive plan is completed, verified, and approved.

9) Two (2) workshops/activities (but no more than two) may be completed by video.

10) Click here to access a form you may use to record your progress. (It is recommended that you print this form.) 

Inservice Training Videos
Videos may be checked out from the Office of Staff and Program Development for all areas except "Departmental Issues" and "Adjunct Orientation." Upon completion of the video, verification will be provided to the Coordinator of Professional Development by the adjunct instructor in the form of a short (1 page) summary of the video. (Note: when checking out videos, be sure the video in question qualifies as part of one of the categories outlined above.) 

Procedure for Video Check Out:
1) Call or stop by the Office of Staff and Program Development to see if a suitable video is available.

2) Check out the video from the Office of Staff and Program Development.

3) Upon completion of the video, prepare a short (1 page) critique/summary of the video. 

4) Make a copy of your critique for your records.

5) Return the video and critique to the SPD Office.

6) The SPD Office will then evaluate the submitted critique. If approved, credit will be awarded and recorded in the SPD Office. (Note: The SPD Office will not retain copies of critiques after approval has been recorded.) 

Inservice Training Workshops
Inservice training workshops that satisfy the requirements for the program are offered throughout the year. Schedules are available from the following sources:

· Office of Staff and Program Development web site. This source is the first place one should check. Once at the site, scroll down to the "In-service Workshops at Pensacola State College" link. You may register for any workshop online. If you have problems, please contact the Office of Staff and Program Development (484-1754). Click here to go to the SPD web site.

· Department Heads should maintain a recent copy of the inservice calendar.

· The Green & White provides notice of selected workshops.

· Information regarding current workshops is available from the Office of Staff and Program Development (Bldg. 96, Room 9652; 484-1754). 

Procedures for Attending Inservice Workshops:

1) Register online for a workshop.

2 ) Please print clearly on the attendance sheet. Names on the attendance sheet cannot be recorded if they are unreadable.

3) It is also important that each adjunct indicate the fact that they are adjunct instructors when signing inservice attendance sheets. This will help insure the accuracy of the information coming to the Office of Staff and Program Development. 

Procedure for Verification and Implementation of the Incentive Program
The Office of Staff and Program Development will maintain a computerized record of completion for all workshops and videos. However, primary responsibility lies with the faculty member to maintain a record of his/her inservice activities. (Click here for a form you may use for record keeping.) Upon completion of the required activities, the adjunct faculty will submit his/her incentive form to his/her department head. The department head will then complete the following steps:

1)  Check with the Office of Staff and Program Development for verification of all workshop attendance (with the exceptions of "Departmental Issues" and "Adjunct Orientation"). This may be done by phone.

2)  Verify the completion of the "Departmental Issues" and Adjunct Orientation components.

3)  Approve the completion of the incentive plan by signing the adjunct incentive plan form. 

4)  Place a copy of the approved incentive plan in the adjunct's departmental file.

5)  Submit the signed adjunct incentive plan form to Human Resources as soon as possible. (The form is not required to go to the SPD Office.) This will provide Human Resources with documentation for subsequent contracts. Note that pay increases do not take effect until the first semester after the semester in which the incentive plan has been completed and verified.  In some situations, exceptions to this rule may be made if the requirements for the plan are completed just prior to a new term, e.g., during "back-to-school" activities in the fall. 
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