Morehouse Parish Schools

Procedures for Approving Continuing Learning Units (CLUs)
Principals’/Supervisors’ Procedures for Securing CLUs Approval for Activities

· Submit completed Request for Continuing Learning Units (CLUs) to Professional Development Committee at least two weeks prior to beginning activities
· Completed forms will be evaluated to ensure compliance with NO CHILD LEFT BEHIND.
· Forms will be returned to verify approval
Documentation Required by Principals/Supervisors during the Course of Implementation

The following documentation must be collected and maintained on file:
· All Agendas

· All Follow-up Activities

· Sign-in sheet of participants with the last four digits of their SSN and number of hours of participation

· Program Evaluation
· Evidence of Effectiveness of Professional Development program

· Objective measures of level of changes in teacher behavior

· Objective measures of level of positive impact on student achievement

· Record of all Professional Development and Follow-up activities related to this plan

· After all activities are completed the person responsible will provide participants with a certificate of completion verifying the participants’ actual instructional time.  Participants should also be provided with an agenda and handouts for teachers’ documentation.

Procedures to Receive Professional Development Credit

· After all activities are complete, the teacher will submit to Professional Development Committee the following:
· Copy of the certificate and documented evidence of follow-up
· All agendas for group meetings (with description of the activity, presenter’s/facilitator’s name, date, time, number of hours attended)

· Compiled Final Evaluation

Continuing Learning Units (CLUs) will be awarded upon:

· Completion of the program

· Submission and approval of the required documentation

