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CLASSIFIED STAFF INDIVIDUAL PROFESSIONAL DEVELOPMENT FUNDS 

Individual professional development activities improve the job skills of TCC employees, increase the ability of employees to support student success and contribute to the accomplishment of the college’s mission, and enhance opportunities for employees to advance in their careers at TCC.
There are two funds available for Tacoma Community College classified staff to utilize to pay for individual professional development activities.  The dollars in each fund are awarded annually on a first-come, first-served basis until the fund is exhausted.  Depending on eligibility, classified employees may request up to $200 from the Classified Staff Professional Development Committee funds and $200 from the Tacoma Community College Foundation Classified Staff funds.  Both funds may be utilized to pay for . . . 

· Tuition for college courses

· Textbooks for college classes

· Registration fees for professional workshops and seminars.
In addition, Foundation dollars may be utilized to pay for . . . 

· Membership in professional organizations.

Although each of the two funds has slightly different guidelines, there is now only one form to request funds from either or both funds.

Classified Staff Professional Development Committee funds – are state operating dollars allocated each year by the college Executive Staff to the CSPDC which in turn budgets dollars for individual professional development activities, Breakaway and other staff development activities.  These funds may only be utilized by permanent classified employees.  Permanent classified employees must utilize $200 of these funds before requesting Foundation Classified Staff funds (except in the case of (a.) below).
Tacoma Community College Foundation Classified Staff Funds – were created from the Endowment Challenge Campaigns of 1992 and 1994.  A portion of the annual earnings from the endowment is budgeted each year for individual professional development activities.  These dollars may be utilized by . . .

a.  full-time classified staff who have spent $200 from the Classified Staff Professional Development Committee, or who are requesting membership in a professional organization, and by 

b.  part-time classified and part-time hourly employees who have worked a minimum of 70 hours with no more than a three-month break in service.  
The learning activity for which any funds are requested must meet at least one of the following criteria . . . 
· Training to improve performance and productivity in current position.

· Training to learn new skills and knowledge to meet new job requirements brought about by technological or program changes.

· Training to enable employees to qualify for promotional opportunities.

· Retraining for other fields of endeavor for employees whose skills may have changed due to physical disability.

· Training to enhance morale and motivation.

· Individual memberships in professional organizations related to current position (endowment funds only).

Requests for funds must be submitted before the activity begins;  requests for reimbursement must be submitted before the end of the current fiscal year.

REQUEST PROCEDURES:
· Complete the Classified Staff Funding Request Form and Voucher Distribution Form.  If you are the one receiving the funds, the voucher distribution must be completed by someone other than yourself. 
· Attach all necessary documents (workshop agenda, completed registration form, completed voucher distribution form, personal check, original itemized receipt if requesting reimbursement, course description, required textbook information from college bookstore, etc.).  Make a copy of the Funding Request Form if you wish to keep a copy for your records.
· Send the completed Funding Request Form and all related documents to your supervisor for signature (must be original signature) and then to the Department / Division Administrator for signature* (and budget number if some of the costs are being shared).  *Your supervisor cannot also sign as Department / Division Administrator.
· Then send completed packet to . . .Sarah Lewandowski-Noble, Building 11
When your request has been approved for either or both funds, the forms will be forwarded to the Business Office and/or Foundation for processing.  If you have any questions, please contact Sarah Lewandowski-Noble at slewandowski-noble@tacomacc.edu or Patti Hermoso at phermoso@tacomacc.edu.
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