Guidelines for Time off and SCC Funding of Professional Development Activities

1. Professional development is encouraged for all staff and should be a part of the goal setting process with plans for each quarter outlined on the individual goals worksheet.
2. Opportunities within the course of the regular workday can be especially effective: reading work/skills related materials from web and published sources, taking the time to further develop computer skills, taking time to interact with colleagues at other SCC offices or other Corps are just a few of the ways to become more effective without large time commitments away from the office.
3. Professional development activities should be obviously pertinent to the current or potential future role of the staff person within the organization. They should build skills beneficial to the individual as well as for the organization.
4. All professional development activities that involve time away from regular duties and work location and/or SCC funds to pay for tuition, registration, etc. must be approved by a supervisor at least 30 days prior to the event.
5. In general, days away for professional development activities are typically only a few days per year and should not exceed five in total across the course of a year.
6. The budget includes two possible line items for this activity (“Staff Development” and “Staff travel and meetings”). These lines need to support both individual development activities as well as group activities such as staff retreats. It is the responsibility of each ED (or the CEO in the case of headquarters staff) to plan for professional development expenses for the coming year and to balance those expenses amongst the region’s staff.

