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DCHP Staff Development Committee (SDC) Guidelines

The following guidelines come from a “Draft” document entitled “Proposed Revisions to the DCHP Professional and Staff Development Initiative” dated 10/10/03 as well as information gleaned form a conversation between Dean Shelly Conroy and Geraldine Christensen (Chair,  Staff Development Committee) on May 5, 2005.  They were revised by the Staff Development Committee February, 2008.

1. “Main” Committee Structure: Combine the Marriott Development (which now includes Dumke funds), Scholarship Research, Staff Development, and D. Wade Mack Committees into one “main” committee, Faculty. The Staff Development Committee (SDC) will still remain as a subcommittee of the “main” Committee. The Chair of the SDC will bring forward the SDC’s recommendations for awards BACK to the “main” committee for final approval.

2. Application Form: Develop a short and more simplistic application, remove most restrictions and allow the committee to use discretion and judgment according to the circumstances, amount of applications and funds available at the time. Keep the question about funding from other sources and encourage this to show support of the proposal form others. Application form to be provided to Staff via the DCHP website.
3. Proposal Deadlines: Have the “main” Committee plus the SDC meet four times per year.  Ensure that Staff are provided the deadlines and reminders in a timely manner.
4. Proposal Amount Restrictions: The cap on proposal amounts submitted to the SDC is $1,000. If a staff member knows their proposal will be higher dollar amount, it is recommended that they submit to the Campus Staff Development Committee for funding and/or their own Department. The campus deadlines are not entirely aligned with the DCHP, so advance planning would be required. The campus deadlines are as follows: September 1, November 1, February 1, and April 1.  DCHP Deadlines vary each year, check with the SDC or the DCHP Website for details.
5. Restrictions on Classified Proposals: (per both the Dean & Associate Dean in 2005)  Proposals requested by Classified staff for travel “out-of-region” for personal development should not be approved due to the fact that Classified staff are considered “hourly” employees and therefore need to be paid overtime. If the training is directly related to the job and is out-of-region, it could be funded. The Dean certainly encourages local personal development training seminars.
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6. Airline Travel: It is highly suggested that awardees utilize the State contract travel agent, Christopherson Travel, to book “city pair” rates that are refundable in case of trip cancellation.

7. Unused Funds: Unused funds for that year carry forward until used, or end of year; whichever comes first. However, funds should be divided up so that there is money available at each of the four dates that proposals are accepted. Proposals should only be submitted during the cycle for which they will be implemented.

8. Available Funds: Eight Thousand Dollars per year is reserved for Staff Development. Any unused balance can be reallocated to other areas of Marriott. There is not a “separate” account for Staff funds. Requests that exceed the $ 8,000 limit can be considered if the funds are available. (Note:  Amount may vary each year; the SDC Chair should confirm the available dollar amount with the Main committee chair at the beginning of each academic year.)
9. Publicity: Publicize the awards made by the SDC to inspire others to apply for the next cycle. (Send this information to the Dean and the Associate Dean, as well as the Chair of the “main” Committee.)

10. Follow-up Reports: Brief follow-up reports to the SDC regarding the outcome of the award activity (see attached report form) will be required.
11. Composition and Terms of Committee Members: The SDC will consist of four individuals with alternating two year terms. Two new members should be elected each spring to start their term the next fall. A Chairman should be selected (most likely from those previously on the committee) which will serve as the SDC’s representative on the “main” committee.
12. Elections: In April 2005 it was decided that SDC members would be nominated and voted upon for service by their peers.  The process is as follows:

A) All staff names submitted for nominations; 

B) Ballot is distributed for voting purposes by the Associate Dean;
C) Nominations are made by staff and submitted to the Associate Dean;
D) The two nominees with the most votes are contacted regarding their willingness to serve.  Those who agree to serve start their two year term the following fall.
