CPD INSTRUCTOR TIMELINE

Before the First Class
· Locate the Instructor Checklist, Instructor Compensation Form, and FAQs at http://www.bcps.org/offices/dpd/ContinuingProDev-Instructor-Info.html. 
· Ensure that Credit Report Forms have been received. Contact the Department of Professional Development (DPD) at x6491 for additional forms.
· Verify beginning enrollment figures in the Online Registration System. Sections of fewer than 13 participants must be approved by DPD prior to the beginning of class.
First Class
· Verify that 13 participants have attended the first class. Sections of fewer than 13 participants must have been approved by DPD. 
Second Class
· If the enrollment falls below 13 participants after the second week contact the appropriate coordinator. Please note that the class may be cancelled.
Final Class
· Launch the online survey in the Online Registration System.
· Complete and sign all Credit Report Forms. Please do not separate the copies.
· Reconcile the attendance and indicate a grade for each participant in the Online Registration System. 
· Print the Grading/Attendance/Survey screen from the Online Registration System.
· Complete the Instructor Compensation Form.
· Send the Instructor Compensation Form, the Instructor Checklist, the printout of the Grading/Attendance/Survey screen, and the Credit Report Forms to the course coordinator.
· The course coordinator will review the packet, sign the Instructor Compensation Form, and forward the packet to Jeanne Imbriale in the Department of Professional Development.
· After the DPD CPD Liaison signs the Credit Report Forms, copies will be sent via the interoffice mail to the participant and the Office of Certification. This process takes approximately 6-8 weeks.

· View survey results in the Online Registration System.




Participants can expect to receive their Credit Report Form within 6-8 weeks.
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