
Baltimore County Public Schools 
Cohort Protocol for Direct Billing 

All cohort partnerships will be brokered by the Department of Professional Development (DPD).
All Baltimore County Public Schools (BCPS) cohort partnerships will participate

in direct billing. Payment will occur upon successful completion of courses.

Only identified cohort members are eligible for direct billing.
All planning documents, contracts, and cohort participation agreements must be signed prior to the beginning of the cohort.
All cohort purchase orders will be encumbered each semester and adjusted based on actual enrollment.  
Procedures:

· The DPD liaison will meet with the college/university and the appropriate BCPS staff, including representatives from the Department of Human Resources.  The purpose of the meeting is to discuss the identified need, requirements, audience, and billing information.  All recurring cohorts must provide documentation on completion rates and the progress of the prior cohort.
· The college/university representative and the appropriate BCPS content staff will complete the Planning Worksheet for BCPS Cohorts collaboratively.  Approval will be obtained from the Office of Certification if the proposed cohort requires more than nine credits to be taken within a fiscal year.
· The Planning Worksheet for BCPS Cohorts will be signed by the college/university and BCPS staff and submitted to the DPD liaison.
· The Executive Director of the Department of Professional Development will submit the signed Planning Worksheet for BCPS Cohorts to the appropriate executive director for review.

· The signed Planning Worksheet for BCPS Cohorts will be forwarded to the Office of Purchasing by the DPD liaison.

· The DPD liaison will prepare and the Office of Purchasing will present a Board Exhibit requesting approval of the proposed cohort(s) with the named college/university.
· The Office of Purchasing will prepare the contractual agreement for signatures by the college/university designee, law office, the Superintendent, and the Board President.

· Upon receipt of the signed contractual agreement, the DPD liaison will submit the facility request for course location(s) on a BCPS campus by semester.
· Office of Purchasing will send copies of the signed contract and Planning Worksheet for BCPS Cohorts will be sent to the Office of Certification or Support Services (as appropriate) in order to encumber funds.  Additional copies will be sent to BCPS content offices and DPD liaison for reference.
· The Office of Purchasing will send a purchase order number to the college/university.
· Upon request, the DPD liaison will notify BCPS employees of cohort opportunities via the Weekly Bulletin and Website using the Cohort-at-a-Glance information form.
· The DPD liaison will forward a copy of the Cohort Membership List to the Office of Certification, Office of Support Services, and BCPS content office(s) (as appropriate).

· All cohort members will sign a BCPS Cohort Participation Agreement informing them of the benefits of the direct billing and any penalties for not completing the cohort.  The signed Cohort Participation Agreements and the Cohort Membership List should be returned to the DPD Liaison by the second class of the first scheduled course in the cohort.  Additional members can not be added to the cohort after the first course.

· After the third class meeting of each course in the cohort, the college/university will submit the Cohort Class Roster to the DPD liaison that includes the following information for each employee:  employee’s name, last four digits of social security number, school/office location, course title, course number, course dates, and contract number.
· DPD will send a copy of the Cohort Class Roster to the Office of Certification for adjustments to encumbered funds.

· Within 30 days of the end of each semester, the college/university will submit an invoice, final Cohort Class Roster, and official transcripts to the DPD liaison for each course.  The Cohort Class Roster will include the name, last four digits of the employee’s social security number, school/office location, course name, course number, course dates, and contract number.  The DPD liaison will compare the final Cohort Class Roster to the original Cohort Membership List and the original Cohort Class Roster and initial to indicate review. Separate invoices are required for each course.
· The DPD liaison will send the original invoice with copies of the initialed final roster and transcripts to the Office of Certification and Support Services (as appropriate) for processing and payment.
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