
Baltimore County Public Schools

Protocol for Offering a Single Course in a 
Professional Development School (PDS) 

All single courses offered in a PDS will be brokered by the Department of Professional Development (DPD).

The purpose of the single course is to meet an identified need as documented in the PDS strategic plan.
Each single or multi-site PDS may offer one course per semester for a maximum of 25 participants.   

Only contracted single courses offered in PDSs are eligible for direct billing. 

Only current BCPS teachers working in the identified single or multi-site PDS are eligible to participate and to receive direct billing.
All contracts and planning documents must be signed prior to the beginning of the course.
All PDS course purchase orders will be encumbered each semester and adjusted based on actual enrollment.  

Procedures:
· The site coordinator under the direction of the school principal gathers the needs assessment data (ex; surveys, names of interested teachers) and investigates available resources within BCPS to meet those needs.  
· If the identified needs will be best met through a course offering, the PDS coordinator will meet with the college/university and the sponsoring school principal to discuss the needs identified through the Strategic Planning process, course syllabus, and direct billing information.

· The college/university representative, the PDS coordinator, and the sponsoring BCPS principal will complete the Planning Worksheet for a Single Course in a BCPS PDS.
· The Planning Worksheet for a Single Course in a BCPS PDS will be signed by the college/university, the BCPS PDS coordinator, and sponsoring school principal and submitted to the DPD liaison along with the PDS strategic plan, and needs assessment data.   
· The Executive Director of the Department of Professional Development will submit the signed Planning Worksheet for a Single Course in a BCPS PDS to the appropriate executive director for review. 
· The signed Planning Worksheet for a Single Course in a BCPS PDS will be forwarded to the Office of Purchasing.

· The Office of Purchasing will prepare the contractual agreement for signatures by the college/university designee, the BCPS Law Office, the Superintendent, and Board President.

· The Office of Purchasing will send copies of the signed contract and Planning Worksheet for a Single Course in a BCPS PDS will be sent to the Office of Certification in order to encumber funds. 
· The Office of Purchasing will send a purchase order number to the college/university. 
· Approved single courses in a PDS can be advertised to the teachers in an established PDS as indicated in the signed Planning Worksheet for a Single Course in a BCPS PDS.  

· After the third class meeting of the course, the college/university will submit a PDS 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 accompanied by a signed PDS Participant Agreement for each participant.
· Within 30 days of the end of each course, the college/university will submit an invoice, final class roster, and official transcripts to the DPD liaison.  The class roster will include the employee’s name, last four digits of the employee’s social security number, school/office location, course title, course number, course dates, and contract number.  The DPD liaison will compare the final class roster to the original class roster and initial to indicate review. 
· The DPD liaison will send the original invoice with copies of the initialed final roster and transcripts to the Office of Certification for processing and payment.
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