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Vision
The vision of the Seminole County School District is Learning today, Succeeding tomorrow
“Every Student, Every Day!”

Definition of Professional Learning
As defined by the State Board of Education, “Professional learning is the means by which
teachers, administrators and other school and system employees acquire, enhance and refine the
knowledge, skills, and dispositions necessary to create and support high levels of learning for all
students.”

Professional Learning Overview
In Seminole County, we believe that student achievement can be maximized by having well trained
teachers, administrators and support staff in place throughout the school system. Because we want
all personnel to be challenged to expand their repertoire of instructional, leadership and
organizational strategies, professional learning activities are open to all certified, classified, and
school board members. Although School Council members may attend professional learning
activities, professional learning funds cannot be used to pay registration, travel or stipends.
Whenever possible, paraprofessionals should be trained in the same pedagogical techniques as their
partner teachers. We believe that a strong professional learning program achieves a balance between
system-led and school-based initiatives. It includes opportunities for small group studies, coaching
and long-term follow-up. Content area learning as well as process, technical and pedagogical skills
are all addressed.  In addition, our school system supports the twelve NSDC standards for Staff
Development.
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National Staff Development Council (NSDC) Standards for Professional Learning

Context Standards
Staff Development that improves the learning of all students:

● Organizes adults into learning communities whose goals are aligned with those of the school
and the district.

● Requires skillful school and district leaders who guide continuous instructional improvement.
● Requires resources to support adult learning and collaboration.

Process Standards
Staff Development that improves the learning of all students:

● Uses disaggregated student data to determine adult learning priorities, monitor progress and
help sustain continuous improvement.

● Uses multiple sources of information to guide improvement and demonstrate its impact.
● Prepares educators to apply research to decision making.
● Uses learning strategies appropriate to the intended goal.
● Applies knowledge about human learning and change.
● Provides educators with the knowledge and skills to collaborate.

Content Standards
Staff Development that improves the learning of all students:

● Prepares educators to understand and appreciate all students, create safe, orderly and
supportive environments and hold high expectations for their academic achievement.

● Deepens educators’ content knowledge, provides them with research-based instructional;
strategies to assist students in meeting rigorous academic standards and prepares them to use
various types of classroom assessments appropriately.

● Provides educators with knowledge and skills to involve families and other stakeholders
appropriately.
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Seminole County Professional Learning Program

Most educators recognize that providing a multi-tiered system of supports (MTSS) for students
maximizes academic achievement and reduces behavior concerns. Tiering supports for teachers is
equally as critical. When it comes to professional learning, the Seminole County School District
recognizes that one size professional learning does not fit all.

Seminole County Schools Professional Learning Program is developed based on a comprehensive
assessment of needs, resources and evidence-based interventions to improve student achievement
and teacher/leader effectiveness. Professional Learning needs are determined by analyzing
information from a variety of formal and informal sources including:

● System Strategic Plan
● School and District Continuous Improvement Plans
● Cognia Reports from External Review Team
● Student Performance Outcomes
● TKES/CP/LKES Evaluations
● Evidence-based Interventions
● High-Leverage and Evidence-Based Practices
● Perception Data - student, staff, parent, and community surveys
● Additional feedback gathered from teachers and administrators

Evaluation of Professional Learning Effectiveness
The ultimate test of the overall effectiveness of the Professional Learning program is a continuous
increase in student achievement. Evaluations of the components of the total professional learning
program indicate which areas are working well, where adjustments need to be made and where
programs need to be added or discontinued. Participants have the opportunity to complete a
summative evaluation of the effectiveness of each Professional Learning activity in which they take
part. The complete Professional Learning Program is evaluated annually by summarizing the data
from individual activities and through the use of teacher surveys.

Traditional measures such as those below have been and will continue to be used to determine the
effectiveness and adequacy of PL. Also, using walkthroughs and/or formal observations,
administrators will encourage teachers to experiment and work through new learning. Results will be
assessed through the following:

● Analysis of student achievement - benchmark/summative data
● Formative assessments to measure student achievement
● Universal screening/progress monitoring data
● PL meetings/documentation
● Written feedback/summaries of walk-throughs/observations
● Evaluation of PL through teacher surveys
● Presentations by teachers of successful strategies at collaborative meetings
● Administrative review of lesson plans
● Analyzing student work collaboratively
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Coaching/Consulting
Research has shown that it is not uncommon for educators to receive a single training on a policy or
practice and then be expected to implement on their own. Although 85% of educators gain
conceptual understanding from these training sessions, the transfer from theory to application in the
classroom is unlikely to occur without on-site coaching. (Gibbons, 2020)  Currently, Seminole
County employs two part-time academic coaches and one full-time instructional technology
specialist.

Professional learning will be provided to school leaders, teachers and support staff by external,
contracted specialists as well as internal supports, such as academic coaches and instructional
technology specialists which will facilitate locally developed instructional coaching cycles and
modeling, SCS Instructional Coaching Checklist, based on the work of Jim Knight’s impact cycles.

Seminole County academic coaches and instructional technology specialists are expected to spend
60% of their time in classrooms, supporting teachers through coaching cycles. Coaches will support
teachers by means of:

I. District/School Assigned support for implementing district/school improvement initiatives
II. Teacher Requested support on specific area for improving their craft

III. School Administrator Assigned support on specific area for improvement
(admin should notify teacher before coaching cycles of support begin)

COMMON VS. RECOMMENDED USES OF COACHES

Common Use (Least Effective) Recommended Uses (Most Effective)
The teacher contacts the coach when
support is needed.

The coach has an established schedule of working
with specific teachers and grade-levels. Schedule
should reflect implementation evidence of coaching
cycles.

The coach works only on practices that are
requested by the teacher.

The coach focuses on the school improvement efforts
that have been prioritized by the Building or District
Level Leadership Team.

The coach spends most of their time
meeting and talking with teachers and/or
grade level teams.

The coach spends time observing and modeling
classroom instruction. Conversations may support
these efforts, but do not replace observation and
modeling.

The primary data used during 1:1 and
grade level instruction are teacher
anecdotes about implementing a strategy.

Student data and implementation data are used during
each reflection conversation.

The coach spends time working on
administrative tasks, such as completing
paperwork, school newsletters, staff
evaluation, decorating bulletin boards,

Works with school and district leadership to aggregate
and disaggregate data to better understand the needs
of their colleagues and the school/district as a whole.
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Professional Learning Communities (PLCs)
Professional Learning Communities are established at the district and school levels in order to ensure
that the needs of the staff and students are being met. A multi-level structure of overlapping
committees enables long and short-term professional learning needs and issues to be managed
quickly and efficiently. The district leadership team meets with the Superintendent on a monthly
basis to review and monitor ongoing school improvement initiatives. Principals, Academic Coaches,
Instructional Technology Specialists, Counselors, and Parent and Family Engagement Specialists
meet with central office instructional staff on a monthly basis to review and monitor ongoing school
improvement initiatives. At the school level, the leadership teams, impact teams and administrative
teams meet monthly and all teachers meet at a minimum of monthly in grades PK-12. These regular
and overlapping meetings facilitate open communication and planning. They serve as the checkpoint
in the Plan-Do-Check-Act Cycle of continuous improvement.

Professional learning occurring within a LUA will be job-embedded and will take place within a
Professional Learning Community (PLC).  The PLC will be the primary vehicle for professional
learning.  PLCs operate under the assumption that the key to improved learning for students is
continuous job-embedded learning for educators.  Workshops, when needed, will support the work
of job-embedded professional learning done within learning communities, not replace it. (GaPSC
Professional Learning Workshop Participant Manual, 2017)

At the school level, all certified employees are required to participate in school-embedded
Professional Learning Communities (PLCs). These PLCs focus on student achievement and meet
weekly to plan instructional activities collaboratively and analyze formative and summative data
collected throughout the year in order to be able to meet the needs of the students, while other PLCs
focus on other needs identified through the District’s Strategic Plan or School Improvement Plans.

Budget and Fund Expenditures
Professional learning funds are allocated to each district on an annual basis by the Georgia
Department of Education.  In addition, federal funds are available through programs such as Title I,
Title IIA and IDEA.  Schools may also have funds made available to them through other grants or
fund sources.

Administrators  should consider all fund sources when planning for professional learning
expenditures.  No money should be budgeted for any activity, no matter how worthwhile, if it cannot
be directly linked to the school or system Continuous Improvement Plan (CIP), AdvancED
Improvement Priorities, or other improvement plans.
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Funds may be budgeted for the following activities:
● Registration
● Travel
● Meals and lodging for activities that entail overnight travel
● Materials, if they are a necessary part of the professional learning activity
● Substitutes for teacher release for professional learning or mentoring activities
● Professional contracts for instructors or presenters

A thorough paper trail of all expenditures should be kept by the district and school in accordance
with approved accounting procedures.  All non-consumable materials or equipment purchased with
professional learning funds should be marked with the fund source and the fiscal year, for example,
SD FY18 or Title I FY18.  Books may be inscribed and equipment should be engraved as well as
having an inventory control number assigned.

Stipends
Upon occasion, certified employees must attend specific training in order to teach specific
curriculum and programs or use required innovative teaching techniques. At a district or school
administrator’s request, certified staff members may earn a stipend for taking designated classes that
are held outside on an employee's contracted days.  No stipends may be earned to compensate
individuals for obtaining a higher or additional degree. For budgeting purposes, stipends should be
approved in advance by the appropriate program director

Local Stipend Rate:
● Half Day (3 hours) ......................................................................................... $100
● Each Full Day (6+ hours) ............................................................................... $200

For each full day of off-contract training, employees will receive a $200 local stipend.

Honoraria
Occasionally, system and school level leaders will want to offer a one-time honorarium payment to
certified staff members in recognition of acts or professional services (i.e., completing a gifted
certification program).  Honoraria pay will be decided and communicated prior to the professional
learning activity.  Honorarias must be approved by the Assistant Superintendent of Teaching and
Learning.  The pay scale for honorarium pay is listed below.

Local Honorarium Rate:
● 1 Day …………………………………………………………………………..$200
● 2 Days ……………………………………………………………………….....$400
● 3 Days ………………………………………………………………………….$600
● 4 Days ………………………………………………………………………….$800
● 5+Days ………………………………………………………………………....$1,000
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Teacher Keys Effectiveness System Professional Growth

The Seminole County Staff Development Program is an integral and supportive part of the System
and School Continuous Improvement Plans. It is developed based on a thorough assessment of
needs, resources and current best practices. System priorities are included in the annual plans.
“Professional learning should be focused toward school improvement leading to improved teaching
and increased student learning” (505-2-.36 Renewal Requirements, Section 1 - Purpose).

All certificate holders employed by a Georgia Local Unit of Administration (LUA) will be required
to have written Professional Learning Plans (PLPs) or Professional Learning Goals (PLGs). (GaPSC
Professional Learning Workshop Participant Manual, 2017)

As outlined in SB364, submitting PLU credit hours is no longer required for state recertification.
Professional growth accounts for 20% of a certified teacher’s evaluation. See chart below from the
Georgia Department of Education (SB 364).

Figure 1: TKES General Process

Revised 02/01/2022 9



Professional Growth Rating Rubric
Professional Growth shall be measured by progress towards or attainment of Professional Growth
Goals/Plan. School leaders will rate this component based on the district’s protocols, expectations,
and procedures. For additional information concerning GaPSC re-certification requirements, see
GaPSC adopted rule 505-2-.36.

Professional Growth Goals may extend beyond a single school year. This component should be rated
based on the Georgia Department of Education Teacher Keys Effectiveness System on progress
toward attainment of the goal(s) and/or completion of the plan. Professional Learning Goals and
Plans may address the following:

● Weaknesses identified through the TAPS process
● Teacher’s individual professional goals
● School Improvement Goals
● District Improvement Goals
● Any other district or school identified need

The following rubric will be used by administrators to measure teachers’ progress toward attainment
of the goal(s) and/or completion of the plan.

Figure 2 - TKES Professional Growth Rubric

Level IV Level III Level II Level I

The teacher leader
continually applies
the knowledge
and/or skills in
classroom practice
and provides
evidence that the
professional growth
experience has been
extended to lead
others in acquisition
of the knowledge
and skills.

The teacher provides
evidence that classroom
practice has been
changed. The
knowledge and/or skills
is (are) applied in the
classroom on a
consistent basis.

The teacher provides
evidence of use of
knowledge and/or skills
acquired through the
professional growth
activity in classroom
practice.

The teacher
participates in
professional growth
activities. Sign-In
sheets verify
attendance.
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Written Professional Learning Plans
A written Professional Learning Plan (PLP) is a new requirement for some educators connected to
recertification.  The written PLP is developed based on student learning data, performance
evaluation data, and school improvement goals.  The purpose of a written PLP is to clearly define
the goals, actions, and expected results of professional learning.  Developing a plan for professional
learning is a recommended practice for effective professional learning.  (GaPSC Professional
Learning Workshop Participant Manual, 2017) The following educators are required to develop a
written Professional Learning Plan.

● Induction level teacher or administrator
● Educator returning to the profession after an absence of one or more years
● Educator who is new to Georgia
● Educator who is working in a field that requires a non-renewable certificate
● Educator who is working in a certification field in which the educator has not worked before or

has not worked in for a long period of time even though the educator is certified in this field
● Educator whose summative TKES/LKES rating is Level I or II (GADOE TLE Platform)

Written Professional Learning Goals
Professional Learning Goals (PLGs) are designed to enhance professional performance.  All
educators who develop a formal written Professional Learning Plan are required to develop written
Professional Learning Goals (PLGs). PLGs are based on student learning data, performance
evaluation data, and school improvement goals.  The purpose of the PLGs is to drive job-embedded
learning for the educator. (GaPSC Professional Learning Workshop Participant Manual, 2017)

Professional Learning Goals will be developed by all of the following educators.
● Educators with summative performance ratings of Proficient (Satisfactory) or Exemplary
● Educators who do not fall into one of the six categories that require a Professional Learning

Plan (PLP) (GADOE TLE Platform)
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Seminole County Professional Learning Procedures

Complete Professional Learning Prior Approval Form

Requests should be made at
least 2 weeks prior to

professional learning activity

Complete Professional Learning request through
Frontline Absence Management and attach

Professional Learning Prior Approval Form to leave
request. (form must be downloaded as a PDF)

Employees must enter the title of
the Conference/Training  in the
Note to Administrators section of
Frontline Absence Management

Supervisor Approves or Denies Professional Learning Request

Supervisors will approve or deny
professional learning requests

through Frontline Absence
Management

Approved: Request will be sent to the
central o�ce for verification of funds
and final approval

Denied: Employees will receive an
automated email from Frontline, in
which supervisor explains why the
request was  denied

Professional Learning Coordinator Approves Funds/Form

Professional Learning Coordinator will verify availability of
funds and approve all professional learning requests.

Professional Learning Coordinator will file a copy for system
records

Employee Receives Approval

Employees will receive an approval
email from Frontline Absence

Management

AFTER receiving approval, employee
should register for professional learning.
If the workshop is being o�ered at SWGA

RESA, employees should complete the
online course registration through SWGA

RESA.

If lodging is required, employees
should secure accommodations in

advance. For lodging, employees must
use the Hotel Tax Exempt Form.

Please note, taxes for lodging may not
be reimbursed.

Employee Attends Professional Learning & Submits Reimbursement Documentation

Employees should attend professional learning and
complete an Expense Report within 10 days of professional

learning activity or reimbursement will not be compensated,
per state auditors. Reimbursement documentation should be

submitted to the Principal. Principal sends form to
appropriate Program Director.

Attach all forms to expense form. Required forms for
reimbursement:

1. Expense Report - signed copy
2. Lodging, Food, and Other Expenses Receipts - must

be itemized receipts

Employee is reimbursed & Redelivers to Sta�

Employees are reimbursed. Employees should attempt to redeliver workshop information with key sta� members, if
appropriate.

Revised 02/01/2022 12

https://drive.google.com/file/d/19GDWqOrEvRKECatJW_e0Mvm9LhTA1ve6/view?usp=sharing
https://drive.google.com/file/d/1VI6HPqKw7BhGWq9j7pl58z7xQm92P3XQ/view?usp=sharing
https://docs.google.com/spreadsheets/d/10fmaV0FI0kCOoJU4jFabyc5EUNWeXo-o/copy
https://drive.google.com/open?id=1VSLEDrcfe6GGUsh9POcSmjPD71f9vVbE


Travel Reimbursement Guidelines
Prior approval is required for all travel reimbursement. Employees who have not adhered to local travel procedures
will not be reimbursed. Employees seeking travel reimbursement must submit a request for reimbursement (Expense
Report) within 10 days from the professional learning activity. State travel policies require all reimbursements to be
completely processed within 45 days, or reimbursement will not be compensated, per state auditors. For
reimbursement, the following items should be submitted:

1. Expense Report - must be signed by employee and appropriate program director
2. Receipts - Lodging, Food, and/or Other Expenses - effective 2/1/22, travelers must submit itemized

receipts

Lodging - Employees staying overnight should present the Hotel/Motel Tax Exempt Form at the hotel/motel desk
upon check-in. To be reimbursed by the system, a detailed copy of the hotel/motel’s bill must be attached to the
expense form. Lodging rentals obtained through vacation rental marketplaces such as Airbnb, HomeAway and VRBO
are not considered commercial lodging facilities and should not be used while in travel status.

1. Hotel Tax Exempt Form

Mileage should be calculated from your work location to the conference destination and vice versa. If a group is
attending a professional learning activity, all effort should be made to carpool. When carpooling, only the driver of the
vehicle can claim mileage. Expense report should include departure and arrival times, along with the name of the
workshop/conference. In order to claim mileage, a beginning and ending odometer reading must be entered. The
vehicle’s  tag number must be included on the form. Without the above information, the form will be returned.

Departure/Arrival times must be on the expense report for each trip along with the name of the
workshop/conference.

Meal Reimbursement is calculated at the state rate, according to the professional learning activity’s location.
Employees on county business who travel more than 50 miles from home or headquarters on a work assignment, and
are away for more than twelve (12) hours may receive per diem for meals, even if there is no overnight lodging.
Itemized receipts should be attached to the expense report. Traveler’s traveling overnight In State must deduct 25% of
the total per diem rate on the first and last day of travel. The Seminole County Expense Report automatically
calculates these rates for the Traveler.

Traveler’s traveling within the State of Georgia are eligible for up to $50.00 of per diem to cover the cost of three (3) daily meals.

● Breakfast Limit................................................................. $13.00
● Lunch Limit...................................................................... $14.00
● Dinner Limit .................................................................... $23.00

Ground Transportation will be reimbursed for reasonable ground transportation costs (personal car mileage,
rideshare, shuttle, taxi, etc.) for the following reasons (1) to/from eating establishments when such establishments are
1.) not located in the lodging location, 2.) are not fiscally prudent, or 3.) within safe walking distance of the lodging
and/or business function.

The State will reimburse tips for shuttle, taxi, or ride share services, up to 20% of the total fare cost. Approvers will
review these expenses prior to approving.

Employee Expense Reports must be signed by the employee and approved by the individual’s immediate supervisor
prior to reimbursement. Principals will send expense reports to the appropriate program director.

If you have any questions concerning Seminole County’s Travel Guidelines, please contact the Seminole County
Finance Director or Assistant Superintendent of Teaching and Learning at (229)-524-2433.
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APPENDIX OF FORMS

I. PROFESSIONAL LEARNING PRIOR APPROVAL FORM (form must be downloaded as a PDF)

II. TRAVEL EXPENSE FORM

III. HOTEL TAX EXEMPT FORMS
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