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Professional Development Plan For 

Marshall Public Schools 
 

I. DISTRICT COMMITMENT 
The Marshall Public School District (MPS) has acknowledged the complex process of teaching 
and learning and continues to be committed to continuous improvement. The key factor in 
determining student success is the quality of teaching that every student receives. Ongoing 
professional growth is imperative to promote student learning and allow for the improvement 
and growth of our professionals. Board policy GCLA formalizes this commitment. The district 
supports an active Professional Development Committee (PDC) and professional development 
opportunities. 
 
II. PROGRAM GOALS 
Based on review of community and district-wide information from the Comprehensive School 
Improvement Plan (CSIP) needs assessments from the faculty and state reports, the Professional 
Development Committee has established the following goal and targets for the MPS 
Professional Development Program: 
 
GOAL: The District will provide comprehensive staff development opportunities for certified 
employees that will allow them to maximize their job performance potential. 
 
Targets: 

● The PDC committee will provide a minimum of 15 hours of professional 
development annually. This is the minimum amount required for the majority of 
experienced teachers as required by Department of Elementary and Secondary 
Education (DESE).  

● For initial certification, the District will assist in providing 30 hours of professional 
development over the course of four years. 

● The District provides intensive, ongoing professional development activities that 
address curriculum and the instructional practices related to student achievement and 
teacher learning  

● The District will plan and implement mentoring guidelines for initial certification           
level teachers.  

● The District will assist in providing professional development to meet all areas of             
certification according to DESE (See appendix for guidelines). 

 
III. PROFESSIONAL DEVELOPMENT COMMITTEE 
 
Purpose and Responsibilities: The primary purpose of the MPS Professional 
Development Committee (PDC) is to provide an in-service program to meet the identified needs 
of both new and experienced teachers and to support the MPS Beginning Teacher Assistance 
Program. All decisions regarding professional development should focus on one purpose—to 
improve instruction to promote the learning of children. Following the Missouri Professional 
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Development guidelines and Federal High Quality Professional Development Guidelines, 
specific PDC responsibilities are: 

● Support the instructional needs of both beginning and experienced teachers. 
● Be up-to-date on instructional practices and quality professional development. 
● Work collaboratively with administrators to support opportunities for high quality 

professional growth. 
● Work collaboratively with administrators to implement the district Professional 

Development Plan. 
● Support the implementation of a beginning teacher assistance program. 
● Report on a monthly basis (August to May) a summary of professional development 

activities to the Board of Education. 
● Provide a professional development review for the Board of Education to approve on 

an annual basis. 
● Provide a copy of the public meeting at each division both electronically and posted 

in a public place. 
● Post meeting minutes on the MPS web site under the Professional Development page 

 
IV. Membership and Membership Responsibilities 
 
Membership: The MPS Professional Development Committee consists of certified 
representatives from all schools in the district and a district administrative liaison as appointed 
by the Superintendent  (non-voting member). 
Membership consists of:  

● Chairperson elected from the committee 
●  two members from Marshall High School 
●  two members from Bueker Middle School 
●  one from Saline County Career Center 
●  one from Early Childhood 
●  one from Benton 
●  one from Southeast 
●  one from Eastwood 
●  one from Northwest 
●  one from Spainhower School 
●  one from the traveling teachers 
●  one from district librarians 

 Administrators may attend and participate in meetings, but are not allowed to vote.  
 

Member Responsibilities 
● Each member is expected to attend meetings and to participate in committee            

activities. Members are expected to attend at least seven of the nine district meetings              
in order to be in good standing. August is required for all new members and highly                
recommended for returning members. In the event a meeting is canceled due to             
inclement weather, another meeting will be determined. This meeting will not affect            
the good standing status.  
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● Members must provide the teachers with the gold copy of the request form by the               
Monday following the monthly meeting to start the process of registration. 

● Each member is encouraged to contribute to the action items as presented on the 
agenda. 

● At the end of the year, the building level representation will provide all canary 
copies of the Professional Development Request Form to the building level secretary 
or building administrator to be filed in the teacher’s building level personnel file. 

● Each building level representative will post monthly agenda in a public place at their 
building and email it out to their prospective building. 
 

V. Selection Criteria of Members and Officers 
 
Member Requirements:  All full time teachers and counselors with a minimum of two years of 
teaching experience in the Marshall School District are eligible to serve on the PDC. 
  
Selection Criteria:  Elections of building representatives are due by January 15 of the current 
school year.  

● Teachers and counselors who meet the requirement will notify their building level 
leader they are interested in serving on PDC. 

● The building level leader will create a ballot to be distributed to all certified staff, 
and the certified staff member with the majority vote will become the building 
representative.  

● For non-building representatives, the administrative liaison will conduct the same 
procedure as the building level leader.  

● In the event of a tie at any division, an alternative voting will take place as 
determined by the building level leader or the administrative liaison. 

 
New Members’ Responsibilities: Newly elected members are required to attend the April 
meeting and receive a $40 stipend to participate in the election of next year’s officers. 
 
Officers: Needs to have an understanding of high quality staff development and a focus on               
student learning by seeking services from the following: RPDC, Learning Forward Conference,            
and other appropriate resources. 

● Officers will include a chairperson, vice chairperson, data distribution chairperson,          
and a secretary. 

● Officers will be elected by a simple majority.  
● Chairperson will serve two year terms and may be re-elected as the result of any               

election up to a maximum of three terms (six years). After the three-term limits, the               
Chairperson may go back to run for building level representative or remain            
Chairperson if no other members are interested in the elected position. 

● The vice chairperson, the data distribution chairperson, and secretary shall serve one            
year terms and may be re-elected as the result of any election up to a maximum of                 
three terms (three years). Every year nominations will be considered for these roles,             
and those nominated will win by majority vote. If re-elected as a building level              
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representative, they may run again for the position if no other members are             
interested. You must remain as a building level representative to hold any of these              
elected positions.  

● Officers will be elected at the April meeting to begin service the following school 
year. 

● In case a vacancy in an office occurs, it shall be filled by the Executive Committee, 
accepting the office of the unexpired term. An election shall be held in case the vice 
chairperson  assumes the Presidency or resigns.  In the event the vice chairperson 
does not want to assume the Presidency, a special election shall be held. 
 

Description of Officers’ Duties: 
A. Chairperson: The Chairperson shall preside at all meetings of the PDC and the Executive 

Committee. He/she may serve on any sub-committee as needed. He/she serves as liaison 
between the PDC, the school administrative liaison, the school administration and Board 
of Education. He/she shall have the power to vote in the case of a tie vote. He/she shall 
call special meetings of the PDC when needed.  The Chairperson is in charge of creating 
the agenda, emailing it to the district and PD Representatives to post 24 business hours 
prior to the official meeting.  The Chairperson will also be responsible for validating the 
minutes of each PDC meeting by signing and making a hard-copy to be filed in the PDC 
Google Drive upon making any revisions at the beginning of each meeting. He/she must 
also email the previous month’s meeting once they are approved by the committee 
within 24 hours of approval. 

B. Vice-Chairperson: The Vice-Chairperson shall assume all duties of the Chairperson in 
case of absence or resignation. He/she may serve on any sub-committee as needed.  

C. Data Distribution Manager: The data distribution manager shall be responsible for the 
tracking of all data in regards to PDC needs. 

D. Secretary: The secretary shall keep the minutes of all meetings and make revisions as 
needed. The Secretary is responsible for sharing the minutes prior to the meeting for 
review. The Secretary is responsible for ensuring meeting minutes are posted on the 
MPS website once they are approved by the committee. The minutes will be housed in 
the PDC Google Drive.The secretary will house the pink copy of all PD request forms 
for PDC records.  He/she will also return the gold copy of the PD request form to all PD 
representatives by the Friday of the meeting week through inner school mail.  

 
Membership Payments and Stipends:  

● Chairperson is paid from local funds based on the extra-duty stipend salary schedule. 
● Secretary and Data Distribution are paid a stipend from the PDC funds in the amount 

of $400 per year. 
● Members in good standing are paid a stipend from the PDC funds in the amount of 

$400 per year. 
● Members not in good standing are paid a stipend from the PDC funds in the amount 

of $40 per meeting attended from September to May. 
● New members attending the April  meeting will be paid a $40.00 stipend for 

attending. 
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Other Payments and Stipends paid by PDC 
 

● Mentee coaches (position held by District Instructional Coaches) are paid $1500.00 
per year. 

● Presenters that present at the PDC’s annual Summer Learning Academy are paid for 
preparation time and the time they present  in the amount $100.00 if they present by 
themselves and $75.00 if they present with colleagues. (Special approval by the PD 
committee is required for this payment when they approve the number of sessions to 
be offered each summer) 

● Presenters that present at the PDC’s annual Winter Academy are paid for preparation 
time in the amount of $25.00 per session. 

● Specialized mentors (Speech Pathologist, Occupational Therapist, etc) are paid 
$200.00 for a first year mentorship and $100.00 for a second year mentorship. 
(Special approval by the PD committee is required for this payment when there is a 
special need for this mentorship)  

 
VI.  Committee and Sub-Committee Operation 
 
Committee Operation: 

● District level meetings will be held at 3:30 p.m. on the first Tuesday of each month,                
unless otherwise specified. In the event of school being canceled or dismissed early             
for inclement weather, notification will be sent out with possible meeting dates to             
make up the meeting. The majority will determine the meeting make-up date. This             
date will not affect a member’s “good standing” status; however, it is in the best               
interest of the building being represented to attend the meeting. Building level            
meetings will be held the last Tuesday of each month, time determined by the              
building level sub-committee. 

● District meetings will occur at least monthly from August-May. Additional district           
level meetings may convene during the summer months of June and July if             
scheduled by the Executive Committee. The exact number of meetings per year will             
be determined by the needs of the district. 

● The Chairperson will receive agenda item requests prior to the monthly meeting,            
draft the agenda, email it to the committee for posting, and email it to the district 24                 
business hours  prior to the monthly meeting.  

● Meeting sessions may last up to approximately one and a half hours. 
● Discussion to obtain consensus will be the prevailing procedure as outlined by            

Robert’s Rules of Order. 
● A quorum will consist of a simple majority of appointed members. 
● Meeting minutes will be recorded for each meeting.  
● Each meeting’s minutes will be approved at the following monthly meeting, after 

any revisions have been  made, with the Chairperson signing to confirm the approval 
of the minutes.  
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● Following the approval, the minutes will be posted on the school website under 
Professional Development, and the signed copy will be housed with the Chairperson. 

 
 
 
Sub-Committee 

● Standing sub-committees will be established for hospitality, web-page, and 
quarterly/district event planning. 

● Sub-committees may be of any size, but will usually include three or four members.  
● Sub-committees will elect their own chairs.  
● Sub-committees will meet on an as-needed basis. 

 
Executive Committee 
The Executive Committee shall be responsible for administering the affairs of the PDC as 
follows: 

● Convenes as needed to address any professional development needs for the district 
above and beyond the membership’s responsibility. 

 
VII. FACULTY AND STAFF INVOLVEMENT IN PLANNING AND 
IMPLEMENTATION 
 
The Professional Development Committee provides guidance for the staff development program 
in the district. Each representative obtains suggestions and feedback from the teachers and 
administrators he/she serves. This input is used in planning in-service activities and evaluating 
their effectiveness. In addition, information for planning is obtained from the following sources: 
 
District-Wide Needs Assessment: Through an annual needs survey, input is obtained from the 
faculty each year. This information is utilized in planning the professional development 
program for the district as well as the building level and within academic departments. The PDC 
will consider student data, state report, and the mission of both the school district and building 
level initiatives in the planning process. 
 
Feedback from Program Participants: Written evaluations are collected from 
participants at the end of each in service and used to plan additional and/or follow up sessions. 
 
District-Wide Planning: For all-district professional development days and the Summer 
Learning Academy, MPS employees may submit a proposal they have received professional 
development on or is a strength of theirs based on the role they serve in the district. These 
proposals will be reviewed by the Quarterly District Event Planning Committee.  Those 
presenters selected will be notified by the Administrative Liaison for further planning.  
 
Assistance from Administrators: Administrators are encouraged to assist the PDC with 
providing appropriate staff development  
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Building Level Planning: Building level professional development opportunities are also 
available in response to the individual goals of a school. A portion of the PDC budget is 
allocated at the building level for designing and providing on-site in-district and out-of-district 
professional development opportunities. 
 
VIII. PROFESSIONAL DEVELOPMENT OPPORTUNITIES FOR ACHIEVING 
GOALS AND TARGETS  
 
Opportunities: 
 
In-District Activities: Marshall Public Schools develops extensive in-district professional 
development programs utilizing national, state, and regional researchers and presenters as well 
as skilled local teachers and administrators to provide high quality professional development 
opportunities. 
 
District-Wide Workshops: District-wide workshops can be designed throughout the year in 
response to expressed needs and to keep staff members’ current with relevant research and 
effective educational practices. 
 
Building Level Activities: In-district professional development activities are supported at 
individual schools to meet their building’s needs and/or provide more in depth training and 
follow up to support the mission of the building. 
 
Follow-up and Implementation Activities: The implementation of skills and techniques 
learned during in service sessions are encouraged through follow up sessions which participants 
reflect, practice, discuss, internalize, and apply new concepts in their classrooms and/or 
in-district professional development days and the Summer Learning Academy. 
 
Book Studies: Book studies are a valuable means to develop ongoing professional 
development. Teams of teachers are encouraged to work together to study books related to 
student learning as identified by the district and building mission and goals. 
 
Out of District Workshops and Conferences: These activities are supported through the 
building level PDC budgets and numerous grant-funding sources. 
 
Membership in Professional Organizations: Membership in professional organizations are 
encouraged. (Note: PDC cannot fund membership dues for such professional organizations.) 
 
IV. REQUEST,  APPROVAL, AND REIMBURSEMENT PROCEDURES: 
 
Professional Development Request Form: 
A professional development request form must be submitted and approved prior to attending 
meetings of any kind. Activities requiring prepayment of fees must be submitted to the PDC 
prior to the professional leave date. Professional development activities initiated by individual 
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staff members must relate to CSIP strategies and actions if PD funds are to be utilized to cover 
costs. All timelines set forth by the PDC must be followed or the PDC will not cover the 
expenses incurred.  (NOTE: PD funds may not be used for coaching or athletic conferences, 
classified staff requests, or other activities as described in the Missouri Professional 
Development Guidelines.)  
 
Roommates for overnight stays: 
When attending a conference you must share a room with other attendees, if necessary, unless a 
valid medical concern exists.  Minimum teachers to stay in a room is two.  If a division is 
running low on funds and wants to send more than 2 people to a conference, they may want to 
encourage three teachers to stay together to save money on the second room.  
 
Travel to conferences: 
Mileage will be paid at a rate of one car for every four people. If you choose to drive your own 
car, you will pay mileage yourself. PDC encourages all teachers to consider using a district 
vehicle.  This saves your building or group money and provides more money for other PD 
opportunities. 
  
Reimbursements: 
It is the staff member’s responsibility to complete his/her reimbursement slip with exact 
expenses and attach all itemized receipts. When meals are provided for any conference, PDC 
will not reimburse if a staff member chooses to eat elsewhere. Upon returning from the 
conference, you will need to send a reimbursement slip with receipts along with a post 
workshop evaluation to the building level PDC representative. Alcohol not covered by PDC 
funds. Tips are covered up to 20% as long as it is documented on the receipt. 

 
 

Marshall Public Schools Travel Reimbursement Guidelines 
(As presented to the Board of Education, 2015 SY) 

Mileage Reimbursement List: 
Round trip distances included 10 additional miles for offsite necessities.  All mileage is 
determined from the Central Office, 860 West Vest, Marshall MO, as if a MPS employee was 
leaving work to attend the meeting or conference.  If the conference/meeting attended is not on 
this list, please include the MapQuest or Google Map with the mileage listed starting at 860. W. 
Vest, Marshall MO. 
 

Location Round trip +10 x .45 per mile 

Columbia 126  $56.70 

Jefferson City 198 $89.10 

Kansas City 186 $83.70 
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Lee’s Summit 184 $82.80 

Moberly 132 $59.40 

Osage Beach 230 $103.50 

Overland Park, KS 206 $92.70 

Springfield 302 $135.90 

St. Louis 356 $160.02 

Warrensburg 122 $54.90 

  
Meal Reimbursement: 

● Marshall Public Schools will not reimburse for snacks, drinks (bought outside of a meal) 
or alcohol.  If the meeting you attend includes breakfast, lunch or dinner and you choose 
to eat somewhere else, MPS will not reimburse you.  That meal is included in the cost of 
the meeting/conference. 

● Daily meal allowance is 
● Breakfast: $8.00 
● Lunch: $12.00 
● Dinner: $16.00 
● There is no longer an overnight stay rate, it is per meal 

● Tax and tip (max of 20%) will be reimbursed above the meal allowance amount 
● The itemized receipt must be attached to the reimbursement form.  
● If the meeting attended is only one day and travel distance is less than 125 miles, MPS 

will only reimburse for lunch. 
 
Request Procedure 

1. Submit the following forms to PDC building reps before building level meeting, which 
meets one week prior to the 1st Tues. of every month. 

a. Professional Development Request Form (see your PD rep if you need assistance 
filling this out, it was revised June of 2018) 
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b. Completed copy of conference information  

2. PD Representative  meets with Building Administrator (one week prior to the district 
PDC meeting) to determine approval and decide if the request will go on to the district 
level. 

 
Approval Process 

1. District PD Committee  meets on the first Tuesday of each month to approve any PD 
requests. 
Please note: If this is funded by Title, SPED, Career Center, or Activity/Athletic funds 
please turn the form into the appropriate administrator. This form will not go through 
this approval process. 

2. After the district PDC meeting the employee will receive the gold  copy of the 
Professional Development Request Form from their PDC Representative  and a copy 
will be filed with your PDC Representative.  

 
Once you receive your gold copy you will be begin the following steps: 
 

1. Hotel SIS fin process 
a. Only 1 person needs to do this if a group is going.  This will create one PO 

for office processing. 
b. In the catalog area put the name of a set of roommates 
c. In the part # put the code (if applicable) for room discount 
d. In description put name of conference and CI with date (means check in on that 

date) and then CO with date (means check out on that date) 
e. In quantity put the number of nights 
f. Choose “each” from drop down box 
g. Put price of the room 
h. You will add a line for each room you need 
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2.  Conference Process 

a. Only one person needs to do this if a group is attending this will create only one PO 
for office processing 

b. In the catalog session list those attending 
c. In the description put the name of the conference with the date(s) 
d. In quantity put the number of people attending 
e. In unit price put the price per person 
f. If more people are attending and you run of room for their last name, add another line to 

the requisition 
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3.  Requesting a substitute  

1. Sign into AESOP to request your substitute 
2. Please mark this as Professional Development, this is not school business 

 
4.  Reserving a district vehicle 

a. Only one person needs to make the request from the group attending the professional 
development 

b. Fill out the form and submit to Taylor Thomas at the High School 
c. She will confirm if there is a car available and send you the directions to obtaining the 

car 
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5.  Reimbursement Process 

1. When returning from a PD session the attendee will need do the following 
a. Make sure all receipts have been saved and are itemized 

i. The district does not reimburse for alcohol, snacks throughout the day or 
meals that are provided at the conference 

ii. Put your name on the receipt and what conference/meeting you were 
attending 

b. Fill out the appropriate information on the reimbursement form 
c. Must also include post conference evaluation with your reimbursement 

 

Updated Summer 2018 Approved by PDC October  2018 
 
 



16 
 

c.  Fill out the post evaluation form 
d.  Return all items to PDC Representative prior to next meeting for prompt 
reimbursement.  Reimbursement is delivered after the Board of Education 
meeting of the month reimbursement form is submitted. 
 

Out of State Conference Requests: 
● A written proposal must be submitted to the committee (preferably 2 months prior 

to the conference). 
● The proposal must verify that the conference attendance will benefit many staff 

members. 
● The proposal must state the building/district goals met by the information at the 

conference. 
● The proposal must include a summary of the conference. 
● The proposal must include an estimated budget. 
● The proposal must include justification for leaving the state (i.e. The information 

at the conference cannot be attained in state.) 
● The participant must attend the PDC meeting prior to the conference to answer 

any questions the committee may have. 
● Upon return, the participant must provide an in service for interested district 

personal or to the whole district upon committee request. 
● The proposal will be approved or denied by a majority vote of the committee 

 
Book Study Guidelines: 

A. Building Level Book Study:  
● The building level leader may request one book study per year, these will be 

approved based on funding and still needs to be a small group of teachers.  
● This book study must be done during teacher contracted time if initiated by the 

building leader. 
● The PDC will purchase the book for each participant through the PDC Supply 

budget. 
B. Teacher Initiated Book Study:  

The following guidelines are required if the participants are requesting PDC funding: 
● The book study leader will obtain the book study proposal form and fill it out. (see 

the appendix or your PDC building level representative). 
● The building level leader must review the proposed book study to ensure it meets 

building level mission and goals.  
● The book study proposal must be given to your building level representative to 

complete the approval process.  
● Books will be purchased after the approval of the book study (funding is provided by 

PDC Supply budget). 
● The book study leader will submit ordering information (company, price, etc) to the 

administrative liaison to purchase with district credit card or district Amazon 
account. 

● Teachers will only be paid for sessions attended. 
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Book Study Procedures:  

● A book study must be made up of at least 5 members. Fewer than 5 will be 
considered for PDC approval if it is a special division of the district. (example: Title 
1, Instructional Coaches, counselors, and small departments)  (Only certified staff 
can be reimbursed out of PDC money.)  

● Members must sign in and out at each meeting. 
● The book study leader will provide sign in sheets and a copy of the book study 

agendas with notes to the administrative liaison to process the payment  
● All documentation will be provided to the PDC secretary at the conclusion of the 

book study. 
● All book study meetings must be held at a school facility. 
● Payment for book study will be $20 per hour for the time met to discuss the 

information. A maximum of 4-5 hours per book are accepted.  
 
X. POLICIES AND PROCEDURES TO ENSURE PROFESSIONAL 
DEVELOPMENT ACTIVITIES RELATED TO MSIP AND CSIP 
 
Activities are in place to ensure that the professional development program directly relates and 
grows out of the district MSIP and CSIP. Specific professional development activities are 
planned to support the district in meeting the MSIP and CSIP performance and criteria. The 
PDC will consider student data, state report, and the mission of both the school district and 
building level initiatives in the planning process. In addition, all proposals for professional 
development in our district include a section linking the proposed activity directly to the 
accomplishment of district and building level goals directly related to the MSIP and CSIP 
objectives. Staff members applying to attend workshops and conferences identify the relation of 
this activity to MSIP and CSIP objectives. 
 
District Professional Development Reporting Procedures: 

● Each building level leader will keep records of professional development activities 
(Professional Development Log) attended by each teacher within their building.  

● The Professional Development Log will be due to the building level leader by 
check-out time the last day of the school year.  

● The PD Log will include any and all professional development activities that the 
individual teacher has attended whether on contract time or not. 

● Due to teacher certification level, if they are exempt from recording their 
professional development, it will be recorded on the PD Log with an explanation of 
why they are exempt. If a teacher is at the exemption level, it does not exclude a 
teacher from attending professional development offered during contracted time. 
Please see state requirements in the appendix. 

● A sign-in sheet will be available for all teachers at all district workshops or 
in-services, and a copy of the sign-in sheet will be maintained by the building level 
leader.  All professional development records will be accessible.  
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● Copies of the Professional Development Request Form should be maintained in the 
teachers’ building personnel files for recordkeeping. The Central Office copy of the 
Professional Development Request Form will be maintained in the Central Office 
files. This professional development recordkeeping system is important and 
necessary because this information will be reported to DESE as documentation of 
annual professional development hours. 
 

Summer and Winter Learning Academies: 
The PD committee is committed to providing learning to teachers based on the learning other 
teachers have done throughout the school year utilizing PD funds.  Every school year they will 
look at funding and see if it possible to host MPS’s Summer and Winter Learning Academies. 
This is an opportunity for teachers to share their talents, their strengths, as well as information 
obtained from professional development conferences.  Summer Academy are two hour sessions 
held throughout the month of June and Winter Academy is a 40-50 minute session held on the 
January PD day. 
The Process: 

1. A district wide email is sent inviting teachers and other specialized staff members to 
submit a proposal 

2. These proposals are reviewed by a subcommittee.  
3. The subcommittee makes a recommendation to the PD committee on the sessions they 

feel align with district initiatives, CSIP, as well as needs that may be specific to a grade 
level, content area, or specialized learning for all staff members. 

4. A schedule is created, and teachers are asked to sign up for the sessions they are 
interested in attending. 

5. Teachers are limited to attending three sessions.  They will be paid $20.00 per hour for 
the session total length. 

6. Sessions are limited to 15 attendees.  They have an opportunity to sign up to be on a 
waiting list.  If there are not too many on the waiting list, the Central Office Liaison will 
reach out to the presenter to see if he/she minds taking those on the waiting list.  

7. Teachers may sign up for more than three sessions if the session is not full and they are 
willing to forgo the attendance award. 

 
XI. BEGINNING TEACHER ASSISTANCE/MENTORING PROGRAM 
In 1985 Missouri Excellence in Education Act (5 CSR 80-800.010) and updated in May 2008 (5 
CSR 80-850.045) requires establishment of professional development programs specifically for 
beginning teachers who have no prior teaching experience.  According to law, school districts in 
Missouri must provide a professional development plan for each teacher who has no experience. 
This “beginning teacher support system” must include an entry-year mentor program. 
 
A study of the literature regarding new teachers reveals some discouraging trends:  nationwide, 
approximately 15% of new teachers leave after their first year, and 40-50% of those entering the 
teaching profession will leave during the first seven years.  A mentor program increases the 
likelihood that a teacher will experience a positive introduction into teaching.  It can be an 
effective way to help new teachers ease into their professional roles. 
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Overview 
1. The district must provide programs for beginning and practicing teachers.  Programs must 

include a professional development committee to assist in the development of individual 
professional plans for the first two years of teaching for any teacher who does not have prior 
teaching experience and to assist practicing teachers. 

2. Plan was developed by a professional development committee to: 
● Identify instructional concerns and remedies 
● Serve as a confidential consultant 
● Assess faculty needs and develop in-service opportunities 
● Inform the proper authorities of faculty suggestions, ideas, and recommendations 

pertaining to instruction 
3. Committee is selected by teachers. 
4. Plan may include guidance from a district designated faculty member and other forms of 

assistance the district may choose to offer. 
5. Missouri colleges and universities are to provide assistance. 
6. Plan may include staff development and in-service programs already provided by the 

district. 
7. A beginning teacher must be assigned a mentor who has the role of helping, not evaluating, 

the teacher. 

Statutory Authority for Beginning Teacher-Assistance Programs (BTAP) 
Following is the text of the law that requires Missouri school districts to provide professional 
development programs for beginning and practicing teachers.  Programs must include 
professional development committees to assist all teachers and individual professional 
development plans for first and second-year teachers.  These provisions were passed by the 
Missouri Legislature in 1985 as part of the Excellence in Education Act.  They became effective 
September 1, 1988. 
Sections 168.00.4(1) (2) & 5, RSMo. 
4.  Beginning teacher assistance programs established under this section shall include, but need not be limited to, 
the following provisions: 
a. Such programs shall require each school district to provide a plan of professional development for the first 2 
years of teaching for any teacher who does not have prior teaching experience.  The professional development plan 
shall include assistance from a professional development committee, which is hereby established in each school 
district, which committee shall work with beginning teacher and experienced teachers in identifying instructional 
concerns and remedies, serve as a confidential consultant upon a teacher’s request, and present to the proper 
authority faculty suggestions, ideas, and recommendations pertaining to classroom instruction within the school 
district.  The teachers employed by the school district in question shall select the members of each professional 
development committee.  The professional development plan may include guidance from a district-designated 
faculty member employed at a grade level comparable to the instructional grade level of the beginning teacher, and 
such other forms of assistance which the school district may choose to offer. 
b. Such programs shall include assistance from the teacher education program that provided the teacher’s training if 
such training was provided in a Missouri college or university.  Such assistance from the college or university may 
include retraining, internships, counseling, and in-service training. 
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5.  The practicing teacher assistance programs established under this section shall include, but need not be limited 
to, programs of professional development and improvement as provided for experienced teachers by the 
professional development committee established under subsection 4 of the section, and in-service opportunities as 
provided by the local school district for all practicing teachers. 
NOTE:  The Excellence in Education Act suggests and the recently amended rule for teacher certification (5CSR 
80-800.010) requires that beginning teacher support systems include a mentor program.  A mentor teacher has been 
described as a “coach, trainer, positive role model, developer of talent, and opener of doors”.  This emphasizes that 
the role of the mentor teacher is “helper” not “evaluator”.  
 
Mentoring Program Goals (New Teacher Induction Program)  
Through effective training, meaningful guidelines, and careful selection in matching the mentor 
teacher and the beginning teacher, the following mentor program goals will be achieved: 

● Provide a network of support, guidance, and feedback for beginning teachers in their 
entry-year from a veteran teacher. 

● Provide assistance for beginning teachers in their development of classroom skills, 
instructional strategies, curriculum, lesson plans, and classroom management. 

● Provide the opportunity of professional growth for both new and experienced teachers. 
● Provide professional and personal benefits to experienced teachers who assist new 

teachers. 
● Provide a vehicle to assess the effectiveness of the mentoring program to assure its 

continued success.  

Definition of Roles and Responsibilities 
 

A. Mentee Coach (Instructional Coach) -- The mentee coach is an experienced teacher 
whose job is to answer questions, make suggestions, and generally guides a beginning 
teacher through his or her first two years of experience.  The mentee coach will initiate 
preparation of the beginning teacher’s professional development plan and help the 
teacher tailor the plan to his or her needs. .  Mentee coach must have five years of 
teaching experience and be willing to be trained as a mentor.  The mentee coach is 
ultimately responsible for: 

1. Meet monthly with the mentee to offer help and suggestions to the mentee. This 
occurs outside of contracted time.  

2. Work with the mentee in developing a professional development plan that meets 
the needs of that individual teacher to be a success at Marshall Public Schools. 

3. Complete the checklist and reflection quarterly based on the teacher standards 
provided by DESE and are utilized in MPS’s evaluation system. 

 
Mentee Coach Payment: 

 
District Instructional Coaches will serve as all new and second year teachers’ menter. 
Mentee coaches are paid a stipend by the PDC in the amount of $1500.00 for the time 
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they spend meeting with mentees outside of contracted time and preparation of 
professional development for mentees that occur throughout the school year.  
 

B. Mentee -- The mentee is a teacher with less than two years of teaching experience in the 
classroom or new to the school district.  The mentee will be involved in developing and 
implementing a professional development plan for two years with a mentor.  The mentee 
is ultimately responsible for:  

1. Keeping records of the Professional Development Plan (PDP) Activities Log and 
any other documentation.  The activity log shall include information on all 
meetings, observations, conferences, visitations, workshops, and all other 
activities related to the PDP. 

2. Completing all strategies as indicated on the PDP. 
3. Communicating with mentor and principal regarding progress on the PDP. 

C.  Principal -- The principal will assist in writing the Professional Development Plan 
(PDP) in cooperation with the mentor and mentee.  He/She will keep a copy of the 
Professional Development Plan.  The mentee will be present in conferences involving 
the PDP or the mentor/mentee relationship. 

 
New Teacher Induction/Orientation Program 

 
To qualify for the New Teacher Induction Program: 

● First year teacher 
● Second year teacher and new to MPS as of August of the new school year 
● Mentee Coach will be assigned 

To qualify for the New Teacher Orientation Program: 
● New to MPS (any amount of years taught) 
● Mentee Coach will be assigned for the first year 

To qualify for Continued Mentor Program: 
● Second or third year teacher in MPS  
● Mentee Coach will be assigned 

Mentee Coaches Team: 
● PK-2nd-One experienced teacher 
● KG, 3rd and 4th- One experienced teacher 
● 5th-8th Grade- One experienced teacher 
● 9th-12th Grade-One experienced teacher 
● Administration liaison 

Program Attendance Requirements: 
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The New Teacher Induction Program will be outlined in nine focus areas. The nine focus areas 
are aligned to the nine standards required by DESE for teacher evaluation. 
 
These standards are: 
Standard 1: Content knowledge, including varied perspectives, aligned with appropriate 
instruction. 
Standard 2: Student learning, growth and development 
Standard 3: Curriculum implementation 
Standard 4: Critical thinking 
Standard 5: Classroom environment 
Standard 6: Effective communication 
Standard 7: Student assessment and data analysis 
Standard 8: Professionalism 
Standard 9: Professional collaboration 
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