
Charleston CUSD #1 Professional Development Clock Hours 

Guidelines for District Presenters (updated November 2019) 

 

For Professional Development Clock Hours to be approved by our district, district employees who 

present or provide a PD activity need to follow these guidelines. 

At least 10 school days prior to the event: 

1. Enter all information into the Evidence of Completion Form 77-21B, including the 

name of the Approved Provider (Charleston CUSD #1) in the appropriate space and 

your name as the Presenter. 

2. Complete an Approved Professional Development Provider Activity Summary that 

(a) describes the activity and (b) how it aligns with standards and PD criteria.  

3. Send both of these documents to the Assistant Superintendent for Student Services 

office (the Evidence of Completion form will be returned to you with an approval 

signature so that you can make copies for participants). 

During the event: 

1. Have your participants sign an attendance sheet that includes their name and Illinois 

Educator Information Number (IEIN) (this is required).  The list should also include 

the title of the PD activity, the date(s), start time, end time, and total number of PD 

hours provided. (Click Here for Attendance Sheet) 

2. Distribute one Evidence of Completion form to each participant who completes the 

PD activity. 

3. Participates must also sign out on the same attendance sheet. 

4. Provide an Evaluation Form 77-21A to each participant and allow them time to 

complete it. 

5. Collect the evaluation forms. 

Return both sign in sheet and evaluation forms (or copies of them, if presenter wishes 

to keep a copy) to Assistant Superintendent for Student Services.  

After the event: 

1. Return both sign in sheet and evaluation forms (or copies of them, if presenter wishes 

to keep a copy) to Assistant Superintendent for Student Services.  

2. Central Office will keep an attendance list along with all other documentation from 

PD events on file for six years (for ISBE audit purposes). 

https://www.isbe.net/Documents/77-21B_evidence_completion.pdf
https://5il.co/cuwq
https://5il.co/bnx7
https://www.isbe.net/Documents/77-21A_evaluation.pdf

