
Three-Year Staff Development Plan (2012-2015) 

Mid-Term Self-Assessment 
An initiative for Professional Engagement 

 
The following report highlights the progress, made-to-date, on staff and professional 
development initiatives for Columbia College.  It is important to note that prior to 2012, the 
Columbia College Staff Development Plan and funding program had been on a 4-year hiatus.  
Furthermore, it is important to note that with limited staff and resources, this plan reflects a 
collaborative and simplified approach to professional development. 
 
In the past two years, the Staff Development Committee has achieved the following: 

 Comprehensive 3-Year Staff Development Plan, including participation from all 
constituencies; 

 New Columbia College Staff Development Website with resources, 3-year plan, 
timelines, and processes to request staff development funds; 

 Revised Activity Proposal Form available online; 

 Newly developed Activity Proposal Rubric outlining what the committee is looking for 
when granting funds for staff development; 

 Newly developed Staff Development Activity Evaluation Form to report and assess staff 
development activities; 

 Campus-wide presentation “rolling out” staff development initiatives at the Spring 2013 
In-Service; 

 Campus-wide needs assessment survey to assess professional development needs and 
processes for Columbia College; 

 Regularly scheduled meetings for the Staff Development Committee with 
representation from all constituencies; 

 Resource allocation integrated with the new Program Review Tool for staff development 
needs for each program. 

 
Moving forward, the Staff Development Committee will work to improve in the following areas: 

 Mechanisms to track and report all funded staff development requests with the new 
Activity Evaluation Form; 

 Increased transparency of staff development activities at Columbia College through the 
use of a “master calendar” with all professional development activities made available 
to all constituencies; 

 Heightened awareness of staff development among each constituent group with 
standing agenda items at each of the respective meetings to discuss staff development 
needs and activities. 

 
For the purposes of this report, the progress is highlighted below in blue text under the column 
titled “mid-term progress.” 



Three-Year Staff Development Plan (2012-2015) 

 

Statement of Purpose 

The purpose of staff development at Columbia College is to engage the campus community in a culture 

of improvement in order to deliver the highest quality education. 

 

Goals 

The Staff Development Committee, as an initiative for professional engagement, will work to: 

1. Foster innovation and exploration of new ideas and strategies for institutional growth and 

enrichment of education. 

2. Develop tools and processes to effectively assess professional development activities integrated 

with college resource planning. 

3. Support and develop innovations in instructional and administrative techniques and program 

effectiveness. 

4. Promote and provide increased visibility for professional engagement opportunities and 

activities for the purposes of professional enrichment. 

 

Committee Structure 

The Staff Development Team functions as an oversight committee relative to the planning, promoting, 

and allocating of expenditures for staff development resources.  The committee consists of the 

following: 

 Two representatives of academic senate; 

 One representative of classified senate; 

 One representative of CSEA; 

 Two representatives of leadership team; 

 Up to two student representatives; 

 Up to two adjunct representatives; 

 The Staff Development Coordinator/Chair. 

 

Professional Development Evaluation and Assessment 

For the purposes of staff development evaluation and assessment, all recognized and/or funded 

professional development activities will be evaluated via the Professional Development 

Activity/Evaluation Form used for flex activities.  The assessment tool will be used to track and report 

the effectiveness of professional development activities.



Goals Objectives Activities Timelines Evidence/Outcomes Mid-Term Progress 

Goal 1: Foster 
innovation and 
exploration of new 
ideas and strategies 
for institutional 
growth and 
enrichment of 
education 
integrated with 
other college 
resource planning. 

 

1.1 Schedule regular 
Staff Development 
Committee meetings 
and reports of 
professional 
development 
activities from 
college-wide 
committees and/or 
constituencies. 

1.1.1 Staff Development 
Committee and all 
committees and/or 
constituencies continue to 
hold regular meetings and 
develop/implement 
projects, programs, and 
activities for professional 
development. 

Ongoing 
 
 
 
 
 
 
 
 
 

Staff Development 
Committee Meeting 
minutes and from 
other committee 
reports. 
 
Constituent groups will 
report out at/to Staff 
Development 
Committee. 

The Staff Development 
Committee meets at least 
twice per semester to 
review staff development 
fund requests and the 
overall plan.  Currently, 
constituency groups are 
not reporting out, but this 
will become a standing 
agenda item moving 
forward.  There is 
representation on the 
committee for all 
constituency groups on 
campus. 

1.2 Continue to direct 
and provide 
leadership through 
sponsoring and 
evaluating a 
diverse range of 
professional 
development 
activities. 

 

1.2.1 Visit other colleges to 
review and learn 
professional development 
best practices 
 
 

1.2.2 Identify needs and provide 
a college-wide forum to 
discuss professional 
development initiatives. 

 
 

1.2.3 Host on-campus 
professional development 
workshops, seminars, 
and/or activities. 

 
 
 
 
 
 
 

Annually 
 
 
 
 
 
Fall 
 
 
 
 
 
Ongoing 
 
 
 
 
 
 
 
 
 
 

Report from site visits 
 
 
 
 
 
Agenda and report 
posted on website 
 
 
 
 
Participant evaluations; 
Activities and 
supplemental materials 
posted on the website  
 
 
 
 
 
 
 

There have been several 
site visits to other 
colleges through AWE, 
CTE, student government, 
classified, and webinars. 
 
Staff Development was 
presented at the Spring 
2013 In-Service.  A 
campus-wide forum is 
planned for fall 2014. 
 
Many professional 
development events have 
been hosted: wellness 
fair, lunch bunch, 
Instructional Skills 
Workshops, Distance 
Education Workshops, in-
service, etc.  The next 
goal is to create a “hub” 
of activities available to 
all groups on campus. 



Goals Objectives Activities Timelines Evidence/Outcomes Mid-Term Progress 

1.2.4 Coordinate with Academic 
Wellness Educator (AWE) 
plan for professional 
development. 

Ongoing Participant evaluations; 
Meeting minutes and 
reports 

Participant evaluation 
forms have been created 
and posted on the 
website.  Moving forward 
all staff development 
funded requests, 
including AWE, will be 
required to complete the 
evaluation form to assess 
effectiveness. 

1.3 Advocate for 
resources and/or 
funding for staff 
development 
initiatives. 

1.3.1 Dedicate time at Staff 
Development Committee 
and other constituency 
group meetings to discuss 
and explore resources, 
including grants for 
professional development 
initiatives. 

Ongoing Meeting minutes and 
reports; Attainment of 
resources 

This agenda item will be 
added as a standing item 
on all future staff 
development committee 
meetings. 

Goal 2: Develop 
tools and processes 
to effectively assess 
professional 
development 
activities integrated 
with college 
resource planning. 

2.1 Utilize college 
resource planning 
tools for the 
assessment of 
professional 
development 
activities 

 

2.1.1 Program Review, Unit 
Planning Tools, AWE 
Planning, and Educational 
Master Plan will all be used 
as resource planning tools. 

Ongoing Planning reports will 
reflect assessment 

The Program Review Tool 
was revised and now 
includes “training” as a 
resource request.  This 
request must be aligned 
with the master planning, 
college goals, and SLOs of 
the program. 

2.2 Ensure that 
evaluation 
procedures are 
carried out for all 
campus community 
staff development 
activities. 

 

2.2.1 Every professional 
development activity 
funded by the Staff 
Development Committee 
requires participant 
feedback and/or reporting. 

Ongoing Assessment reports 
and evaluation 
feedback 

The evaluation form has 
been developed and is 
now in “Survey Monkey.”  
A staff person in the 
Student Learning Office 
will track and report all 
future professional 
development activities 
and ensure that all 
participants complete the 
evaluation form upon 
completion.  The 



Goals Objectives Activities Timelines Evidence/Outcomes Mid-Term Progress 

feedback will be reviewed 
by the committee and 
used as necessary to 
guide staff development 
activities and funding. 

2.3 Develop and 
coordinate a 
process for 
continually 
assessing 
professional 
development 
needs. 

 

2.3.1 Conduct college-wide 
survey to assess 
professional development 
needs. 

 

Semi- 
Annually 

Survey feedback and 
analysis report 

The college-wide survey 
was sent out in June 2014 
and will be sent out again 
in August 2014.  The 
results of the survey will 
be presented to College 
Council, Admin Council, 
and the constituencies on 
campus in fall 1014.  The 
survey results will also 
serve as a framework for 
the next comprehensive 
staff development plan. 

Goal 3: Support and 
develop innovations 
in instructional and 
administrative 
techniques and 
program 
effectiveness. 

 

3.1 Provide ongoing 
programs and 
activities to further 
faculty professional 
development. 

 
 
 
 
 
 
 
 
 
 
 

3.1.1 Collaborate with and 
engage in an ongoing 
dialogue with the 
Academic Senate regarding 
faculty professional 
development activities and 
initiatives. 
 

3.1.2 Continue to provide 
professional development 
opportunities through the 
Instructional Technology 
Center, AWE, FLEX, state 
and national conferences, 
and discipline specific 
seminars/workshops. 

 
3.1.3 Support Academic Senate 

Faculty mentor effort. 
 

Ongoing 
 
 
 
 
 
 
 
Ongoing 
 
 
 
 
 
 
 
 
Ongoing 
 
 

Academic Senate 
meeting agendas and 
reports; Collaborative 
initiatives and develop 
activities. 
 
 
 
Professional 
development activities, 
agendas, minutes, and 
reports; Participant 
feedback evaluation/ 
assessments. 
 
 
 
All new faculty 
assigned a mentor; 
Assignment rosters 

The representative for 
Academic Senate has 
agreed to start reporting 
out at regular meetings 
moving forward. 
 
 
 
This objective is being 
met on an annual basis.  
Moving forward, a “hub” 
or “master calendar” will 
be created to provide 
greater transparency of 
staff development 
activities. 
 
The mentor program is in 
place for all new faculty 
and supported by staff 



Goals Objectives Activities Timelines Evidence/Outcomes Mid-Term Progress 

 
 
3.1.4 Provide funding support 

for individual and/or group 
professional development 
projects, conferences, and 
activities through the 
proposal request process. 
 

3.1.5 Support the exploration 
and expansion of 
opportunities for staff 
development of adjunct 
faculty. 

 

 
 
Ongoing 
 
 
 
 
 
 
Ongoing 

 
 
Participant feedback 
evaluation/ 
assessments 
 
 
 
 
Professional 
development activities, 
agendas, minutes, and 
reports; Participant 
feedback 
evaluation/assessment
s 

development. 
 
The Staff Development 
Committee has funded 
approximately 13 
requests in the past year 
(includes faculty 
requests). 
 
The Staff Development 
Committee approved 
funding for Kathy Kenna 
(adjunct) to develop an 
online resource for 
adjunct professional 
development. 

3.2 Provide ongoing 
programs and 
activities to further 
classified staff 
professional 
development. 

 
 
 
 
 
 
 
 

3.2.1 Collaborate with and 
engage in an ongoing 
dialogue with the 
Classified Senate and CSEA 
regarding staff 
professional development 
activities and initiatives. 
 

3.2.2 Provide funding support 
for individual and/or group 
professional development 
projects, conferences, and 
activities through the 
proposal request process. 
 

3.2.3 Recommend and support 
the planning of a campus-
wide Classified Staff 
Development Day with 
workshops geared to the 
needs of classified staff. 

Ongoing 
 
 
 
 
 
 
 
Ongoing 
 
 
 
 
 
 
Annually 

Classified Senate and 
CSEA meeting agendas 
and reports; 
Collaborative initiatives 
and activities 
developed. 
 
 
Participant feedback 
evaluation/ 
assessments 
 
 
 

Participant feedback 
evaluation/ 
assessments. 
 

 

The representatives for 
Classified Senate and 
CSEA have agreed to start 
reporting out at regular 
meetings moving 
forward. 
 
 
The Staff Development 
Committee has funded 
approximately 13 
requests in the past year 
(includes classified 
requests). 
 
This has not happened. 
Classified Senate will 
discuss in the fall 2014 
term.  



Goals Objectives Activities Timelines Evidence/Outcomes Mid-Term Progress 

3.3 Provide ongoing 
programs and 
activities to further 
management and 
leadership 
professional 
development. 

 
 
 

3.3.1 Collaborate with and 
engage in an ongoing 
dialogue with the 
Leadership Team regarding 
professional development 
activities and initiatives. 

 
 
 
 
 
3.3.2 Provide funding support 

for individual and/or group 
professional development 
projects, conferences, and 
activities through the 
proposal request process. 
 
 
 
 
 

3.3.3 Support workshops during 
Leadership Team meetings 
geared to the needs of 
management. 

 

Ongoing  
 
 
 
 
 
 
 
 
 
 
Ongoing 
 
 
 
 
 
 
 
 
 
 
Monthly 

Leadership Team 
meeting agendas and 
reports; Collaborative 
initiatives and 
activities. 
 
 
 
 
 
 
Management remain 
current and experience 
growth in their specific 
areas of expertise; 
Participant feedback 
evaluation/ 
assessments. 
 
 
 
 
Participant feedback 
evaluation/ 
assessments. 

The Leadership Team 
often discusses and 
engages in professional 
development needs 
during regularly 
scheduled meetings.  
These needs are reported 
out as needed to the Staff 
Development Committee. 
 
 
The Leadership Team has 
hosted several 
professional development 
activities: Leadership 
Retreat on Employment 
Engagement (Fall 2012), 
Leadership Retreat on 
Technology (Fall 2013), 
district-wide trainings, 
etc. 
 
Workshops have been 
presented during 
leadership team 
meetings, but they 
haven’t been tracked.  
Moving forward, the new 
evaluation tool will assist 
in tracking and reporting 
of these activities. 

Goal 4: Promote 
and provide 
increased visibility 
for professional 
enrichment and 
engagement 
activities and 

4.1 Communicate with 
faculty, staff, and 
leadership the 
diverse professional 
development 
opportunities 
available to the 

4.1.1 Host a dedicated website 
with staff development 
activities and 
opportunities for the 
campus community. 

 
 

Ongoing 
 
 
 
 
 
 

Website link with 
activities posted and 
updated. 
 
 
 
 

This activity has not been 
met.  However, a 
dedicated staff member 
in Student Learning is 
working to implement a 
“master calendar” of 
activities for the College 



Goals Objectives Activities Timelines Evidence/Outcomes Mid-Term Progress 

opportunities. campus community. 
 
 
 
 
 

 
 

4.1.2 Include professional 
development 
opportunities in existing 
college-wide newsletters 
and publications. 

 
 
Ongoing 

 
 
Increased visibility of 
professional 
development 
opportunities; 
Newsletters and 
publications. 

by fall 2014. 
 
While a website was 
developed, it is noted 
that there needs to be an 
increased awareness of 
staff development 
opportunities and 
activities.  It has been 
recommended that the 
Staff Development 
Committee produce and 
disseminate a quarterly 
e-newsletter highlighting 
staff development 
activities and funding 
opportunities, including 
messages from each of 
the different 
constituencies reporting 
on professional 
development activities 
and/or opportunities.  
The goal is to start the 
newsletter in fall 2014. 

4.2 Support increased 
employee 
engagement and 
participation in 
professional 
development 
activities. 

4.2.1 Recognize staff, faculty, 
and leadership through 
annual awards for 
outstanding leadership 
of each constituent 
group. 

 
 

Annually Staff recognition and 
awards 

Each year, Columbia 
College recognizes 
outstanding leadership 
and service for all 
constituencies at the 
annual college-wide 
picnic. 

 

Staff Development Plan Comprehensive Evaluation: 

The Staff Development Committee will conduct a mid-term and final self-evaluation and assessment report based on the evidence and outcomes in the 

three-year plan.  These reports will be submitted to College Council for review, evaluation, and feedback.



Authorized uses of Staff Development funds: 
Funds will be allocated for those activities directly correlating with one or more of the goals of the Staff 
Development Plan. 
 
Examples of usage: 

 Travel to conferences or training 

 In-house training sessions 

 Guest speakers 

 Special supplies/media 

 Retreats/hospitality  
 
Process for requesting Staff Development funds: 

• Staff Development Activity Request form must be completed. 
• If travel is requested, then a Travel Request Form must be completed. 
• Form(s) with accompanying documentation must be submitted to the Dean or Manager at least 

one week prior to the next Staff Development meeting (table below).   
• Staff development plans should be discussed with the Dean or Manager before submitting the 

appropriate form(s) to the Staff Development Committee.  Staff Development Forms will be 
submitted by the Dean or Manager.  

  
Staff Development Requests must be submitted by the appropriate manager to the Staff Development 
Committee, (Career Technical Education) phone ext. 5142. 

• Original Travel Request forms will be maintained by the Dean's or Manager's office; only copies 
will be forwarded to the Staff Development Committee. 

• Request will be presented to the committee at the next regularly scheduled meeting. 
• Staff/faculty members will be notified of the request approval status following committee 

action. 
• Please note:  The Staff Development Committee can only approve the funding for staff 

development activities.  Approval for travel (or other activities) must go through traditional 
college channels. 
   

Please note: If out-of-state travel is requested, extra time for processing is needed as the Chancellor's 
approval is required on travel requests. Preferred procedure is to obtain all approvals on travel request 
forms prior to submitting to Staff Development Coordinator. 
 

Timelines for new requests Forms Submitted for Consideration  Committee Meeting Date  

Summer  Last week in March 1st or 2nd week of April 

Fall  2nd week of Fall Classes 3rd week of Fall Classes 

Spring  1st week of December 2nd week of December 


