Riverside Community College District
Faculty Development Funding Guidelines – Off Campus Activities

Application Check List
Forms are available from the Office of Faculty Affairs.  The application consists of five parts:

· Conference and Travel Request estimating costs and signed by Department Chair.

· FDC Request for Funds Application Department Budge Code, signature of applicant and signature of Department Chair are required.

· Statement describing in one paragraph how this activity will: 1) enhance your effectiveness, 2) update instructional methods, and 3) provide for on campus dissemination of information acquired as a result of the activity.
· Memorandum of Support A Memorandum of Support for this activity from your Department Chair is required.

· Descriptive Material brochure or photocopy describing the activity, including activity costs.
Deadlines
The Faculty Development Committee reviews applications monthly.  Applications MUST be turned in at least 30 days prior to the date of travel for out-of-state travel and the first of the month for in-state travel.  Late or retroactive applications will not be considered.

Award Criteria
The Faculty Development Committee will review applications from faculty members seeking funds for participation in off-campus professional conferences, meetings, and workshops.  Funding priority will be given to applications that demonstrate value to the college through one or more of the following criteria:

· Updates instructional or student support skills
· Contains a plan for on-campus dissemination or implementation of information and/or skills acquired as a result of the activity

· Represents the college as a presenter, guest speaker, or official for an activity

· Will utilize local cost-effective sites and activities if possible
Department Chair Approval of Conference and Travel
Department Chairs must approve participation in conference and travel activities.  Their signature on a Travel Request form indicates that they are both aware of the particulars of the proposed travel and support the activity.

A Department Chair should attach a memo to any request to inform others of their level of support and qualifying conditions they recommend to the Faculty Development Committee.  Applicants should be given a copy of any remarks forwarded to the Faculty Development Committee.  It is appropriate for a Department Chair to deny or comment upon an application when in the Chair’s judgment, the request does not serve the interest of the college or department appropriately.  

Reimbursements
Reimbursement occurs after the Faculty Development Office has received an Itemized Expense Account Form along with supporting receipts.  Forms must be filed within five working days after return to campus.  Reimbursements will not be made in categories not originally requested or exceeding the total amount approved.
Limitations & Exclusions
Awards for full-time faculty are generally limited to $500 per full-time faculty member or $100 for adjunct faculty members (additional $50 to adjuncts to present a workshop upon return).  Only one award is permitted per fiscal year July 1 through June 30.  The Faculty Development Committee may grant a greater sum if the request has special merit.

· Auto mileage or train fare expenses may not exceed lowest airfare.
· For travel from the college by rental car is not funded unless it is more economical than other ground transportation.  Car rental may be the most efficient way to travel from an airport to a conference site.  When costs are comparable with other ground transportation, it would be an allowable expense.

Awards will not be considered when applications are:

· Late, incomplete, or retroactive

· The faculty member is on leave

· Tuition and course materials are eligible for reimbursement through other college programs or policies (Examples: faculty seeking salary advancement)

Nine Authorized Uses of Faculty Development Funds
1.
Improvement of Teaching

2.
Maintenance of current Academic & Technical Knowledge or Skills

3.
In-Service Training for Vocational Education and Employment Reparation Programs

4.
Re-training to Meet Changing Institutional Needs

5.
Inter-segmental Exchange Programs (Shared activities among UC, CSU, K-12 and other CCC)

6.
Development of Innovations

7.
Computer and Technological Proficiency Programs

8.
Courses and Training Implementing Affirmative Action and Upward Mobility Programs

9.
Other activities determined to be related to educational and professional development pursuant to criteria established by the Board of Governors of the California Community Colleges including, but not necessarily limited to, programs designed to develop self-esteem.
