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 SEQ CHAPTER \h \r 1STAFF/ADMINISTRATOR DEVELOPMENT PROGRAM 
APPLICATION CHECKLIST
	YES
	NO
	Application Packet:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Complete all items on the Staff/Administrator Development Program Application.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Course schedule, conference agenda, or training details. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Memo indicating the link to the Institutional Priorities for Professional Development.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Signed Payback Provision memo.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Signed Administrative Leave form, where applicable.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Evidence of employee’s effort to secure training funds from other sources (ie. Incentive funds, Federal funds, etc.) is required and must be attached to the application.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	For training requiring off-island travel, please refer to the GCC Travel Policy.


	YES
	NO
	Signatures:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employee Signature:

Employees applying under the development program must sign the application.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Supervisor Review and Signature:

Employees must submit the Staff/Administrator Development Request form to their Supervisor for approval or disapproval.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Division Head Review and Signature:

Employees must submit the Staff/Administrator Development Request form to their Division Head for approval or disapproval. 


	YES
	NO
	Application Period:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	No training shall commence prior to approval and/or proper execution of documents by the College and the employee.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Applications submitted after the regularly scheduled meeting will be considered at the next regularly scheduled meeting.


	YES
	NO
	Staff/Administrator Development Program Scope:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tuition Waiver for Guam Community College-Directly related to Employee’s position.

· All other applicable fees and books may be covered under the Staff/Administrator Development Program funds.

· If the GCC course has less than 13 full paying students enrolled in the course, the full cost of the tuition may be covered under the Staff/Administrator Development Program funds.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tuition Waiver for Guam Community College-Personal growth

· If the GCC course has less than 13 full paying students enrolled in the course, the tuition waiver is not applied.  

· Staff/Administrator Development Program funds may not be used for applicable fees and books related to GCC courses taken for personal growth.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tuition Assistance for U.S. accredited institutions approved by the committee (ie. University of Guam, University of Phoenix, University of Maryland). The Staff/Administrator Development Committee will approve the fee up to the tuition rate of UOG.  The requestor will be obligated to pay the difference.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Other development activities including Conferences, Workshops, Department of Administration (DOA) Training & Development Program, Off-island Speakers/Consultants, and Continuing Education Instructors.


	YES
	NO
	Cost Effectiveness:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Before any off-island development activities are reviewed, employees applying for Staff/Administrator Development Program funding must demonstrate and attach evidence of efforts to secure the same or similar training which utilizes cost effective web-based, online, or virtual classroom methods.  The most cost effective method will take priority.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employees are encouraged to utilize the GCC campus facilities for web-based, online virtual training to minimize the costs associated with purchasing or renting a computer or laptop for training and with purchasing internet service for the limited duration of the training.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employees are also encouraged to schedule online or onsite group training for employees wishing to participate in the same type training in order to minimize the short and long term costs associated with cross-training and succession planning efforts of more than one employee in the same profession.


	YES
	NO
	For Training requiring off-island travel:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employee shall adhere to the Travel Policy for any off-island training.  Employee is required to complete the Travel Authorization (TA) form in addition to the Staff/Administrator Development form.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employees must submit a copy of their Trip Report to the Human Resources Office via his/her supervisor and division head within ten (10) days after completing travel.  This report along with other pertinent information shall be made available for review by the President.


