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Walpole Public Schools 
Professional Development Committee 

 
In accordance with the Walpole Public Schools Strategic Plan, a Professional 
Development Committee was re-established in 2008 to provide  a comprehensive 
Professional Development Program for all Walpole Public Schools staff.  Special 
thanks to the following members for their commitment to achieve the objectives 
indicated in the Strategic Plan during 2011-2012.  
 

Ann Arpin, Director of Technology Integration 
Jennifer Bernard, Director Daniel Feeney Preschool 

Debra Boush, Reading Specialist Fisher School 
Kelly Camp, Team Chairperson Elm Street/Fisher Schools 

James D’Attilio, Instructional Technology, Bird Middle School 
Sandra Esmond, Principal Johnson Middle School 
Stephen Fortin, Principal Old Post Road School 

Stephen Imbusch, Principal Walpole High School 
Jean Kenney Ed.D., Assistant Superintendent 

Nancy Killeen, Grade 2 Teacher, Old Post Road 
Danielle Nathan, Reading Specialist, Elm Street School 
Lori Naismith, Science Teacher, Johnson Middle School 

Lynn Rowan, Technology Applications Specialist, Walpole Public Schools 
 

*Please advise your principal or any member of the committee if you would like to 
participate as a member of this committee.  The Professional Development 
Committee seeks representatives from Boyden School and Walpole High School as 
well as custodians, instructional aides, Media Support Technicians, mobility aides, 
secretaries, and Technology Support Specialists to participate in identifying and 
providing professional development and training.  
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Curriculum, Instruction, Assessment and Professional Development  

Walpole Public Schools: A Professional Learning Community to enhance academic and 
enrichment opportunities in a student-centered environment. 

 
Jean E. Kenney, Ed.D. 

Assistant Superintendent for Curriculum, Instruction and Grants 
 

Walpole Public Schools offers a rigorous curriculum as its staff demonstrates the 
motivation to address each student’s learning needs.  Walpole faculty will complete its work to 
align curricula to the 2011 Massachusetts Curriculum Frameworks, ensuring that all students are 
challenged, prepared to meet the demands of the Massachusetts Curriculum Assessment System 
(MCAS), and ready for college and career opportunities. Faculty members have worked on 
detailed curriculum guides in each discipline and have developed corresponding assessments to 
assess student learning.  District-wide common assessments have been developed for several 
curriculum content areas. Additional benchmarks and common assessments will be determined 
during 2012-2013. 

The process of curriculum development, revision and enrichment is ongoing, and 
Walpole Public Schools’ teachers are central to these critical efforts. As part of a five-year 
review cycle, each discipline area is examined using a Task Force model comprised of teachers 
and administrators.  Through their research, expertise, collection and review of data, Task Force 
members lay the groundwork to produce or revise the curriculum document that identifies 
essential concepts, instructional strategies, resources, instructional time allocation, and 
assessments for each area. Walpole Public Schools utilize the Understanding by Design 
(Wiggins and McTighe, 2004) framework for all new curricula. Walpole High School also aligns 
assessments with its school wide rubrics. A broad representation of teachers at all levels serve on 
the Task Force to ensure appropriate sequence and to minimize repetition.  The Task Force also 
identifies professional development that is needed to support the implementation of new 
curricula and programming after it has been reviewed by the School Committee and adopted by 
the district.   

Curriculum clusters according to content or department meet bi-monthly with the 
Assistant Superintendent for Curriculum, Instruction and Grants. Based on their knowledge, 
observations and regular review of data and best practices, these teams of teachers, Grades 6 – 12 
Department Chairpersons, middle school liaisons, and elementary administrators make 
recommendations to improve curriculum, instruction and assessment in each area.  Professional 
development opportunities are planned by the Professional Development Committee in 
accordance with identified and prioritized needs.  

A technology steering committee addresses the system’s technology goals.  Chaired by 
the Director of Technology Integration, with representation from administration, faculty, parents 
and community, the Curriculum Integration Technology Committee develops and implements 
the five-year technology plan approved by the School Committee and submitted to the 
Massachusetts Department of Education.  This plan identifies the system’s goals in the areas of 
Administration and Management, Communications and Information Access, 
Instructional/Curricular Technology Integration and Professional Development.  A major goal of 
the plan is to expand the use of technology in the curriculum at all levels.  Aspen, a student and 
staff information management system, was implemented in 2008-2009.  This revision in 
technology offers multiple opportunities for enhanced record keeping and communication.  For 
2012-2013, Aspen’s Professional Development, elementary Standards-Based Report card (grades 
2-5), Personnel Management, and Curriculum and Learning modules will be implemented, 
providing staff members and parents with enhanced information and communication options. 
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Integrated with Aspen, is the Destiny Media system that enables all of our media centers to 
utilize 21st century databases and maximize their efficiency.  Walpole Public Schools have 
restored Media Specialist positions at both middle schools, which will further enhance the 
capabilities of our students and staff.  

Walpole Public Schools values the contributions of its staff and recognizes that 
professional development is an integral component of high quality curriculum, instruction and 
assessment.  The district is committed to sustaining the professional learning communities of 
educators that enable our staff to develop and enhance their skills while addressing school and 
district goals. These goals, as stated in the District Strategic Plan and individual School 
Improvement plans, are closely aligned, reflecting the vision and mission of the district.   

In addition to participation on curriculum task forces and clusters, a variety of venues for 
professional development are offered on system-wide, school and individual levels.  Sustained, 
reflective, content-based professional growth opportunities are available to Walpole staff, with 
the primary goal of improving student achievement.   

Walpole Public Schools will continue to learn and implement strategies, through school- 
based and district-wide Professional Learning Communities, for Differentiated Instruction, 
Response to Intervention, and Anti-Bullying initiatives to ensure that all students learn 
commensurate with their maximum potential.  The three full system-wide professional 
development days provide opportunities for teachers to learn and apply differentiation and 
intervention strategies in all content areas, emphasizing the integration of technology to enhance 
student learning.  Building-based professional development offerings address identified goals at 
each level: PreK-5, 6-8, and 9-12. The unifying theme in all activities will be the focus on 
professional learning communities to enable all learners to achieve excellence in a safe and 
secure environment.  

The ELA curriculum in PreK-5 is supported by district-wide implementation of the Scott 
Foresman literacy program. Additionally, Empowering Writers, Kid Writing, and Getting Ready 

to Write are used for writing instruction across content areas. Mathematics screening and 
progress monitoring will be implemented in grades K-5.   Mathematics curricula, published 
programs, and resources for grades PreK – 8 will be examined and supported by professional 
development.  NovaNET, a technology-based curriculum will be expanded at Walpole High 
School to provide alternative forms of instruction that meet the needs of diverse learners. 
Additional professional development for literacy and writing across all curricula will be continue 
to be provided as indicated in the school improvement plans and the 2011 Massachusetts English 
Language Arts Framework. 

Early release days, as well as monthly curriculum, department and school-based faculty 
meetings address a number of topics aligned with long term district and school goals. These 
topics include Professional Learning Communities, Response to Intervention, Anti-Bullying, 
Social/Emotional learning, formative assessment, progress monitoring, technology for 
instruction, administrative and faculty management, student transition and placement, inclusion 
and other special education efforts, School Improvement Plans, and crisis intervention.  

Tuition reimbursement for approved graduate level courses is offered, and faculty 
members are encouraged to take advantage of this opportunity as well as the many other district 
offerings that contribute to personal and professional growth. Through this collegial, 
coordinated, systems approach to curriculum, instruction, assessment and targeted professional 
development, the Walpole Public Schools believes that it can achieve its fundamental goal to 
ensure that all students achieve excellence. 
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Learning Forward (National Staff Development Council) 
 Standards for Staff Development 

(Revised, 2011) 
Standards for Professional Learning 
 
Learning Communities: Professional learning that increases educator effectiveness and results 
for all students occurs within learning communities committed to continuous improvement, 
collective responsibility, and goal alignment.  
 
Leadership: Professional learning that increases educator effectiveness and results for all 
students requires skillful leaders who develop capacity, advocate, and create support systems for 
professional learning.  
 
Resources: Professional learning that increases educator effectiveness and results for all students 
requires prioritizing, monitoring, and coordinating resources for educator learning.  
 
Data: Professional learning that increases educator effectiveness and results for all students uses 
a variety of sources and types of student, educator, and system data to plan, assess, and evaluate 
professional learning.  
 
Learning Designs: Professional learning that increases educator effectiveness and results for all 
students integrates theories, research, and models of human learning to achieve its intended 
outcomes.  
 
Implementation: Professional learning that increases educator effectiveness and results for all 
students applies research on change and sustains support for implementation of professional 
learning for long term change.  
 
Outcomes: Professional learning that increases educator effectiveness and results for all students 
aligns its outcomes with educator performance and student curriculum standards. 
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Principles of High-Quality Professional Development 

The mission of professional development is to prepare and support educators to help all students 
achieve to high standards of learning and development. 
 
Professional Development: 

• focuses on teachers as central to student learning, yet includes all other members of the 
school community; 

• focuses on individual, collegial, and organizational improvements; 

• respects and nurtures the intellectual and leadership capacity of teachers, principals, and 
others in the school community; 

• reflects best available research and practice in teaching, learning and leadership; 

• enables teachers to develop further expertise in subject content, teaching strategies, uses 
of technologies, and other essential elements in teaching to high standards; 

• promotes continuous inquiry and improvement embedded in the daily life of schools; 

• is planned collaboratively by those who will participate in and facilitate that 
development; 

• requires substantial time and other resources; 

• is driven by a coherent long-term plan; 

• is evaluated ultimately on the basis of its impact on teacher effectiveness and student 
learning; and this assessment guides subsequent professional development efforts. 

 
United States Department of Education (1996).  Building bridges: the mission and principles of 

professional development.  Goals 2000. Washington D.C.: Author. 
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Mission StatementMission StatementMission StatementMission Statement

    

    

Walpole Public SchoWalpole Public SchoWalpole Public SchoWalpole Public Schools educateols educateols educateols educate        
all students to achieve excellence.all students to achieve excellence.all students to achieve excellence.all students to achieve excellence.    

    

Guiding BeliefsGuiding BeliefsGuiding BeliefsGuiding Beliefs    

    

We believe…We believe…We believe…We believe…    

♦ all students want to learn; 

 

♦ all students can learn and be successful; 

 

♦ all students have unique talents and abilities; 

 

♦ learning is a life-long process; 

 

♦ it is our responsibility to prepare our students to be contributing members of a global 

society; 

 

♦ student success is a shared responsibility among students, parents, school, and community; 

 

♦ high expectations are integral to student achievement; 

 

♦ all students deserve a safe, secure, nurturing, and respectful learning environment; 

 

♦ hard work, effort, and responsibility are fundamental to academic success; 

 

♦ student centered decisions guide planning and practice;  

 

♦ it is our responsibility to provide an environment that excites and motivates individuals to 

learn; and 

 

♦ it is important to recognize and respect our community’s growing diversity. 

 

Vision StatementVision StatementVision StatementVision Statement

    

    

    
Walpole Public Schools is a diverse learning commWalpole Public Schools is a diverse learning commWalpole Public Schools is a diverse learning commWalpole Public Schools is a diverse learning community unity unity unity     

that encourages all students to maximize their full potentialthat encourages all students to maximize their full potentialthat encourages all students to maximize their full potentialthat encourages all students to maximize their full potential    
and celebrates their achievements. With a professionaland celebrates their achievements. With a professionaland celebrates their achievements. With a professionaland celebrates their achievements. With a professional    

and caring staff we are committed to providing a rigorous and caring staff we are committed to providing a rigorous and caring staff we are committed to providing a rigorous and caring staff we are committed to providing a rigorous 
education to enable our students to reach their own level of education to enable our students to reach their own level of education to enable our students to reach their own level of education to enable our students to reach their own level of 

excellence. Texcellence. Texcellence. Texcellence. Through a collaborative partnership with home and hrough a collaborative partnership with home and hrough a collaborative partnership with home and hrough a collaborative partnership with home and 
community we educate all our students to become responsible community we educate all our students to become responsible community we educate all our students to become responsible community we educate all our students to become responsible 

citizens and lifecitizens and lifecitizens and lifecitizens and life----long learners in a global society. long learners in a global society. long learners in a global society. long learners in a global society.     
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Goals and ObjectivesGoals and ObjectivesGoals and ObjectivesGoals and Objectives    
    

1.  To expand opportunities for all students to maximize individual achievement 

 

1.1 To refine academic opportunities for students of all abilities        
1.2 To expand opportunities to address student abilities, interests and well being.                 
1.3 To maintain a certificate program in Global Studies. 

 

2.  To enhance and expand professional development. 

       

2.1 To continue the process for determining and up-dating professional development 

needs 

2.2 To increase opportunities for staff to participate in conferences, coursework,  

        seminars and peer collaborations.       

       2.3 To provide continuous training for current and new initiatives. 

 

3.  To enhance our relationships and partnerships with the entire community. 

             

           3.1 To develop a process to collect community input, analyze it and provide feedback 

           on an ongoing basis. 

           3.2 To expand upon what and how we communicate with the community. 

3.3 To explore community internships, community service opportunities, and business 

partnerships. 

           3.4 To communicate the progress of the Strategic Plan to the entire Walpole community. 

 

4.  To develop a plan for school facilities to meet current and future educational needs. 

 

4.1 To evaluate the ten existing facilities relative to educational needs. 

4.2 To evaluate and revise capital improvement plans. 
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Professional Development 2012-2013                   
       Preschool Elementary Middle  High 

School 
Other 

September 
4 

Full day 

District Meeting 8:00 – 9:15 -  School Based Meetings 10:00 – 3:00  
 

September 
5 

Full day 
Instr. 
Aides 
attend 

QRIS  
Child 
Development 
Training 
Self-
Assessment 

AM/PM  
  

PLC / Improvement 
Plan Goals 

TBD Instructional 
Aides: 

September 
21 Early 
release 

Transition 
Meetings 
 
 

Transition 
Meetings 

Transition Meetings   

October 26  
Early 

Release 

QRIS or 
Early 
Childhood 
Resource 
Fair  

Parent/Teacher Conferences 
K-8 

  

November 
6 

Full Day  

Technology Integration Focus 

December 
14  

Early 
Release 

Pre-K Parent 
Teacher 
conferences 
 

    

January 11  
Early 

Release 

 
 

    

March 8 
Early 

Release 

     

May 17 
Early 

Release 

 
 

    

June 7 
Early 

Release 

Placement 
 

Placement 
 

2013-2014 Planning   
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NEW TEACHER INDUCTION 
 
 Each year teachers new to Walpole attend an orientation prior to the reopening of school.  
New teachers are informed about contractual obligations, general expectations, and the impact of 
Education Reform, Massachusetts Curriculum Frameworks on curriculum, instruction, and 
assessment, and the new Educator Evaluation Model.  Throughout the first year, there are a 
series of meetings designed to assist new staff in developing effective practices that will 
positively affect student achievement.   

 At each building, mentor teachers are identified by the principal and paired with new 
staff to facilitate their first year within the system.  Periodic meetings are held to review current 
issues and needs. Support staff, in addition to the building principal, are available to respond to 
questions or concerns throughout the year. 
 

The mentoring component, combined with the three-day orientation and series of nine 
monthly meetings, constitute the first year Induction Program of the Walpole Public Schools.  
The second year of induction incorporates a minimum of 50 hours of mentor support. 

AFTERSCHOOL WORKSHOPS 

 
 The district utilizes extensive staff questionnaires, surveys, and the evaluation process of 
those who attended trainings and conferences during 2011-2012, to identify the district, building, 
and staff needs for professional development.  All staff members are encouraged to share their 
expertise with colleagues through this vehicle and to recommend workshops to be scheduled 
throughout the year.  Please contact Jean Kenney at 508-660-7200 x234 or any member of the 
Professional Development Committee, if you have ideas for after-school topics for 2012-2013.  
 

PROFESSIONAL DEVELOPMENT AFFILIATIONS/PARTNERSHIPS 

 
BICO: (Bi County Collaborative) A collaborative of public school districts organized for 
the purpose of sharing resources, providing services to students, and professional 
development to staff members. Member towns include Attleboro, Bellingham, 
Blackstone-Millville Regional, Easton, Foxborough, Franklin, King Philip Regional, 
Mansfield, Milford, Norfolk, North Attleboro, Plainville, Somerset, Swansea, Tri-County 
Regional Vocational Technical, Walpole, and Wrentham.  The address is 397 East 
Central Street, Franklin.  Telephone: 508-520-1998. www.bicounty.org  
 
Curriculum Leadership Center (CLC) at Bridgewater State College provides workshops, 
presentations, and opportunities for administrators, teachers, and students to participate 
in unique learning activities. Information regarding offerings is e-mailed to all staff.  
 
TEC:  (The Educational Cooperative) A consortium of public school districts who are 
organized for the purposes of sharing resources.  Member towns are Canton, Dedham, 
Dover-Sherborn, Framingham, Holliston, Hopedale, Hopkinton, Medfield, Natick, 
Needham, Norwood, Walpole, Wayland, and Westwood.  Activities include course 
offerings and teacher exchange program. The address is 1112 High Street, Dedham.
   
Telephone:  (781) 326-2473 www.tec-coop.org  
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NCTA:  (Norfolk County Teachers Association) provides semester-long three credit 
college courses throughout the year.  More information may be obtained through the fall 
newsletter or by contacting them in Braintree at (781) 986-5628; Toll-free 1-877-986-
5628.   The address is 301 North Main Street, Randolph, MA  02368.  The NCTA 
maintains a reciprocal program for courses with the Plymouth County Education 
Association (PCEA).  Information on these courses may be obtained by contacting the 
PCEA at 13 Industrial Way, P.O. Box 449, Mattapoisett, MA  02739 or by phone at 
(508) 758-4755. www.myncta.com  

 
NESDEC:  (New England School Development Council) An in-service education 
collaborative offering professional training to staff.   Telephone:  (508) 481-9444 
www.nesdec.org  
 

In addition, Walpole Public Schools is a member of the following associations that 
provide ongoing professional development for staff and administrators. 
 
International Reading Association (IRA) www.reading.org  
Massachusetts Association of School Superintendents (MASS) www.massupt.org  
Massachusetts Computer Using Educators (MassCUE) www.masscue.org  
Massachusetts Elementary Principals Association (MESPA) www.mespa.org  
Massachusetts Online Network for Educators (MASSONE) www.massone.mass.edu  
Massachusetts Reading Association (MRA) www.mra.org  
Massachusetts Secondary School Administrators Association (MSSAA) www.mssaa.org 
National Council of Teachers of English (NCTE) www.ncte.org  
National Council of Teachers of Mathematics (NCTM) www.nctm.org 
National Science Teachers Association (NSTA) www.nsta.org  
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RELICENSURE GUIDELINES 

 WALPOLE PUBLIC SCHOOLS 
 

RELICENSURE (RECERTIFICATION) OF EDUCATIONAL PERSONNEL 
 
 Effective December 1, 1999, and published in January 2000, new licensure regulations 
went into effect that strengthen the ongoing professional development of educators by aligning 
individual professional development plans more effectively with school and district 
improvement plans.   
 The Massachusetts Department of Elementary and Secondary Education (DESE) has 
designed a relicensure process that requires all educators to prepare an Individual Professional 
Development Plan for each five-year renewal cycle.  The plan must be consistent with the 
educational needs of the school and/or district and enhance the ability of the educator to improve 
student learning.  Educators are required to obtain initial approval and final endorsement 
of their professional development plans from their supervisor. 
 The publication "Recertification Guidelines for Massachusetts Educators", January, 2000, 
from the Massachusetts Department of Education, outlines acceptable activities which provide 
Professional Development Points (PDPs) towards recertification.  This publication has been 
provided to all Massachusetts educators and is available at the Walpole Public Schools' Office of 
Curriculum, Instruction, & Grants, 508-660-7200 ext. 234 or online at:  
http://www.doe.mass.edu. 

Professional Development Points 
  

 “The new regulations raise the standards for knowledge in the content area.” (p.3) 
 “Many educators will need 10 hours in a topic for recertification.  A topic is a single or tightly 
integrated area of study within an academic discipline or related to a particular method of 
teaching or administration.” (p.3) 
 
“The Department of Elementary and Secondary Education does not offer PDPs for one day 
workshops, conferences, informational settings or meetings.” (p.6) 
 
This segment is particularly important to district work: 
“Educators who participate in school and district-based in-service programs that focus on 
strengthening professional knowledge and skills in content areas are eligible to receive 1 PDP 
per clock hour.  Educators may receive PDPs after the successful completion of a professional 
development program (minimum of 10 hours on a topic) with an observable demonstration of 
learning that could include a written product or other documented product.” (p.7) 
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Eligible Program Maximum Number of Points Per Year 
Mentoring  15 PDPs from districts that have submitted   

a mentoring plan to the DOE. 

Peer Coaching  15 PDPs  

Peer Assistance and Review Programs  15 PDPs  

Cooperating Teacher  15 PDPs  

National Board of Professional Teaching 

Standards  

120 PDPs for successful completion (30 PDPs 

in content, 60 PDPs in pedagogy and 30 PDPs 

in elective) 

Accreditation Team : 
Team member 

30 PDPs  in 5 year cycle 

School/faculty member preparing for visit 30 PDPs  in 5 year cycle 

Presentation at professional conference 30 PDPs  in 5 year cycle 

Developing and implementing activity for 
students, parents, or teachers incorporating 
learning standards 

1 PDP per clock hour; 30 PDPs in 5 year cycle 

Presenting/training (minimum of 3 
sessions) 

Twice the # of PDPs awarded to participants 
(minimum of 10; maximum of 24) for the first 
time in a 5 year cycle. 

Curriculum development 15 points (maximum of 60 in 5 years) 

Doctoral dissertation 90 PDPs in 5 years 

Master’s or CAGS thesis 45 PDPs in 5 years 

Professional journal articles 30 PDPs in 5 years 

Published results of action research  30 PDPs in 5 years 

 
Examples of Professional Development options are described on pages 17-19 of the guidelines.  
 
*PDPs are not awarded for activities that are normally included within the regular performance 
of an assignment.  (For example, parent newsletters, display of student work, grading student 
work.)  It is important to reinforce that PDPs are awarded for pursuits that strengthen 
professional knowledge or skills.   
 

Relicensure 
The Department of Elementary and Secondary Education has updated the guidelines for 

educators regarding licensure.  Due to the regulations of No Child Left Behind (2001), each 
district is required to ensure that its teaching staff is appropriately licensed and is highly 
qualified.  As part of that mandate, each teacher, administrator, etc. is required to provide a copy 
of his/her license to the district (your principal and Jody Delpha, Human Resources). This will 
verify that he/she is licensed and highly qualified.  For those educators who formerly held 
“standard certificates” the next re-licensure date is June 2014.  It is wise to review your PDPs 
now to ensure that you have the appropriate documentation for license renewal. 

One of the first steps to accomplish the task is for each staff member who seeks licensure 
or renewal of licensure to create an online profile with the Department of Elementary and 
Secondary Education (DESE).  If you have not already done this, you may do so at  
http://www.doe.mass.edu .   
1. Click on the link for “Educator Services”. 
2. Click on “Licensure”. 
3. Click on the “ELAR” icon for online tools (in the space to the right). 
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4. If you have not used this before, you will need to click on “Create an ELAR profile” and 
complete all of the steps to register.  You will need to enter your social security number if you 
have no existing license.  You may use your certification number if you have a license. This will 
set up your personal account with DESE.   
    If you have already registered, you will enter your user name and password. 
5. Once you have entered the secure area, you will need to complete several steps: 

• Enter or update your profile 

• Enter or update your educational background 

• Complete or update an affidavit (All 10 questions must be answered or you will not be 
registered.) 

6. You then can choose from several options: 

• Apply for license 

• Advance to the next stage license 

• Renew license 

• Check license status, etc.  (This is where you will find your license expiration date.) 
 
The requirements for various options will be listed in the area that you select.  There is also a 
section in which your MTEL status is recorded as well as any correspondence or documentation 
that you have submitted.   
 
It is your responsibility to check the ELAR portal regularly if you are seeking licensure or re-
licensure.  If there is a message that indicates “Pending” or “Not Ready”, it indicates that there is 
something missing and you need to determine what additional steps to take.   
 
You can find additional information at www.doe.mass.edu/recert  
 
If your license expires during 2012-2013, you will need to provide proof of re-licensure (copy of 
license, verification of MTEL, etc.) to your principal and Jody Delpha, Human Resources, before 
you can teach in the next school year.   
 
*An important note with respect to “out of field” teaching:  In Massachusetts, teachers are 
allowed to teach out-of-field for 20% of their time (CMR 7.14(9) (a)).  This also means that 
teachers who teach out of their licensure area are not “highly qualified”.  Teachers who teach in 
excess of 20% (.2) out of their licensure field will need to apply for licensure in the additional 
content area.  (www.doe.mass.edu/nclb/hq)  
 
DESE has advised WPS that teachers on waivers must take at least three courses per year to 
show substantial progress toward licensure.  In addition, anyone who was waived because he/she 
needed to take the MTEL and failed the test (even once) would not be eligible for waiver the 
next year. 
 
The Education Personnel Information Management System (EPIMS), instituted by DESE, 
monitors districts with regard to teacher licensure and teaching assignments.   
 
Please do not hesitate to call (508-660-7200 x235) or e-mail jkenney@ walpole.k12.ma.us if you 
have additional questions regarding licensure. 
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PROFESSIONAL DEVELOPMENT CREDIT APPROVAL 
WALPOLE PROCEDURES  

 
PDPS and certificates of attendance will be awarded in the following manner: 

 
*If you take a course outside the school system from an approved provider, the certificate will be 
given to you by that provider. 
 
*A three-credit graduate course at an approved college/university equals 67.5 professional 
development points.  Official transcript equals proof of course. 
 
*If you take a course, workshop, staff development, or other district sponsored activity, the 
certificate will be recorded by either your school principal or the central office (Office of 
Curriculum, Instruction, & Grants 508-660-7200 ext. 234) upon completion of the activity. We 
are working to coordinate this process with Aspen, our information management system, 
so that staff members can review and print their PDPs individually. 
 
*If you participate in an activity initiated at the building level, it will be recorded in Aspen by 
the building principal upon completion of the activity. 
 
*If you are serving on a committee, it will be recorded in Aspen by the committee chair 
(principal, facilitator, curriculum coordinator, etc.) upon completion of the activity. 
 
*Upon completion of an activity, committee, etc., the principal, committee chair, or central 
office administrator will verify the number of hours and record it. 
 
*Please note that a minimum of 10 hours per topic is required for recertification purposes. 
 
  The Department of Education will not offer PDPs for one day workshops. 
 
The following activities have been identified as those which will be credited by professional 
development points (PDPs) provided by the Walpole school system, building or system initiated.  
All offerings must include a minimum of ten (10) hours, at one sitting or over several sessions, 
and include an assessment or product completion. 
 
1. PROFESSIONAL DEVELOPMENT ACTIVITIES - INCLUSIVE OF: 
  

A. Any activities approved by the Superintendent or Assistant Superintendent, and 
advertised through the Professional Development Handbook or subsequently 
advertised through the school system. 

 
 B. Any activities initiated (pre-approved if necessary) at the building level. 
 
 C. Any approved committee work. 
 
 D. Approved study groups. 
 



 18

E. Professional work identified for PDP points - PDP points determined by hours or 
specified at beginning of activity (e.g. Summer Curriculum Development 
Projects). 

 
 
2. MENTOR TEACHER PROGRAM - To mentor a new teacher = 15 PDP  points. 
 
3. COOPERATING TEACHER - in conjunction with a student teacher - 15 PDP      points 
 
4. SCHOOL COUNCIL PARTICIPATION = PDP points determined by hours on a project. 
 
5. SCHOOL IMPROVEMENT PLAN = PDP points determined by hours on a project. 
 
6. STUDY GROUPS = PDP points determined by project/meeting hours. 
 
7. IN-HOUSE TASKS AT BUILDING LEVEL (EX. CURRICULUM WORK OR 

BUILDING SUPPORT, ETC.) = PDP points determined by project/hours on the task. 
 
8. TEAM LEADERS - Elementary/middle school when applicable = up to 15 PDP points. 
 
9. INSTRUCTIONAL SUPPORT TEAMS = PDP points determined by project hours. 
 
 

In-District Credits toward Lane Change 
 
Effective with the Walpole Teachers Association contract ratified in September 2008, in-district 
credit toward a lane change can be earned by successful participation in or completion of a 
program, course, committee, or other activity offered or approved by the Administration, 
including without limitation, Mentoring, School Council, Strategic Planning Committee, 
Curriculum Revision Task Force, Technology Training, Self-Directed Study, teaching 
professional development courses with the District and completing professional development 
courses offered by the District.  The Professional Development Committee determines what 
constitutes successful participation or completion.  Instructions and forms are included in the 
Appendix. 
 
*Note: Lane Change Checklist is included in Appendix of Professional Development Forms 
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STUDY GROUPS - EXPLANATION AND APPLICATION 
 
 Study groups may be formed with the purpose of enabling educators to plan and 
implement a series of activities and/or to explore a specific issue.  Please note that under the 
new Recertification Guidelines, a product must be produced for PDPs to be issued.   Study 
groups are designed to encourage teachers and administrators to work together in an ongoing 
manner to study an issue or to solve a challenge which affects the education of students. 
 
GUIDELINES FOR PREPARING PROFESSIONAL DEVELOPMENT STUDY GROUPS -- 
VOLUNTARY, PLANNED BY PARTICIPANTS. 
 
 
1. DRAFT A STUDY GROUP PROPOSAL USING THE APPROPRIATE FORM. (F4-

pg.1) 
 A. Determine topic/issue to be explored (topic should be relevant for all participants and 

the goal/outcome should be agreed upon by all in advance.) 
 B. Identify study group participants. 
 C. Develop an agenda for the group. 
 D. Complete the application. 
 
2. SEND THE APPLICATION TO THE APPROPRIATE PERSON. 
  A. Send it to the building principal if it is building related. 
  B. Send it to Assistant Superintendent if it is system-wide Pre K-12. 
 C. Be sure to discuss the application and topic with any K-12 Coordinator or 

Department Chairman who might be involved before it goes to the principal or to 
central office. 

  D. Keep one copy of the application for each participant. 
 
3. SPECIFIC GUIDELINES FOR STUDY GROUP MEETINGS  
 A. Each study group will have at least one facilitator.  This position may rotate among 

participants or may be one person's role. 
 B. Each group will set the time, place, and dates of meetings in advance and state them 

on the application form. 
 C. The final summary of the study will be prepared by the facilitator and will include the 

collection of notes/data from each participant. 
  D. The facilitator will keep the attendance and meeting records. 
 E. Each participant will be responsible for a product/project directly related to the study 

group's goals. 
  F. Group size - Guidelines - No less than 3, no greater than 12 participants. 
 G. The plan must clearly state how all participants will be actively involved and what 

the final product/outcome will be. 
 H. Final projects/outcomes must be shared with others in some specific manner (ex. 

written report, presentation). 
 
SOME EXAMPLES OF STUDY GROUP* TOPICS 
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 1. Pre K-12 practices 
 2. Curriculum issues 
 3. Instructional Methods 

4. Innovative projects, e.g., community service learning, Senior Project 
5. Interdisciplinary curriculum 

 6. Discipline issues 
 7. Developing team models 
 8. Course extensions 

9. Teachers as researchers 
10. Data review 
11. Assessment 
12. Collaborative analysis of student work 
13. Gifted and Talented Programming 

 

*Study group application form (F4-pg.1) is in the professional development forms section. 

 
TEACHERS AS GRANT WRITERS 

 
Similar to study groups, the teachers as grant writers offering allows individuals or teams of 

teachers to develop grant applications for a specific project that meets district and school goals.  
With assistance from the Superintendent for Curriculum, Instruction and Grants, teachers may 
identify grant sources and prepare a grant application in response to requests for proposals. 

A teachers as grant writers form (F5) is in the professional development forms section. 
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APPLICATION AND REIMBURSEMENT PROCEDURES 

 
FOR 

 
GRADUATE COURSES 

 
 Please note that the procedures and form for course approval and reimbursement 

have been changed.  
 
1. Select course. 
 
2. Submit "Application Form for Course Approval" in duplicate, along with a course 

description and list of required fees to Jean Kenney, Assistant Superintendent for 
Curriculum, Instruction & Grants before the starting date of the course. 

 
3. If approved, and upon completion of the approved course, submit grade transcript and 

copy of cancelled check or paid receipt by June 30th of the school year to the 
Curriculum/Instruction Office for reimbursement. 

 
4. Please refer to Article XXIII, Professional Development and Educational Improvement, in 

the Walpole Teachers' Contract for a description of reimbursement determination each 
year.  Please note that a maximum of 15 credits or 5 courses are eligible for 
reimbursement in one contract year. 

 
 
 

EMPLOYEE ASSISTANCE PROGRAM 
 
 An Employee Assistance Program has been established by the Town of Walpole to 

provide confidential counseling, free of charge, for all employees and their loved ones.  
The comprehensive Employee Assistance Program, MIIA, provides information about the 
availability of outside counseling services for multiple issues and concerns, including 
emotional problems, marital and family problems, alcohol and drug abuse, legal concerns, 
and financial issues.  To access these free services call the toll-free MIIA Network at 1-
800- 451-1834 or www.emiia.org  
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WALPOLE PUBLIC SCHOOLS 
135 School Street 

Walpole, Massachusetts 02081 
Tel: 508-660-7200 Fax: 508-668-1167 

http://www.walpole.k12.ma.us 
 

Lane Change Process 
 
Name: _________________________________       School: _______________________ 
 
 
Current Lane: ______________________ Lane requested: ______________________ 
 
 
1. � Prior to November 1 of the previous school year of anticipated lane change, notify 

the Superintendent/School Business Office of your expected lane change. (You will 
receive an acknowledgement that your lane change request has been received). 

 

Once coursework has been completed: 
2. � Identify all courses with respective credit(s) to be applied to the lane change request: 
 
 
 
 

� Identify approved in-district credit(s) to be applied to the lane change request: 
 
 
 
 

� Official original transcripts for courses applied to lane change are attached. 
(Photocopies or computer downloads will not be accepted as documentation.) 

 
 

� Approval form(s) for in-district credit(s) are attached. 
 
 

 
Note: Send this form and all documentation to Assistant Superintendent for Curriculum and 
Instruction. 
Lane changes will take effect on the first pay period of the school year provided all 
documentation is received before September 1 of the year for which the lane change is 
requested. After September 1, lane changes will be implemented on the first pay period 
following the receipt of all required documentation. 
 
 
 
__________________________________________                 _____________________ 
Signature        Date 
cc: J. Delpha 
     P. Crane 
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SUBMIT IN DUPLICATE       SUBMIT IN DUPLICATE 

            Please PRINT                         Please PRINT 
 

 

CURRICULUM, INSTRUCTION AND GRANTS 

WALPOLE PUBLIC SCHOOLS 

 

 

APPLICATION FORM FOR COURSE APPROVAL* 

This application must be submitted prior to the course start date. 

 

Name:                                                                                                                 Date Submitted:                                                      

School:                                                                                                                    Grade/Subject Area:                                              

Course Title:                                                                                                                                                                                                               

Educational Institution:                                                                                                                                                                                         

Semester Hours:                   Total Credits                        Enrollment Date      to                                                           

 

ESTIMATED TUITION 

Total Tuition Estimate: (Include tuition and fees required to register for a course.) $              

                                                      

PLEASE ATTACH OFFICIAL COLLEGE/PROVIDER DESCRIPTION OF COURSE & TUITION COST   

(i.e. Excerpt from catalogue, online course description, brochure, etc. that indicates content and cost per credit.) 

                -------------------------------------------------------------------------------------------------------------------- 

PRIOR APPROVAL 

(To be filled out by the Office of Curriculum, Instruction and Grants) 

Yes                    No Date of Approval _____________________________________                                                                          

   Assistant Superintendent’s Signature ___________________________________                                                               

 

(One copy will be returned to teacher for re-submission upon completion of course.) 

               --------------------------------------------------------------------------------------------------------------------- 

FINAL APPROVAL FOR REIMBURSEMENT 

(TO BE SUBMITTED TO OFFICE OF CURRICULUM, INSTRUCTION & GRANTS BEFORE  

JUNE 30, 2013.    MUST BE ACCOMPANIED BY GRADE AND CANCELLED CHECK OR BURSAR'S 

RECEIPT.) 

Amount to be paid:                                                                            

 

Date Processed                          Assistant Superintendent for Curriculum, Instruction and Grants                                                                                

 

*TEACHER NOTE:  Retain this form for purpose of re-submitting course information for lane changes and tuition 

reimbursement.  The WTA contract limits reimbursement to a maximum of 15 credits or five courses in one year.  

 

Separate forms should be completed for each course          Rev. 8/12(F-1) 
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Walpole Public Schools 

 
                  REQUEST FOR APPROVAL TO ATTEND CONFERENCE / VISITATION 

INSTRUCTIONS: 
This form should be used for all conferences/visitations to:  1. request approval, 2. estimate expenses and 3. process 

payments. 

 

SECTION 1- the applicant should complete column labeled "Estimate" for approval prior to any 

conference/visitation. 

If the Conference is cancelled, you must notify this office to cancel the money that is encumbered. 
   

SECTION 2- the approving principal will complete this section and place the account to be charged. 

The school secretary will encumber the expenses and record the requisition number on this form.  The school 

secretary will verify fund availability. 

 
SECTION 3- the Assistant Superintendent will complete this section and forward the form to the business office for 

processing.  Approval must be obtained  PRIOR to attendance at any conference or making a visitation. 

 

When the P.O. is printed, the business office will match the P.O. with the submitted approval form.  The P.O. will be 

sent to the organization and the original approval form will be returned to the originator with the P.O. recorded on 

the form.  

SECTION 4 - is to be filled out by the applicant AFTER the conference with proper receipts, signed, and only if 

“Staff Reimbursement” is being sought.  Be sure to also fill out Section 1 column labeled "Actual". 

---------------------------------------------------------------------------------------------------------------------------------------- 
                                             METHOD OF PAYMENT 

SECTION 1:  PLEASE CHECK ONE →          Requisition (P.O.) needed ___________ 

                      Staff  Reimbursement            

School:                Teacher’s Name: ___________________________   

Name of Conference/Visit: __________________________________ Site: ____________________________ 

 
Conf. Date(s): ________________  Date Submitted: ____________       Vendor Name____________________ 

         Vendor Number_________________ 

PLEASE CHECK ONE  →     I have registered myself                               

                                Please include attached registration form and mail with Purchase Order (P.O.)                                                                                      

EXPENSES:            Estimate               Actual 

 Registration/Fees $______ $______ 

   

Department Head Approval: ______________________________________________________________ 

------------------------------------------------------------------------------------------------------------------------------------------- 
SECTION 2: 

ACCOUNT CHARGE #: _____________________________________ Date: _______________________ 

Principal's Approval: _____________________________________________________________ 
-------------------------------------------------------------------------------------------------------------------------------------------- 

SECTION 3: 

Approved: ___________________________ _________ Date: ______________________ 
Assistant Superintendent, Curriculum, Instruction & Grants 
-------------------------------------------------------------------------------------------------------------------------------------------- 

SECTION 4: 
 Please, (1.) attach evidence of payment (receipts, cancelled checks, etc.); (2.) indicate total reimbursement 

requested; (3.) sign and forward to the Business Office.   

Amount Due: $_____________ Signed: _____________________________________                      Rev. 08/12 (F2)  
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WALPOLE PUBLIC SCHOOLS 
Curriculum Development 

Project Application 
 

Name(s) __________________________________________________   Date   

School(s) ________________________________  Grade Level/Subject Area  __________________  

 
 
  I. Brief Description of Project Proposal: 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

           
 II. Curriculum Frameworks and Standard(s) being addressed by this project: 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

 
III. Proposed Time Schedule: 
 
 Starting Date: ____________ Ending Date: ____________Total Work Days: _________ 
 
IV. Budget Estimate: 
 
 Salaries:  $_______ per hour/per person            =       $_________________ 
 

Comments: __________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

 
 V. Project Objectives: 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

              (F3) P.1 
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 VI. Expected Outcomes (e.g., reports, resources produced, etc.): 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

 
 VII. Provisions for Evaluation: 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

 
VIII. Provisions for Dissemination of Results: 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

 
IX. Coordinator's/Dept. Chairman or Liaison Signature and Comments: 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

 
 X. Principal's Signature and Comments: 

____________________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

 

  XI. Assistant Superintendent for Curriculum, Instruction, Grants: 

 

 Approved: ________________________ Signature: _______________________________  

 

 Disapproved: ______________________ Date: ___________________________________  
 
 

 
 

          Rev. 8/12 (F3) P.2 
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WALPOLE PUBLIC SCHOOLS 

TEACHER STUDY GROUP APPLICATION FORM 
 

A. Date:           

B. Study Group Title:        ______ 

C. Number of Study Group participants (guideline: 3-12 members)    

NAME             POSITION/SCHOOL/CURRICULAR AREA 

1.             

2.             

3.             

4.             

5.             

6.             

7.             

8.             

9.             

10.             

11.             

12.              

E.   Proposed Goals           

______________________________________________________________    

______________________________________________________________    

F. Proposed Final Product/Outcome_________________________________   

 ___________________________________________________________________   

____________________________________________________________________   

G. Proposed total number of hours needed for study group_____________________    

H. Proposed meeting dates and times_____________________________________    

____________________________________________________________________    

*If changes occur in the plan, please notify person to whom application was sent. 

We acknowledge that the information provided on this application is accurate and will 
fulfill the requirements of the Study Group proposal. 
 
       Signature_______________________ 

       Date___________________________ 

 

 

          Rev. 8/12            (F4)-Pg. 1 
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WALPOLE PUBLIC SCHOOLS 

STUDY GROUP PROGRAM 
 
 

GROUP SUMMARY SHEET 
 
 
 

FACILITATOR:  Please use one sheet for each meeting.  Please keep on file until completion. 
Submit these sheets with final project information. 
 
 
Name of Study Group: _______________________________________________    

 
Members Present: 

________________________________     ________________________________ 

________________________________     ________________________________ 

________________________________     ________________________________ 

________________________________     ________________________________ 

________________________________     ________________________________ 

 

Date and time of group session: _________________________________________   

 

Comments on the session:  

___________________________________________________________________    

___________________________________________________________________    

___________________________________________________________________   

___________________________________________________________________   

___________________________________________________________________    

___________________________________________________________________   

 
 
 
Facilitator:  __________________________________________________________   
 
 
                   Rev. 8/12           (F4)-Pg. 2 
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Walpole Public Schools 
Teachers as Grant Writers 

 
 

 

Name(s) __________________________________________________________ 
 
School____________________________Grade/Curricular Area_________________ 
 
Funding Source______________________Amount of grant______________________ 
 
Application deadline _______________________ 
 
 
 
Please describe the goal(s) of the grant project for which you are applying. 
 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
________________________________________________ 
 
Please identify the school and/or district goals that this grant project addresses. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
________________________________________________ 
 
 
__ I would like assistance in preparing this grant application. 
__ I do not need assistance in preparing this grant application. 
 
 
 
 
___________________________________________ ________________________ 
Principal’s Signature      Date 
 
 
 
 
 
          Rev.  8/12 (F5) 
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Walpole Public Schools 
District Credit for Professional Development 

 

All employees of the Walpole Public School district are encouraged and welcome to participate 

in all Professional Development activities.  District credits can only be applied towards salary 

lanes as outlined in the WTA contract.   

A maximum of nine in-district credits may be applied toward a lane change. 
 

Purpose 
 

District credit is designed to encourage eligible staff participation in district approved professional 
development opportunities. The purpose is to enable eligible staff members to participate in courses, 
workshops, and other approved activities at the district level that are high quality and equal to rigorous 
coursework done at the collegiate level. Staff members with professional licensure will earn PDPs in 
accordance with DESE criteria.  
 

Approval Criteria 
 

The request for district credit for professional development must align within the following criteria: 

 

• Walpole Public Schools Strategic Plan goals  

• School improvement plan(s)  

• Individual’s Professional Development Plan (IPDP)  

• An activity supportive of the Massachusetts Curriculum Frameworks  

• Is research-based  

• Is not an event subject to any compensation, stipend, or contractual obligations  

• May not be used in conjunction with graduate credits awarded by another educational institution. 

• Is initiated after the ratification of the current WTA contract (9/1/08). 
 

Eligible Professional Development Activities 
 

District Courses: 
All course offerings require pre-approval by the Professional Development Committee.  A course is 
typically conducted over the length of a semester or school year.  Courses require outside preparation and 
an original product which will be assessed by the course instructor.   
 
 1 district credit = 12 contact hours and 12 to 24 hours of outside work.  There is a maximum of 3 
district credits per course for participants. Credit for instructors will vary. 
 
 Examples of district courses may include:  formative assessment, Writer’s Workshop, RTI, 
Guided Reading, differentiated instruction, Professional Learning Communities, as well as courses 
focused on content, methodology, and technology.  
 

District Sponsored Workshops: 

 

All workshops require pre-approval by the Professional Development Committee.  A workshop is 
typically short and intensive, conducted over a limited time span.  A workshop requires follow-through or 
outside activities and an original product that demonstrates evidence of application in the instructional 
setting. 
 
 1 district credit = 12 contact hours and 12 to 24 hours of outside work.  Contact hours can be 
accrued over several workshops. 
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 Examples of district workshops may include:  DIBELS, DRA, Links, Aspen, technology, middle 
school Academic Enrichment Program. 
 
District Committees 
 
Committees eligible for district credit require district administrative approval.  Attendance and related 
work will be completed in addition to contractual hours.  Time spent on research and/or compilation of 
data must be documented.  Attendance policies and available credits or PDP’s will be outlined in the 
specific individual committee description. 
 
1 district credit = 12 contact hours and 12 to 24 hours of outside work.  Contact hours will be specific to 
each committee and not cumulative over multiple committees. Contact hours must be accumulated 
outside of hours specified in WTA contract. 
 
 Examples of eligible district committees include:  Professional Development Committee, 
curriculum development and revision, school councils, instructional support teams (IST), technology 
integration. 
 
Other District Approved Professional Development Activities 

 
Other activities, such as, but not limited to:  Mentoring, non-stipend Team Leaders, Peer Coaches, 
Accreditation Team, Department of Elementary and Secondary Education curriculum, MCAS, and MTEL 
development task forces, etc. must be pre-approved by district level administration and/or the 
Professional Development Committee. 
 

Attendee Procedures for Earning District Credit  
 

1) Before participating in a Professional Development activity, the staff must complete the 
form for In District Credit Approval for Professional Development and submit in duplicate 
to the Professional Development Committee for pre-approval 5 school days prior to date of 
the workshop, conference, or event. The form must be approved by the principal/supervisor 
and sent to the Assistant Superintendent.  

 
2) The Professional Development Committee will review the form for In District Credit 

Approval for Professional Development and respond to the request. The form will be 
reviewed and returned to the sender. Approval may not be granted for district credit after 
attending a workshop or session.  

 
3) Within 10 school days after the completion of the professional development activity, the 

teacher and/or instructor must submit all final paperwork to the Assistant Superintendent. 
 
 

Instructor Procedures for Teaching District Credit Courses or Workshops 
  

1) Instructor will complete Professional Development Proposal for Instructors and submit 
electronically to the Professional Development Committee for pre-approval 10 school days 
prior to date of the workshop, conference, or event. The form must be sent to the Assistant 
Superintendent.  

 
2) The Professional Development Committee will review the Professional Development 

Proposal for Instructors and respond to the request. The form will be reviewed, credits earned 
by the instructor and participants will be determined, and form returned to the sender. 
Approval may not be granted for district credit after presenting a workshop or course.  
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3) Within 10 school days after the completion of the professional development activity, the 
instructor must submit all final paperwork to the Assistant Superintendent. 

 
 

Examples of Non-approved Events and Activities 
� Clerical activities/administrative meetings  
�  Non-instructional events/sessions 
� Supervising students on field trips or other events 
� Travel time to and from events 
� Athletic clinics 
� Military training 
� Non-educational courses, workshops, session 
� Faculty meetings 
� Compensated, stipend, or contractual obligations 

 
 

The Professional Development Committee will review all applications and make 
recommendations for final approval. 
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In District Credits Procedure 
 

1 district credit = 12 contact hours and 12 to 24 hours of outside work.  Contact hours will be specific to 
each committee and not cumulative over multiple committees. Contact hours must be accumulated 
outside of hours specified in WTA contract. 

 
1.  Complete the In-District Credit Approval for    
 Professional Development Form 

This form is filled out once prior to the activity by an individual requesting in-district 
credit.  It must be reviewed with and signed off by the principal.  If you are working with 
another staff member or in a small group, each person must submit their own form.  The 
Professional Development Committee will review your proposal and inform you whether 
it has been approved or not. 

 

2. Fill out Group Summary Sheet  
This form is filled out each time the group meets.  Only one person needs to fill it out and 
give copies to the rest of the team. The facilitator should sign the sheet after each session. 

 

3. Fill out Documentation Log for Committees 
 This form is filled out by each participant each time you meet.      

The facilitator should sign off after the last meeting.  
The principal/assistant principal signs off. 

    

4. Make Copies  
 Make copies of each Group Summary Sheet and your    
 individual Documentation Log. 

 

5. Submit 
Submit Group Summary Sheets and Documentation Log before June 30th to Jean Kenney, 
Assistant Superintendent of Schools. 
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Walpole Public Schools 
In District Credit Approval for Professional Development (PD) 

Submit in Duplicate 
 

Name____________________________________   Date____________ 
 
Position_______________________________ School/Department________________________ 
 
Start Time: ___________ End Time: _________ Dates of Activity________________________ 
 
Estimated number of contact and related hours: _______________________________________ 
 
Actual number of contact and related hours: __________________________________________ 
(Attach documentation log and signature of facilitator) 
 
Name of PD Activity_____________________________________________________________ 
 
Location________________________ Number of Credits Requested   _______________ 

 

Please check the PD area that supports the above activity. 

(Double click on the grey box to check.) 

 Assessment  Cognitive Research  Content PreK-12   Data Analysis   Educational    

 Fiscal Management  Instructional Leadership  Instructional Strategies   Mentoring/Coaching   

 Parental Involvement Strategies  Principles of Learning  Professional Learning Community  Standards, 

Frameworks, Curriculum Alignment  Supervision   Systemic Change Process  Other (Please explain): 

 
Evidence of Professional Correlation 

 
Identify two (2) ways in which this professional development can/will help you improve student 
achievement. 

•  

      
•  

Please provide a statement of the relationship to at least three of the following criteria: 
  

1) The Walpole Public Schools Strategic Plan  
 

2) School Improvement Plan  
 
3) Massachusetts Curriculum Frameworks  

 
4) A research-based strategy or practice  
 
5) Individual Professional Development Plan 

 
Principal/Supervisor________________ Date________     

 
                PD Committee Use Only:       ______Approved     ____Disapproved Date ___________ 
 
Cc: Principal 
       PD Committee 
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Walpole Public Schools 
Professional Development Proposal for Instructors 

Name:         School: 
 
Dates of course, activity, workshop, etc. 
 
Time / Hours of professional development anticipated:  
 
Professional Development Course/Workshop Title: 
 
Product:  
 
PDPs / Credits offered to participants: 
(DESE approves 22.5 PDPs per 1 graduate credit.) 
 
Audience/Grade levels:   Maximum # of participants: 
 
Location of workshop / course: 
 
Description of course / workshop: 
 
Syllabus attached (course): 
 
Alignment with District /School goals: 
 
Material / equipment needs:  
 
The following technology support is needed: 
 
Access to server ______ Computer lab ______ Peripherals _______ 
 
Audio / visual equipment ___________________  Other: ___________ 
 
Submit to:  Professional Development Committee  
                   C/o Central Office 

135 School Street 
        Walpole, MA 02081    508-660-7200 x235 
Or: PD@walpole.k12.ma.us 

------------------------------------------------------------------------------------------------------------ 
Professional Development Committee Use Only 
 
Approved by: __________________________ Date: ___________________ 
 
# of PDPs/Credits approved for participants__________  instructor: ____________ 
 
Please reserve location through School Dude Facilities Direct.  
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Documentation Log for Committees / Workshops  
 
Participant: _______________________ Facilitator: __________________ 
 
School: _______________________  Subject/Grade: _______________________ 
 
Product: ________________________________________________________________ 
 

Meeting Date Topic  

  
  

  
  

  
  

  
  
  

  
  

  
  

  
  

  
  

  
  

  
  

 

• Must be returned to the Asst. Superintendent by June 30 to receive credits for the following 
school year. 

 
Participant Signature: _____________________________________ Date: _______ 
 
Facilitator Signature: _____________________________________ Date: _______ 
 
_____________________________________________________   Date: _______ 
Principal/Assistant Principal Signature 

Must be completed and returned 
by 6/30 to Asst. Superintendent 
to receive credit for the following 
school year. 
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Mentor/Mentee Coaching Log  
 

Requirements 

Meetings Observations 

First Term – 1 hour each week  Mentor Coordinator observes Term 1 

Second Term – 1 hour every other week Mentee observes other teachers 3-4 times (by 
10/31, 12/31, 2/28 and 4/30) 

Final 2 Terms – 1 hour each month Mentor facilitates post observation meeting each 
term 

 
Mentor: _______________________  Mentee: _______________________ 
 
Building: _______________________ Subject/Grade: _______________________ 
 

Meeting Date Topic  

  

  
  

  
  

  
  

  
  

  
  
  

  
  

  
  

  
  

  
  

  

Must be completed and returned 
by 6/30 to Asst. Superintendent 

to receive credit for the following 
school year. 
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Observation Date Topic of Lesson / Skill Observed  

  

  
  

  
  

  
  

 
 

• Must be returned to the Asst. Superintendent by June 15th to receive credits for the following 
school year. 

 
 
 
Mentor Signature: _____________________________________ Date: ____________ 
 
 
Mentee Signature: _____________________________________ Date: ____________ 
 
 
____________________________________________________  Date: _____________ 
Principal/Assistant Principal Signature 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 40

Elementary and Middle School 
Mentor/Mentee Coaching Log  

 
 
Mentor: _______________________  Mentee: _______________________ 
 
Building: _______________________ Subject/Grade: _______________________ 

 
 
 

Meeting 
Date 

Length 
of 

Time 

                                                                  Topic  

   

   
   

   
   

   
   

   
   

   
   

   
   
   

   
   

   
   

   
   

   
   

   
   

Must be completed and returned 
by 6/30 to Asst. Superintendent 

to receive credit for the following 
school year. 

 



 41

Observation 
Date 

Length 
of 

Time 

                                 Topic of Lesson / Skill Observed  

 
 

  

 
 

  

 
 

  

 
 

  

 

• Must be returned to the Asst. Superintendent by June 30th to receive credits for the following 
school year. 

 
 
 
Mentor Signature: _____________________________________ Date: ____________ 
 
 
Mentee Signature: _____________________________________ Date: ____________ 
 
 
Principal Signature: ____________________________________  Date: ____________ 
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Documentation Log for Committees / Workshops  

 
Participant: _______________________ Facilitator: __________________ 
 
School: _______________________  Subject/Grade: _______________________ 
 
Product: ________________________________________________________________ 
 

Meeting Date Topic  

  
  

  
  

  
  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
 

• Must be returned to the Asst. Superintendent by June 30 to receive credits for the following 
school year. 

 
Participant Signature: _____________________________________ Date: _______ 
 
Facilitator Signature: ______________________________________ Date: _______ 
 
Principal Signature: _______________________________________  Date: ________ 

Must be completed and returned 
by 6/30 to Asst. Superintendent 
to receive credit for the following 
school year. 
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Professional Development Activities Record 
Content (90 PDPs) Pedagogy  

(30 PDPs) 
Sheltered English 

Instruction  
(15 PDPs) 

Special Education 
Strategies  
(15 PDPs) 

Date Title Date Title Date Title Date Title  
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