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Blueprint - 1. Mission 

 
 

Professional Development at Brookdale Community 

College encourages, supports and provides continuous 

growth and learning for all employees of the college.  

Effective professional development is based on a 

thorough assessment of needs, successful 

implementation of strategies and measurable outcomes.  

The concept of professional development is far reaching 

and includes activities on campus and beyond the 

college.  Professional development is designed to foster 

individual advancement, departmental improvement and 

institutional effectiveness. 
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Blueprint - 2. Guiding Principles 

 

 Fosters the vision, values, mission and goals and objectives of the 

college 

 Enhances leadership capacity 

 Improves teaching, administrative and staff effectiveness 

 Promotes an individual's development beyond the scope of primary 

job functions 

 Encourages affiliations with professional organizations 

 Recognizes and acknowledges the daily commitment as well as 

actions of employees 

 Supports technology improvement and training 

 Ensures that sufficient funding and support be devoted to meet the 
goals of professional 

 development 

 Promotes understanding of diversity within the college community 

 Ensures that appropriate assessment tools to measure the effectiveness 

of professional development activities are in place 

 Determines the professional development need or issue 

 Identifies a plan to meet the need or issue 

 Takes advantage of existing College and community resources 

 Works in conjunction with existing initiatives  

 Treats all employees equally and fairly 

 Assumes measurable outcomes  
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      Blueprint – 3.  Needs Assessment 

 
 

Each year, needs will be identified using the following data: 

 

• Summaries of Individual Professional 

Development Plans 

 

• Strategic Plans (Matrix, ESMP, ITSP) 

 

• Annual PDC Survey 

 

• Professional Development Blueprint and 

Operations Guide 
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Blueprint – 4.  Delivery Mechanisms 
                        The methods through which development can occur 

Professional

Development

Organizational

Leadership
Individual

Succession

Planning

On-Campus 

Programs

Non-Credit 

Programs

On-Line 

Learning

Webinars

Experiential

Learning

Credit Classes

Orientations

Degree/Certificate

Programs

Research

Conferences

Individual 

Development

Plans

Cross-Functional 

Committees

Mentoring

Professional

Associations

Sabbaticals

Leadership 

Programs

Service to Dept, 

Div, College

International 

Programs

Cross Training

Teaching 

Learning Center
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              Blueprint – 5. Proficiencies 

 
   Skill and knowledge areas  

      

Universal:     Communication 

     Collaboration 

     Professionalism/Ethics  
     Institutional Knowledge 

Assessment 

     Technology 
 

Organizational Integrity: Student Success 

     Strategic Planning 
     Culture and Climate 

     Valuing Employees 

     Managing Change 
 

Leadership    Advocacy: 

          Legislative 
          Community 

          External Boards 

     Resource Development: 
      Enrollment Management 

      Budget and Finance 

          Fundraising and Foundations 
          Entrepreneurship  

    Marketing and Public Relations 
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Blueprint – 6.  Outcome Behaviors 
 

Behaviors that illustrate the attainment of proficiency in a skill or knowledge area 
 

 Universal Proficiencies:  
 

1. Appropriately matches message to the audience. 

2. Listens actively and explains responses. 

3. Speaks confidently in public. 

4. Fosters open communications regarding priorities, resources, and expectations. 

5. Writes thoughtfully and clearly. 

6. Brings faculty, staff, students, and the community together to work for the common 

good. 

7. Facilitates shared decision making. 

8. Builds and leverages networks that contribute to the college’s programs and services. 

9. Communicates a leadership vision. 

10. Self-assesses performance regularly. 

11. Implements a performance management system that fosters the professional 

development and advancement of all staff. 

12. Manages personal stress. 

13. Demonstrates the courage to take risks and make difficult decisions. 

14. Understands the impact of perceptions, world views, and emotions on self and others. 

15. Uses influence and power wisely. 

16. Contributes to the profession of community college leadership through professional 

development programs, professional organizational leadership, research/publication, 

and service. 

17. Develops, enhances, and sustains teamwork and cooperation. 

18. Uses data-driven evidence to make decisions, solve problems and plan strategically. 

19. Contributes to the organization in ways outside primary responsibilities. 

20. Develops broad prospective of the organization. 

21. Demonstrates scholarship/currency in professional field. 

22. Sustains proficiencies that enhance performance. 

23. Manages responsibilities in an open and professional manner.   

24. Applies the principles of good supervision. 

25. Demonstrates institutional knowledge. 

26. Identifies and applies continuous improvement through assessment. 

 

 Development that Strengthens Organizational Integrity: 

 

1. Implements processes for the continuous improvement of the institution. 

2. Identifies and solves problems from a systems perspective. 

3. Supports teamwork and innovation. 

4. Aligns goals and objectives with the college’s MVVG and matrix. 

5. Focuses on student success. 

6. Fosters professional growth for all staff.   

7. Reaches across cultures and interests to develop partnerships. 
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8. Values and employs the diversity of individuals, cultures, and ideas. 

9. Promotes an inclusive environment. 

10. Promotes and maintains high standards for personal and organizational integrity,   

honesty, and respect for people. 

11. Promotes and implements service excellence. 

 

 Development of Leadership Related to Advocacy: 

 

1. Values and promotes excellence in teaching and learning. 

2. Maintains currency on state and national educational policies and trends. 

3. Is a visible advocate for the community college with all constituents, internally and 

externally. 

4. Works effectively with unique constituent groups such as legislators, board members, 

business leaders, and accrediting associations. 

 

 Development of Leadership Related to Resource Development: 

 

1. Ensures accountability in reporting. 

2. Ensures resource allocation processes that are consistent with college priorities and 

local, state, and national policies. 

3. Takes an entrepreneurial stance in developing alternative funding sources. 

4. Develops alternative funding sources. 

5. Manages change in ways that contribute to the long-term viability of the 

institution. 

6. Employs organizational, time management, planning and delegation skills. 

7. Understands the connections between enrollment management, entrepreneurship, 

public relations, and financial viability. 

8. Demonstrates appropriate understanding of the budget. 
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Blueprint – 7.  Focused Content Areas 

 
Programs/Experiences/Topics to be learned and applied to support the 

development of proficiency 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
-



PROFESSIONAL DEVELOPMENT MATRIX OF FOCUSED CONTENT AREAS  

               Programs/Experiences/Topics that support the development of the named proficiency 

Universal Proficiencies 
 

COMMUNICATION COLLABORATION PROFESSIONALISM ETHICS INSTITUTIONAL 

KNOWLEDGE 

ASSESSMENT TECHNOLOGY 

Classroom Mgmt Managing People Dealing with Conflict Ethical Issues in 

Higher Ed 

BCC’s 

Organizational 

Structure 

Decision 

Making Tools 

and Tactics 

Word 

Influence & 

Persuasion 

Delegating for Shared 

Success 

Problem Solving Student 

Discipline 

Community College 

and BCC History 

Year End Rpts Excel 

Classroom 

Dynamics/ 

Group Dynamics 

Running Effective 

Meetings 

Managing Your Own 

Professional Growth 

FERPA/HIPAA 

and Other 

Regulations 

Policies/Regs 

Procedures and 

Practices 

Self Assessment Power Point 

Clarity in Thinking/ 

Expressing Yourself 

Project Management Ongoing Acquisition 

of Subject Matter 

Expertise 

Discussion of 

BCC Code of 

Ethics 

Student Affairs 

Handbook 

SWOT Analysis Angel 

Giving Clear 

Direction 

Trust Building Building an Inclusive 

Environment in the 

Classroom/Office 

Sustaining an 

Ethical Culture 

Matrix Priorities 

Development 

Applying the 

Assessment 

Model to Goals 

Web Advisor 

Using Technology to 

Enhance 

Communication 

Energizing Your 

Team 

Tools for 

Interpersonal 

Development (Anger 

Mgmt, Stress Mgmt, 

etc) 

Supervisory 

Responsi- 

bilities & 

Consistency 

College Governance Giving and 

Receiving 

Feedback 

Outlook Calendar  

Effective Speaking 

Skills 

Peer Collaboration Respecting the Ideas 

and Opinions of 

Others 

Scenarios on 

Ethical Issues 

Capital and  

Operational Budget 

Prioritizing Outlook Email 

Evaluating 

Peers/Staff 

Work Styles (Selling 

Others) 

Front Line 

Supervisory Skills 

Ethics 

Committee 

College Catalog  Understanding 

Data (Reports/ 

Budgets, etc.) 

Intrinsic Informer 

Analysis & Impact 

of Your Behavioral 

Style 

 Using Technology to 

Increase 

Effectiveness 

Contract 
Administration 

Lincroft, WMBC, 

and HEC Visitations 

Evaluation 

Techniques 

Dept. Specific 

Technology 

 

 
11 



12 

 

PROFESSIONAL DEVELOPMENT MATRIX OF FOCUSED CONTENT AREAS  

               Programs/Experiences/Topics that support the development of the named proficiency 

 

Universal Proficiencies, cont’d 
 
COMMUNICATION COLLABORATION PROFESSIONALISM ETHICS INSTITUTIONAL 

KNOWLEDGE 

ASSESSMENT TECHNOLOGY 

 

Dealing with 

Conflict 

 Search Committee 

Training 

Middle States 

Accreditation 

and 

Characteristics 

of Excellence 

How To’s: OT, 

Purchase, Expense 

Vouchers, 

Conferences, Tuition 

Reimb, etc. 

The 

Performance 

Interview 

Document 

Imaging 

Addressing Student 

Behavior 

 Maintaining 

Currency re: Issues in 

Higher Ed 

Conflicts of 

Interest 

Needs Surveys/ 

Analysis: Tools and 

Data 

Conducting 

Research 

Webcasting 

 

Clarifying 

Assignments 

 Maintaining 

Knowledge of 

Educational Trends 

 Academic 

Programs/Grading 

 New Technology 

of Relevance 

Effective Front Line 

Communication 

 Effective Mentoring  VVMGs   

Writing Skills  Managing Your 

Dept. 

 Decentralization   

Presentation Skills  Publishing in Your 

Field 

 Ongoing Budget 

Tracking 

  

Understanding 

Leadership Styles 

 Continuous 

Intellectual Growth 

 Budget Lines/Acct #s Metrics Colleague 

Bridging Faculty/ 

Administration/ 

Staff 

Communications 

Gap 

 Pedagogy and 

Andragogy 

 Website Navigation   

Giving and 

Receiving Feedback 

 Prof Behavior – 

Work Styles, 

Mannerisms, Attire 

    

  Developing a Budget     
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PROFESSIONAL DEVELOPMENT MATRIX OF FOCUSED CONTENT AREAS 

                      Programs/Experiences/Topics that support the development of the named proficiency 

  

Development that Strengthens Organizational Integrity 
 

STUDENT  

SUCCESS 

STRATEGIC  

PLANNING 

CULTURE AND  

CLIMATE 

VALUING 

EMPLOYEES 

MANAGING  

CHANGE 

Student Development 

Models 

Contributing to the 

Development of Matrix 

Goals 

Student Centeredness Development of Future 

Leaders 

Leading Change/ 

Managing Change 

Student Learning 

Outcomes 

Participation in the 

Achievement of Dept. 

Goals 

Teaching Diverse 

Populations 

Networking Models for Change 

Communicating with 

Students – Means and 

Methods 

Implementation of 

Strategic Plans 

(Matrix, ESMP, FMP, 

ITSP) 

Energizing Your 

Classroom/Staff 

 

Mentoring New 

Faculty/New 

Employees 

Succession Planning 

Student Trends Understanding of and 

Contributions that 

Maximize Resources  

Understanding Cultural 

Differences  

Staffing Process: 

Interviewing and 

Selection  

Implementing Change as a 

Team Member 

Curriculum 

Development 

 Service Excellence Recognizing Employee 

Accomplishments 

Applying Effective 

Leadership Styles 

Scheduling  Leveraging Team 

Diversity 

Transitioning from 

Faculty/Admin/Staff to 

other roles 

Challenging People 

Improving Transfer 

and Articulation  

 Assessing Culture and 

Climate 

Developing Effective 

Teams 

 

Process Analysis for 

Better Student Service 

 Promoting/Managing an 

Inclusive Work 

Environment 

Developing Staff  

On-line Teaching  Creating a Climate for 

Continuous Improvement 

Effective Coaching 

Experiences 

 

Learning Styles  Time Management The Leader as Coach  

   Understanding Benefits  

   Academic 

Achievement 
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PROFESSIONAL DEVELOPMENT MATRIX OF FOCUSED CONTENT AREAS 

               Programs/Experiences/Topics that support the development of the named proficiency 

 

Development of Leadership Related to Resource Development  
 

Enrollment Mgmt Budget & Finance Fundraising & 

Foundations 

Entrepreneurship Marketing & Public 

Relations 

Financial Aid – Kinds/ 

Limits 

Managing the Budget in 

Feast or Famine 

Friend Raising/Fund 

Raising 

Creating New Revenue 

Streams 

Branding 

Traditional v. Non-

Traditional Students 

Controlling Costs Grantsmanship Responsiveness to 

Community Needs 

Marketing through the Media 

Program Development 

for Business Needs 

Micro to Macro 

Budgets   

Alumni Partnerships Non-Traditional 

Methods to Grow 

Programs 

Local and State Connections 

Non-Credit Feeding 

Credit Enrollment 

Total Compensation Advisory Boards Partnerships Importance of Community 

Awareness of College 

Involvement in Community 

Camps to Credit ID’g Cost per Student Estate Bequests  Strategic Positioning 

Registration Procedures Reporting to the BOT Tax Implications   

Recruitment Strategies Track’g Grant Expenses    

Basic Skills Bonding    

Transfer & Articulation Revenue Streams    

Student Demographics Audit Principles    

Community Needs 

Assessment 

Funding Cycles    
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PROFESSIONAL DEVELOPMENT MATRIX OF FOCUSED CONTENT AREAS 

               Programs/Experiences/Topics that support the development of the named proficiency 

 

Development of Leadership Related to Advocacy for Institution 
 

Legislative  Community External Boards 

Understanding the Legislative Process Active Role in Community Volunteer 

Organizations – Engineered Leadership 

Participation on External Boards 

Knowing Legislative Representatives Participation in Chamber or other 

Professional Organizations 

Working with Advisory Boards 

Impact of County, State, and Fed Gov’t on 

Institution 

Managing Community Involvement with 

the College 

Running Effective Meetings 

 

Knowing Trends and Agendas Hosting Community Events Team Dynamics 

Lobbying  Partnering for Mutual Advantage Advocacy for BCC as a Member of 

External Boards 

 Advocating Student Involvement in 

Community (i.e. service learning, 

internships, etc) 

Professional Association Membership/ 

Leadership 

 Acting on Community Needs Assessment  

 

3/25/08 

 

 

 

 

 

 

 

 

 

 

 
-



Blueprint – 8. Implementation Recommendations –  

Short and Long Term Strategies  
 

 

 

In order to implement a college-wide professional development plan, the Committee 

recommends the following: 

 

 

Standards Recommendations 

 Establish annual professional development goals for all employees 

 Employees establish professional development portfolios, documenting evidence of 

professional growth 

 Implement cascading goal development as an organizational standard 

 Provide ongoing professional development for all groups of employees, particularly  

supervisors and adjunct faculty 

 

Process Recommendations 

 Establish Professional Development Committee as a Marketing client 

 Add Professional Development Committee website as Quick Link on Homepage 

 Create an icon on Bi-Monthly Calendar for professional development activities 

 Professional Development Plan summaries will be sent to the PDC by Academic Affairs for 

faculty and by Human Resources for administrative and support staff. 

 Establish budget object codes for professional development activities 

 Add PDC co-chairs to the IPEC email distribution list 

 

Structure Recommendations 

 Create a Professional and Organizational Development Center in Human Resources 

 Expand TLC workshops 

 Reexamine the role of the Professional Development Committee, such as 

Initiating suggestions for PD program content 

Assessing and responding to needs 

Assessing the effectiveness of PD programs 

Acknowledging employee PD accomplishments 

 Re-establish the dual role of the constituent subcommittees in program development and 

resource allocation.   There is no cap on subcommittee membership; all members of the 

College community are encouraged to get involved.  Subcommittee chairs (or co-chairs) 

must be chosen from among the elected Professional Development Committee 

representatives. 
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       Blueprint - 9. Resource Allocation 

 
Guiding Principles for all areas 

 

1. Resource Allocations will follow the professional development 

principles set forth in the Blueprint and Operations Guide that 

identifies an integrated planning model, including individual 

development for all employees, development that strengthens 

organizational integrity, and leadership development.   

 

2. Resource Allocations will reflect institutional priorities and themes. 

Institutional priorities and themes will be identified on an annual basis 

by the Professional Development Committee through needs 

assessments, summary data of individual professional development 

plans for all employees, and strategic priorities. 

 

3. Resource Allocations of the Professional Development Committee will 

fund college-wide priorities and themes.  Departments will fund 

departmental/discipline specific priorities. 

 

4. Resource Allocations will take advantage of collaborative efforts 

involving multiple departmental needs. 

 

5. Resource Allocations will use resources as efficiently as possible. 

 

6. Resource Allocations will reflect the aggressive pursuit of professional 

development grant opportunities.  

 

7. Individual professional development plans should be appropriate to 

progression toward career goals. 

 

8. Budget codes should be created to more accurately track campus-wide 

PD expenses. 

 

9. Information gained as a result of a professional development activity 

will be shared at the broadest relevant level upon completion of the 

activity.   

 

10. When funding levels are limited, a process should be established to 

allow opportunities for appropriate rotation of funding requests.   
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        Blueprint – 10.  Program Assessment 

 

 
 

1. Professional Development Goals have been embraced by all 

employees and supervisors. 
2. Employees will pursue a wide variety of development options 

consistent with career aspirations. 

3. Programs/initiatives in which employees have participated are 
associated with the model.  

4. Portfolios provide evidence of development. 

5. Supervisors assume responsibility for the development of their staff. 
6. Supervisors will acknowledge achievements of staff participating in 

development initiatives. 

7. An annual PDC survey will be completed to assess the effectiveness 
of the opportunities provided and to determine continued needs.  

8. Increasing number of internal candidates will be qualified for higher 

level positions. 
9. Increasing number of employees will achieve statewide, regional, 

national professional association positions of leadership. 

10.Resources are appropriately allocated to meet needs. 
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           Blueprint – 10.  Recognition 

 
College leaders will be the ultimate determiners of appropriate 
recognition for achievements attained through sustained professional 

development.  Recognition should be celebrated in a visible and 

meaningful manner, consistent with the importance that the College’s 
leaders place on development for the success of the College.   

 

   
Current forms of employee recognition and responsible parties 

include: 

 
  Recognition    Responsible Party  

Outstanding Colleague Awards  Professional Development 

Committee 

Peer Recognition Awards Professional Development 

Committee 

Team Player Award Marketing Department 

Faculty Promotions College 

Performance Recognition College 

Service Excellence Human Resources 

25 Years of Service College 

Professional Development Program 
Completers  

Human Resources 

Educational Degree Recipients  College 

Barringer Award  Alumni Association 

Retirees – College College 

Volunteer of the Year  Volunteer Connection 

BIG Recipients  Grants Office 
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Part II:  Operations Guide for Professional 

Development Committee  
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Operations Guide - 1. Professional Development 

Committee Resources  

 

 
Brookdale Community College exists to meet the educational needs of its 

community.  All parts of the organization deliver or support the delivery of 
education.  While the Professional Development Committee recognizes the 

need to attend external educational offerings, Brookdale Community 

College could also be served by considering ―in-house‖ expertise as much 
as possible to contain costs. 

 

The educational resources at a community college provide a wealth of 
expertise in program design and development.  It is therefore important to 

identify the individuals or groups who have some current responsibility in 

training and development: 
 

 Individual employees 

 Mentors 

 Team Players 

 Immediate supervisors 

 College-wide resources 
o Professional Development Committee of Governance 

o Office of the Executive Vice President for Educational 

Services 
o Office of the Executive Vice President for Administration, 

Operations, and Information Technology Services 

o Teaching and Learning Center (TLC) 
o Bargaining Units 

o Human Resources Department 

o Outreach Business and Community Development 
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Operations Guide – 2. Functions of the 

Professional Development Committee   

 
 To examine current professional development opportunities and to 

assist in addressing the professional development and recognition 

needs of the college community 
 

 To develop and evaluate the policies of the faculty, support staff, and 
administrative professional development subcommittees  

 

 To provide a forum for the activities of the subcommittees 
 

 To address the annual charges from Steering 
 

Meetings:  Meetings take place at a location designated by Steering on the 

second and fourth Tuesdays of each month during the academic year, in 
accordance with the Governance calendar.  All Brookdale employees are 

welcome to attend.   
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Operations Guide 3. Professional Development 

Committee Membership 

 

The Professional Development Committee is comprised of individuals 

representing all areas of the College.  These are elected seats, with each 

member serving a three-year term. A chair (or co-chairs) is elected annually 
from committee members. If a member cannot fulfill his or her duties on 

the committee, that member will be asked to resign so that adequate 

representation is maintained, in adherence to the Governance Constitution. 
 

The composition of the committee is: 
 

ADMINISTRATORS 4 Representatives 

 

FACULTY 1 Representative from each area: 

 Arts / Communications 

 Business and Technology 

 Science and Health Sciences 

 English and Reading 

 Mathematics 

 Social Sciences and Education 

 Library 

 Counseling (2) 

 

STAFF 4 Representatives  

  

POLICE 1 Representative 

  

STEERING LIAISON 1 Representative 

  

EX-OFFICIO Dean, Human Resources 

Director, Grants and Institutional Development 

Director, Teaching and Learning Center 
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Operations Guide – 4. Professional Development 

Committee Constituent Subcommittees  

 

There are three Professional Development subcommittees: Faculty, Administrators, and Staff.  They 

play an important role in establishing goals, planning activities, and authorizing expenditure of 

subcommittee funds.   

 

There is no cap on subcommittee membership, and all members of the College community are 

encouraged to get involved.  There is no term limit for serving on a subcommittee.  Subcommittee 

chairs must be chosen from among the elected Professional Development representatives.  

 

The Subcommittees:   

 Meet on an as-needed basis.  Meetings are open to all constituent employees and may be 

conducted via alternate methods such as e-mail and/or phone conferences. 

 Membership includes all elected Professional Development committee members within the 

constituency.  Additionally, employees of the constituent group for each subcommittee are 

invited to participate. 

 The Chair or Co-Chairs for each subcommittee are nominated and elected by the members of 

its constituency. 

 The Chair or one of the Co-Chairs is responsible for coordinating the funding requests. 

 The subcommittee makes recommendations for and assists in the delivery of on-campus 

programs and activities that address identified professional development needs. 

 Disbursement of funds is consistent with the resource allocation guiding principles.  See Part 

IX of this document.  Each year, the allocation guidelines are recommended by the 

subcommittees and reviewed by the PDC committee. 

 Peer recognition is ongoing and provides recognition from an employee’s peer group for 

outstanding effort, accomplishment, or example.  Reminders are sent out periodically from 

the subcommittee.  Acknowledgements are sent to the recipients thanking them for their 

contribution to the College.  The Faculty subcommittee handles both full-time faculty and 

adjunct peer recognition awards.  Each year, the criteria and processes for peer recognition 

are recommended by the subcommittees and reviewed by the PDC committee. 

  ―Outstanding Colleague‖ nominations are solicited and submitted in the Spring semester, 

reviewed by the subcommittee and awarded annually at a public event.  The awards 

recognize outstanding contributions, professional growth, and/or positive impact on students 

and the College. The subcommittee orders the plaques and arranges for the monetary award, 

if any, from the constituent group subcommittee’s budget.  The Faculty subcommittee 

handles both full-time faculty and adjunct Outstanding Colleague awards.  Each year, the 

criteria and processes for Outstanding Colleague recognition are recommended by the 

subcommittees and reviewed by the PDC committee. 

 The subcommittee chairs complete annual reports which include an explanation of their 

resource allocation process, the types of PD activities attended by individuals, expenditures, 

including the % of each request met, and recognition activities – types and expenditures. 
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Operations Guide - 7.  Professional Development 

Committee Budget 

 
Traditionally, the 3 subcommittees receive a portion of the amount 
budgeted for the Professional Development Committee as a whole based on 

the academic year: 

   
    

  Administrators -     $7,000.00   

  Staff-       $8,000.00 
Faculty-   $27,000.00 

 

Each subcommittee supports the employees it represents within its budget, 
and contributes toward College-wide professional development activities, 

as determined appropriate by the subcommittees.   
 

 

 

Operations Guide – 6.  Professional Development 

Committee Communications 
 

It is important that the college community is apprised of the Committee’s 

activities, operations and resources. The Professional Development 

Committee website provides this information.  The Governance Gazette, 
Inside Track, The Brookdalian, and various web pages such as those of the 

TLC and Human Resources and the individual subcommittee web pages 

provide information concerning professional development activities.  
Additionally, the Marketing Department appoints a liaison to assist the 

Committee with program advertising. 



26 

 

 

 

 

 

Operations Guide – 7. Professional Development 

Committee Outcome Measurements  
 

 An annual Professional Development Report is generated by the 
Committee Chair/Co-Chairs.  The report includes the themes and 

priorities identified for the year, a summary of the committee responses 

to the charges from Steering, activities coordinated, sponsored, or 
participated in by the entire committee, the Subcommittee Reports, an 

analysis of professional development for the year, and the Committee’s 

recommendations on plans for the future. 
 

 A summary of the committee responses to the charges from Steering is 
presented to the campus community at the Forum. 

 

 An annual professional development survey is distributed to all 
employees. 

 

 On-campus workshops conclude with a workshop evaluation that is 

reviewed to determine satisfaction and increased knowledge. 

 

 Feedback from department heads/supervisors may be requested from the 

committee to assess outcomes and evaluate the impact of participation in 
professional development activities. 
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Part III – Guide for Employees - Funding Requests 

and Recognition Awards 
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Employee Guide – 1. Resources 
 
For your information, sources for professional development support include the following:  

 

College-wide priorities Professional Development Committee (PDC) 

Departmental/discipline specific priorities Home Department/Division 

On-campus workshops  Human Resources – primary 

Educational Services, PDC - secondary 

On-campus faculty development Teaching and Learning Center (TLC) – primary 

Educational Services - secondary 

BIG Grants Grants Office 

Tuition Waiver, Tuition Reimbursement,  

Sabbaticals, Non-Credit Programs Discounts 

Institutional Funds 

New Employee Orientations Human Resources – primary 

Educational Services - secondary 

 

 

 

 

Employee Guide – 2. College-Wide Themes and 

Priorities 
 
The Professional Development Committee funds requests related to College-wide themes/priorities; 

Departments/Divisions fund departmental/discipline specific priorities.  

 

 

College-wide priorities are identified through review of the Matrix, institutional Master Plans, individual 

Professional Development Goals, the Professional Development Needs Assessment Survey and the 

Blueprint for Professional Development.  They are topics that have application across campus and 

would benefit from broad employee development in those areas.  

 

Departmental/discipline specific priorities have significance to a narrower audience. The topic might be 

broad but the application of it is more focused on a limited number of departments.  

 

 

College-wide priorities identified for FY09 are:  

 

Teaching & Serving the Digital Student  

Diversity  

Supervision/Ethics/Leadership  

Sustainability  

Assessment 

Student Centeredness  
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Employee Guide – 3.  Due Dates for Funding 

Requests 

 
To maximize opportunities for all, those who are responsible to review and approve funding requests 

from the Professional Development Committee will meet three times per year to review funding requests 

for professional development and to allocate a prorated amount of their annual budgets to meet the 

approved needs.  

 

Due Dates 

 

September 30   

January 31  

April 30  

  

The due dates allow the subcommittees to consider requests qualitatively as well as quantitatively and to 

allocate their budgets accordingly.    
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Employee Guide – 4.  Where to Submit Funding 

Requests 
 

To be assured full consideration of your request under either a College-wide priority or a 

departmental/discipline specific need, please submit all funding requests to the appropriate person 

noted below. College-wide priority requests (for PDC funds) must use the Professional Development 

Committee Funding Request form.   Requests for Department/Division funding should use whatever 

form or process has been identified within your department or division. 

 

College-Wide Priorities  Faculty  Elaine Olaoye, Psychology 

Dept for requests from:  
Arts/Communication  
Social Science & Education  
Business & Technology  
Library  
 

Greg Liano, Mathematics Dept 

for requests from: 
English & Reading 
Mathematics 
Science & Health Science 
Student Development 

 Administrators  Debbie Almeida 

 Staff Lynn Johnson 

Departmental/Discipline 

Priorities  

Faculty  Academic Division Dean  

 Administrators and Staff Dean or VP following 

Supervisor 

 

 

Employee Guide – 5. Funding Request Form 
 

 

The Professional Development Funding Request Form follows and may also be printed from the PDC’s 

web page, which may be accessed as follows: 

 

Brookdale Home Page > College Governance > Standing Committees>Professional Development 

Committee 

 

The last page of the document provides further guidance to the employee regarding forms to be 

completed for reimbursement of expenses.   
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BROOKDALE COMMUNITY COLLEGE 
Application for Professional Development Committee Funding Request 

 
NAME_____________________________________   For Committee use only 

DATE _____________________________________  Amt. approved_____________ 
PHONE ____________________________________  Date Applicant and Division  

E-MAIL_____________________________________   Notified ____________________ 

DEPARTMENT_______________________________   Comments____________________ 
DIVISION____________________________________  

 
(Please check the appropriate category)  
_____Administrator/Exempt _____Faculty _____Staff  
 
Identify the College priority supported by this development.  
This year, the Professional Development Committee is supporting the following priorities:  

ω ¢ŜŀŎƘƛƴƎ ϧ {ŜǊǾƛƴƎ ǘƘŜ 5ƛƎƛǘŀƭ {ǘǳŘŜƴǘ  ω 5ƛǾŜǊǎƛǘȅ  
ω {ǳǇŜǊǾƛǎƛƻƴκ9ǘƘƛŎǎκ[ŜŀŘŜǊǎƘƛǇ   ω {ǳǎǘŀƛƴŀōƛƭƛǘȅ  
ω {ǘǳŘŜƴǘ /ŜƴǘŜǊŜŘƴŜǎǎ    ω !ǎǎŜǎǎƳŜƴǘ 
 

Briefly describe the activity and attach copies of any brochures or related materials.  
Please note: This information may be shared within the campus community in a professional development context.  
 
What:_______________________________________________________________________________ 
 
Where:______________________________________________________________________________  
 
When: ______________________________________________________________________________  
 
Why: _______________________________________________________________________________  
 
____________________________________________________________________________________ 
 
One Guiding Principle for resource allocation is to share information gained at the broadest relevant level upon 
completion of the activity/program. How and to whom will you share the information you have learned? 
____________________________________________________________________________________   
 
Cost of activity:  
1. Registration Fees: _________________________________________________________  
2.  Other Costs: __________________________________________________________________  
3. Total estimated cost for entire activity (Required): _________________________________________  
4. Amount requested from the Professional Development Committee: ___________________________  
Your Signature __________________________________________ Date ________________________  
!ŎŀŘŜƳƛŎ 5ƛǾ 5Ŝŀƴκ{ǳǇŜǊǾƛǎƻǊΩǎ {ƛƎƴŀǘǳǊŜ ____________________ Date _______________________  
PDC Signature___________________________________________ Date________________________ 
Acct. Code ___________________________________Amount Approved $________________________ 
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General Criteria for Awarding Funds  
1. Submit this completed application to your Academic Division Dean or supervisor for signature and he/she will 

forward it to the Professional Development Sub-Committee Chairperson. (Sub-Committee Chairpersons are 
identified below.) 

2. Proposed conference, workshop, etc., must relate to the College wide priorities noted previously. 
3.  Funds are allocated in accordance with the Resource Allocation Guiding Principles.  
4. Please contact the Professional Development Sub-Committee Chairperson if your plans change and/or you do 

not use your PDC approved amount.  
 

For the 2008-09 Academic Year, please return this form to the following Professional Development Sub-Committee 
Chairpersons  
(Teaching Faculty: Academic Division Dean will forward; all other employees: Supervisor will forward.)  
 

Faculty  Elaine Olaoye, Psychology Dept (732-224-2848) 
 for requests from:  
Arts/Communication  
Social Science & Education  
Business & Technology  
Library  
 

Greg Liano, Mathematics Dept (732-224-2093) 
for requests from: 
English & Reading 
Mathematics 
Science & Health Science 
Student Development 

Administrators  Debbie Almeida, Accounts Payable (732-224-2745) 

Staff Lynn Johnson, Science & Health Science (732-224-1982) 

 
Resource Allocation Guiding Principles for All Professional Development  

 
1. Resource Allocations will follow the professional development principles set forth in the Blueprint that identifies an 

integrated planning model, including individual development for all employees, development that strengthens 

organizational integrity, and leadership development.  

2. Resource Allocations will reflect institutional priorities and themes. Institutional priorities and themes will be identified on 

an annual basis by the Professional Development Committee through needs assessments, summary data of individual 

professional development plans for all employees, and strategic priorities.  

3. Resource Allocations of the Professional Development Committee will fund college-wide priorities and themes.  

Departments will fund departmental/discipline specific priorities.  

4. Resource Allocations will take advantage of collaborative efforts involving multiple departmental needs.  

5. Resource Allocations will use resources as efficiently as possible.  

6. Resource Allocations will reflect the aggressive pursuit of professional development grant opportunities.  

7. Individual professional development plans should be appropriate to progression toward career goals.  

8. Budget codes should be created to more accurately track campus-wide PD expenses.  

9. Information gained as a result of a professional development activity will be shared at the broadest relevant level upon 

completion of the activity.  

10. When funding levels are limited, a process should be established to allow opportunities for appropriate rotation of funding 

requests.  

 
5/08 
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Employee Guide – 6.  Peer Recognition Awards 
 

 

 

Peer recognition is ongoing and provides recognition from an employee’s peer group 

for outstanding effort, accomplishment, or example.  

 

The following pages provide the information needed to nominate a peer for 

recognition.  These may also be accessed from the PDC’s web page as follows: 

 

Brookdale Home Page > College Governance > Standing Committees>Professional 

Development Committee 
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Memorandum 
 
To:   Administrative & Exempt Staff  

From:   Administrative Staff Development Committee  

Subject:  Peer Recognition  

 

Administrator Peer Recognition  
 

If at any time throughout the year there is an administrator on campus whom you would like to recognize 

for an excellent effort, Peer Recognition is the answer. Is there someone who has gone that extra mile to 

do something really special in the way of customer service, solving a problem in your department, 

exemplifying the One Brookdale spirit, or something else that you feel should be acknowledged?  

 

The Administrative Professional Development Recognition Committee will join you in saying ―Thank 

You.‖  

 

Simply fill out this form and we’ll send that Thank You message and gift right out. All recipients will be 

acknowledged at our year-end event.  

 

Please copy this form and respond throughout the year when an opportunity arises to recognize a peer.  

 

Date: ___________________________ Department: ________________________  

 

Person to be recognized: __________________________________________________  

 

Reason for recognition: ___________________________________________________  

 

________________________________________________________________________  

 

________________________________________________________________________  

 

________________________________________________________________________  

 

Nominator’s name: ______________________________________________________  

 

Do you want your name on the ―Thank You‖ card? Yes ______ No ______  

 

Please send your completed form to:  

Frank Lawrence (GYM) X2044 
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Memorandum 

 
To:   All Faculty  

 

From:   Phyllis Shafer, Faculty Development Committee  

 

Regarding:  Recognition of Faculty  

 

Date:   Current year  

 

The Faculty Recognition Committee is entering the thirteenth year of gift giving to recognize and 

reward any faculty member for a job ―Well Done.‖  

 

This is your opportunity to recognize your colleagues for putting in that extra effort. How many of 

us have published materials, provided a lecture to the community, developed an innovative approach 

to a course or simply put in a tremendous effort for a committee? Most of the time it seems that this 

extra effort is expected and then taken for granted. The purpose of the Faculty Recognition 

Committee is to do something that will show our colleagues that their performance is both 

recognized and appreciated.  

 

The Faculty Recognition Committee has been provided with funds to thank faculty members for 

putting in that extra effort. The awards will be in the form of various gift items, gift certificates, 

breakfast, lunch, T-shirts, etc. The object is to say ―Thanks.‖  

 

If you feel that someone deserves a thank you, for any reason, please complete the nomination form.  

 

On the rear of this sheet is the mail-in nomination form for your convenience. (The form may be 

copied as often as necessary.)  

 

If you have any questions, comments, or thoughts in respect to this memo, please feel free to contact 

me at the extension 2018.  

 

DO IT NOW - MAKE SOMEONE FEEL GOOD AND YOU’LL FEEL GOOD TOO!  
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FACULTY RECOGNITION FORM  

 

Mail-in Only  

 

Date: _______________________  

 

Person Nominated: ___________________________________________  

 

Division: ________________________________ Ext.: _______________  

 

Desk Location: (Please give a room number if possible.)______________  

___________________________________________________________  

 

Reason for this nomination: (Please be specific)  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

____________________________________________________________________________________

______________________________________________________________________________  

 

Recommended reward: (Optional)  

___________________________________________________________  

 

Recommended by: ___________________________________________  

 

Do you want your name or the team’s name noted on the ―Thank you‖ card? Yes ? No ?.  

 

Team Name: ________________________________________________  

 

Your Name: ________________________________________________  

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

 

For use by the Recognition Committee  

Approved ( ) Not Approved ( )  

Reason for not approving: _____________________________________  

__________________________________________________________  

Reward: Type: ___________________________________________  

Where Obtained: __________________________________  

Cost: ____________________________________________  

Date Sent: _______________________________________  

Misc. Info: ________________________________________ 
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STAFF RECOGNITION PROGRAM 
 

 

 

Is there a staff person in your area who should be recognized for an excellent effort?  Perhaps you’ve 

completed a special project and a team of staff members went that extra mile for a job well done.  

Now is your time to recognize their efforts.  The Staff Development sub-committee of Professional 

Development would like to join you in saying ―Thank You.‖ 

 

 

Simply fill out this form and return it to Lynn Johnson, x1982, of the Science & Health Science 

Division Office.  She will send it on to Ellen Hemhauser, x2555, of the Counseling Department who 

will send that ―Thank You‖ right out. 

 

Date:________________________ 

 

Person or Group Nominated:__________________________________________ 

 

Department:_____________________________________Extension(s)_________ 

 

Desk Location(s) – (Room number if possible):____________________________ 

 

Reason(s) for nomination (Please be specific): 

 

 

 

 

 

 

Recommended by: ______________________________Ext:___________ 

 

Do you want your name or the team’s name on the ―Thank You‖ card?     Yes _______No_______ 

 

The gift will be a $10.00 gift certificate to the College Bookstore. 
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Part IV - History
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HISTORY (from the Operations and Resource Guide, 10-2004) 

 
In 1997 the Professional Development Committee was charged with creating a Comprehensive 

Training and Development Plan.  In 1998 the Professional Development Committee was further 

charged with revisiting this document using the following resources:  

 Academic Master Plan 

 1998-1999 Institutional Goals Priority Matrix 

 Major Indicators for Institutional Effectiveness 

 Campus Climate Survey 

 Information Technology Strategic Plan 

 Written suggestions from Don Dickson 

 Four-Year Diversity Training Plan from Human Resources.  

 Ave Federici and Frank Paoni’s Faculty Opportunities book 

 

Additionally, documents from dozens of other community colleges, universities, and hospitals, were 

examined detailing their Professional Development Plans.   

 

The 1999 Plan centered on an in-depth analysis of four key concepts (Core Competencies—

Technology, Core Competencies—Other Than Technology, Recognition, and Enrichment), 

evaluating the strengths and weaknesses of professional development opportunities in these areas.   

 

The 2003-2004 Professional Development Committee was charged to examine and update the 1999 

Comprehensive Training and Development Plan.  To continue the process we are additionally 

examining the following resources:   

 

 Educational Services Master Plan 2002 

 Educational Services Agenda for 2003-2004 

 Information Technology Strategic Plan II 

 Characteristics of Excellence of Higher Education (Middle States Standard #10) 

 2003-2006 Matrix  

 

Based on the current matrix, goals of the institution, and philosophical discussion the 2003-2004 

Professional Development Committee recognized that many of the previous needs and 

recommendations had been satisfied or met.  As a result, the above-mentioned four concepts from 

the 1999 Plan have been subsumed into two key areas – competencies and recognition.  

 

The committee recognizes that Brookdale Community College values the importance of its people—

faculty, administrative staff, support personnel, and police officers.  Therefore, ongoing training and 

development is essential to improve performance, to enhance job satisfaction, and to manage change.   
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Background and Discussion 
 

Brookdale Community College 

PROFESSIONAL DEVELOPMENT 

A Plan for Professional Growth  

And Increased Leadership Capacity 

(from Blueprint, March 2008) 

 

The FY08 Governance Charge given to the Professional Development Committee (PDC) included 

the following: 

 

―Develop a comprehensive blueprint with Human Resources for professional development 

programming and resource allocation which ensures that institutional needs are met.‖ 

 

The PDC discussed this charge at length and identified a number of structural, standard, and process 

changes that it believed would be required to develop a comprehensive, integrated plan.  As part of 

this study, the committee reviewed the work of an administrative committee convened last summer 

by Human Resources with the goal of developing a leadership development plan that addressed an 

institutional need for: 1) increasing leadership capacity; and 2) providing opportunities for the 

professional growth of current employees.  The components of the study included exploring: 

 

Leadership Attributes* 

Development Delivery Options 

Outcomes 

Assessment 

 

* ―Attributes,‖ ―Competencies,‖ and ―Proficiencies‖ are used interchangeably in this report as they 

are in the literature. 

 

As the Leadership Development Committee explored these components, it became apparent that 

developing a leadership plan was complex and varied but not without frameworks and models in the 

community college sector adaptable to the uniqueness of Brookdale Community College.  These 

frameworks and models would serve to define leadership at Brookdale in the context of leadership 

roles within community colleges.  Important to the process would be the plan’s: 1) applicability to a 

wide variety of positions within the college community; 2) assessment of the program against 

prescribed outcomes; and 3) integration of appropriate recognition methods.  Underlying the 

approach would be the intention that development occurs through both planned self-directed actions 

and guided-direction by managers and mentors. 

 

What follows is a summary of the findings of the Leadership Development Committee (LDC) and 

how the PDC sees the relationship of the LDC work to the development of a comprehensive 

professional development plan for Brookdale.   
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I. Proficiencies within Focused Content Areas 

 

The LDC started with the development of competencies (identified as ―proficiencies‖ in our model) 

that are expected of leaders within Brookdale Community College.  To inform this discussion, they 

looked at a number of leadership development models.  After lengthy review and discussion, it was 

agreed that Brookdale’s program could be built on the same elements identified by the American 

Association of Community Colleges (AACC), approved April 9, 2005 by AACC and subsequently 

adopted by the Institute for Community College Development (ICCD) as the basis for their 

Gravitational Leadership program.  Among the advantages to using this model are its relevancy to 

our mission and the extensive research capacity/credibility of the ICCD and AACC.  In 

―Competencies for Community College Leaders,‖ AACC and community college leaders 

collaborated to delineate a competency framework for leadership development.   

 

The development and availability of well-prepared leaders is vital to the continued success of 

community colleges and their students. Throughout its history, the American Association of 

Community Colleges (AACC) has made proactive leadership development a central focus of its 

mission.  Now, that focus takes on even greater urgency as the level of turnover among community 

college leaders escalates dramatically. For this reason, AACC has worked to delineate a competency 

framework for today’s and tomorrow’s college leaders. The framework has wide utility for both 

individuals and institutions. It helps emerging leaders chart their personal leadership development 

progress. It provides program developers with curricular guidelines.  Institutionally, it informs 

human resources departments with direction for staff recruitment, hiring, rewards, and professional 

development. This competency framework is intended as a ―living document,‖ evolving over time to 

meet changing human and institutional needs. 

 

―Each area of the model offers a wide variety of competencies…that encompass a balanced, 

grounded approach to leadership that prepares future leaders and enhances existing ones.‖  (ICCD, 

Gravitational Leadership Map).  The competencies identified by the AACC as essential for 

Community College leadership are Communication, Collaboration, Professionalism/Ethics, 

Organizational Strategy, Resource Management, and Community College Advocacy.  ICCD’s 

program further defines each area and has designed its program offerings around the skills needed to 

attain competency in the areas identified by AACC.   

 

Although the LDC recommends the use of this framework as a Leadership Development Program, 

both the Professional Development Committee and the Leadership Development Committee found a 

large component of the model to be applicable to a broad spectrum of employees.  The ICCD model 

defines the basic competencies of the model as Core Competencies.  We see these as Universal 

Proficiencies for employees at all levels of the organization.  The next level, identified as 

development connected to Organizational Integrity, also has resonance for a large segment of the 

College community.  The remaining components of the model, Resource Development and 

Advocacy, are clearly geared toward future leaders of the community college sector.  In our plan, 

these are defined as the Leadership Development component.   (Participants in the Leadership 

Development component are also expected to show proficiency in the two previous levels of 

development.) The LDC further modified the model to include Institutional Knowledge and 

Assessment as additional Universal Proficiencies.  We agree and added another - Technology.   
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Using the AACC model, which we believe can be successfully adapted to Brookdale to be used for 

our blueprint, the LDC initiated a matrix of knowledge areas that would be expected under each of 

the attributes.  For example, one of the Universal Proficiencies, Communication, could be 

demonstrated by clear and organized writing, confident and thoughtful speaking skills, effective use 

of technology, the ability to give clear direction, being able to influence and persuade, and active 

listening.  The Professional Development Committee has added to the matrix work of the Leadership 

Development Committee.   

 

Expanding on the AACC model, our Professional Development Model overview is 

defined as follows: 

 

Focused Content Areas Proficiencies 

Universal:     Communication 

    Collaboration 

    Professionalism/Ethics  

    Assessment 

    Institutional Knowledge 

    Technology 

 

Organizational Integrity: Strategic Planning 

    Student Success 

    Culture and Climate 

    Valuing Employees 

    Managing Change 

 

Leadership    Advocacy: 

        Legislative 

        Community 

        Board 

        Internal 

    Resource Development: 

        Fundraising and Foundations 

        Entrepreneurship 

        Enrollment Management 

        Marketing and Public Relations 

 

The matrices that are attached further detail skill areas supporting each of the proficiencies.  

Employees looking for skill development to support the proficiencies may consult the charts to 

identify programs/experiences that will assist development in that area.  Note that the charts are 

separated by Universal, Organizational Integrity, Leadership - Advocacy, and Leadership - Resource 

Development. 

 

II        Outcomes 

 

The Leadership Development Committee provided additional guidance through their discussion of 

the ―end game.‖  How would an employee know what behaviors were expected of a leader and how  
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would the College identify employees who are preparing/prepared to be leaders?   As would be 

expected, the Committee went back to the AACC model.  In the article, ―Competencies for 

Community College Leaders,‖ illustrations of outcome behaviors were listed for each competency 

area.  These illustrations were used by the ICCD to develop a pilot assessment.  The Outcome 

Behaviors identified by the AACC and ICCD are listed below and have been expanded for our 

model but require a thorough examination to ensure that they reflect outcomes consistent with 

desired results.  We also recognize that not all outcomes will be relevant for all employees and this, 

also, should be reflected in the final model.  The Outcome Behaviors should drive the in-house 

workshops we offer and the type of Delivery Options available to employees. 

 

Further, both the Leadership Development Committee and the Professional Development Committee 

strongly recommend that individuals be expected to maintain a professional development portfolio 

that contains evidence of how they demonstrate proficiency for each Outcome Behavior.  To be 

clear, the portfolio should not simply list development activities attended but rather should provide 

evidence that knowledge learned has been applied successfully. 

 

The Outcome Behaviors are intended to be a roadmap for employees who seek professional 

development.  Their professional development should be formulated with these outcomes in mind.  

There are multiple avenues for achieving these outcomes and the individual is largely in control of 

how he/she attains the knowledge and practical experience to demonstrate proficiency.  While in-

house development programs will be offered to support these outcomes, this is only one conduit 

through which the outcomes may be realized.    

 

The individual professional development plan that is created as part of the administrative 

Performance Management Program and the faculty’s Personal Development Forms are important 

planning mechanisms.  Further, the PDC recommends that professional development plans be 

created each year for support staff employees as well, closing the loop that would result in annual 

professional development plans for all employees. 

 

Outcome Behaviors: 

 

 Universal Proficiencies:  
 

2. Appropriately matches message to the audience. 

3. Listens actively and explains responses. 

4. Speaks confidently in public. 

5. Fosters open communications regarding priorities, resources, and expectations. 

6. Writes thoughtfully and clearly. 

7. Brings faculty, staff, students, and the community together to work for the common good. 

8. Facilitates shared decision making. 

9. Builds and leverages networks that contribute to the college’s programs and services. 

10. Communicates a leadership vision. 

11. Self-assesses performance regularly. 

12. Implements a performance management system that fosters the professional development and 

advancement of all staff. 
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13. Manages personal stress. 

14. Demonstrates the courage to take risks and make difficult decisions. 

15. Understands the impact of perceptions, world views, and emotions on self and others. 

16. Uses influence and power wisely. 

17. Contributes to the profession of community college leadership through professional 

development programs, professional organizational leadership, research/publication, and 

service. 

18. Develops, enhances, and sustains teamwork and cooperation. 

19. Uses data-driven evidence to make decisions, solve problems and plan strategically. 

20. Contributes to the organization in ways outside primary responsibilities. 

21. Develops broad prospective of the organization. 

22. Demonstrates scholarship/currency in professional field. 

23. Sustains proficiencies that enhance performance. 

24. Manages responsibilities in an open and professional manner.   

25. Applies the principles of good supervision. 

26. Demonstrates institutional knowledge. 

27. Identifies and applies continuous improvement through assessment. 

 

 Development that Strengthens Organizational Integrity: 

 

2. Implements processes for the continuous improvement of the institution. 

3. Identifies and solves problems from a systems perspective. 

4. Supports teamwork and innovation. 

5. Aligns goals and objectives with the college’s MVVG and matrix. 

6. Focuses on student success. 

7. Fosters professional growth for all staff. 

8. Reaches across cultures and interests to develop partnerships. 

9. Values and employs the diversity of individuals, cultures, and ideas. 

10. Promotes an inclusive environment. 

11. Promotes and maintains high standards for personal and organizational integrity, honesty, 

and respect for people. 

12. Promotes and implements service excellence. 

 

 Development of Leadership Related to Advocacy: 

 

1. Values and promotes excellence in teaching and learning. 

2. Maintains currency on state and national educational policies and trends. 

3. Is a visible advocate for the community college with all constituents, internally and 

externally. 

4. Works effectively with unique constituent groups such as legislators, board members, 

business leaders, and accrediting associations. 

 

 Development of Leadership Related to Resource Development: 

 

1.  Ensures accountability in reporting. 

2. Ensures resource allocation processes that are consistent with college priorities and local, 

state, and national policies. 
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3. Takes an entrepreneurial stance in developing alternative funding sources. 

4. Develops alternative funding sources. 

5. Manages change in ways that contribute to the long-term viability of the institution. 

6. Employs organizational, time management, planning and delegation skills. 

7. Understands the connections between enrollment management, entrepreneurship, public 

relations, and financial viability. 

8. Demonstrates appropriate understanding of the budget. 

 

As noted above, the outcome statements require careful thought and probable revision to ensure that 

the outcome statements are consistent with desired results. 

 

III. Assessment  

 

The Professional Development Committee recommends the development of assessment metrics 

based on the following: 

 

Individual Assessment:   

 

1. Professional Development Goals have been embraced by all employees and supervisors. 

2. Supervisors will acknowledge achievements of staff participating in development initiatives. 

3. Employees will pursue a wide variety of development options consistent with career 

aspirations. 

 

Program Assessment: 

 

1. Programs/initiatives in which employees have participated are associated with the model.  

2. Portfolios provide evidence of development. 

3. Supervisors assume responsibility for the development of their staff. 

4. An annual survey will be completed to assess the effectiveness of the opportunities provided 

and to determine continued needs.  

5. Increasing number of internal candidates will be qualified for higher level positions. 

6. Increasing number of employees will achieve statewide, regional, national professional 

association positions of leadership. 

 

IV. Development Delivery Options  
 

The Professional Development Committee discussed the manner in which professional development 

should occur and agreed unanimously with the LDC that a broad variety of experiences would 

provide flexibility and support development.  The practical application of new knowledge is critical 

to the process.  As noted earlier in this blueprint, in-house development workshops will be 

developed around knowledge areas that are appropriately acquired through workshops but this is just 

one of many ways that knowledge will be attained.  For example, although a workshop might be 

offered on PowerPoint to provide the theoretical basis for the use of technology as a means of 

communication, the demonstration of this competency would not be supported without successful 

practical application of the skill.  Similarly, there may be various development options available to 

an individual to learn a particular area.  For example, an in-house workshop might be provided on  
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the topic of leadership styles, but that information might also be learned through participation in the  

Chair Academy or in the Educational Leadership doctoral program.   

 

Although some delivery options will need to be developed internally, many are currently available.  

Those that are not will require top leadership support and role models who, for example, would be 

mentors.  The delivery options noted below balance theoretical and practical learning.   

 

Development Delivery Options: 

 

 Participation in leadership programs such as The Chair Academy, the NJ Leadership 

Academy, or The Leadership Development Academy for African American Midlevel 

Administrators in Community Colleges 

 Membership and leadership roles in professional organizations 

 Conferences 

 Webinars 

 On-line learning 

 On campus workshops 

 Credit classes 

 Non-credit professional development classes 

 Degree/Certificate programs 

 Experiential learning 

 Sabbaticals 

 Research 

 Individualized professional development plans 

 Service to the Department, Division, and College 

 Cross-functional committees/teams 

 Mentoring 
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Sources and Acknowledgements 
 

 

The Professional Development Operations and Resource Guide 

 

The Professional Development Committee is fortunate to have the Resource Guide, most 

recently revised in 2004, from which to work.  This guide defines the Committee’s Mission, 

Guiding Principles, and has given form to professional development at Brookdale for many 

years.  It remains a relevant and excellent resource for the Committee.  

 

Dr. Burnham’s White Paper for Professional Development, October 2006 

 

Dr. Burnham’s overview of professional development requires a culture of commitment by 

both leadership and staff and a clear philosophical foundation that ―guides and informs the 

program and enables it to be focused and measurable.‖  He reiterates the relevancy of various 

levels of professional development and acknowledges the importance of a well-resourced and 

productive program. 

 

Characteristics of Excellence, Middle States Commission on Higher Education, 2006 

 

Standards 2:  Planning, Resource Allocation, and Institutional Renewal – The Committee 

reviewed this standard in terms of the College’s willingness to improve its approach to PD.  

Rather than to be all things to all people, we looked at a model that narrowed our focus to 

better guide employee development and leadership. 

 

Standard 3:  Institutional Resources – The Committee applied this standard to its discussions 

regarding the use of money as well as time and opportunity for professional development.  It 

also provided a framework for needs assessments to identify institutional priorities and themes 

to be supported. 

 

Standard 5:  Administration – This standard requires consideration of staff development 

programs, with recommendations for improvement.   

 

Standard 10:  Faculty – The obligation for professional development and orientation for 

adjuncts was a point of consideration to the Committee, identified in this standard. 
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Sources and Acknowledgements, Continued 
 

 

Leadership Development Committee, Summer 2007 

 

Prior to the development of the Professional Development Committee Charge for FY08, a 

small group of employees, working with Human Resources, initiated the development of a 

comprehensive and integrated professional development model to address an institutional need 

for 1) providing opportunities for the professional growth of current employees and 2) 

increasing leadership capacity.   

 

The model they identified for their purposes was based on the research of the American 

Association of Community Colleges and Cornell University’s Institute for Community College 

Development.  In addition to the pure leadership proficiencies identified in this model, there is 

much in the research that suggests many of the proficiencies are relevant for positions spanning 

the faculty, administration, and staff.   

 

The model identified in this presentation has been adapted from the work of this earlier 

committee, using the research of the two highly credible higher education organizations noted 

above, whose expertise in professional development is broadly recognized and well respected. 

 
Membership:  Helen Antholis, Sondra Cannon, Frank Lawrence, Laura Longo, James McCarthy, Norah 

McCurry, Patricia Sensi    

 

American Association of Community Colleges, Competencies for Community College Leaders, 2005 

 

The model proposed by the Committee has been adapted from the research contained in this 

publication and initially analyzed by the administrators who formed the Leadership 

Development Committee, acknowledged above.  For more information, click on 

 

http://dbtext.aacc.nche.edu/dbtw-wpd/data/CompentenciesForLeaders.pdf 

 

Institute for Community College Development, Gravitational Leadership Program 

 

The structure of the model and the behavior outcomes proposed by the Committee utilized the 

data developed as part of Cornell University ICCD’s Gravitational Leadership Program.  This 

program is based on the AACC publication, acknowledged above.  For more information, click 

on 

http://www.ilr.cornell.edu/iccd/glp/map/index.html 

 

http://dbtext.aacc.nche.edu/dbtw-wpd/data/CompentenciesForLeaders.pdf
http://www.ilr.cornell.edu/iccd/glp/map/index.html
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Professional Development in a Community College Setting: 

The Multiple Levels of Opportunity and Responsibility 

 

Dr. Peter F. Burnham, President 

Brookdale Community College 

October 2006 

 

 

Overview:  The concept of ―professional development‖ often is defined in very generic terms 

resulting in a broad, and, too often, unfocused collage of events and activities which can be so 

narrow as to be exclusive; or, so broad as to be generally irrelevant. 

 

In the environment of the public comprehensive community college, with its diverse and eclectic 

mission, the challenge of evolving a meaningful and substantive ―Professional Development 

Program‖ requires both a culture of commitment, on all sides, leadership and staff, as well as a clear 

philosophical foundation for staff and professional development that guides and informs the program 

and enables it to be focused and measurable in terms of its success. 

 

The notion of a ―culture of commitment‖ mandates that the institution provide adequate and 

consistent resources, both financial and organizational, to enable individuals and groups to pursue, 

without ambiguity, the mutually beneficial elements of a focused staff and professional development 

program. 

 

The ―philosophic foundation‖ also requires a bi-lateral acceptance (administration and staff) to the 

focused intent of a staff and professional development program.  Activities must not be random; 

there needs to be a connection between the organization’s mission, its aspirations, (planning), its 

needs, and the goals of individuals, cohort groups of employees, and the evolving nature of 

professional expectations in a dynamic, educational environment. 

 

The co-joining of commitment and philosophy will lead to greater outcomes benefiting both the 

individual and the institution, thus reinforcing the value of continued, and expanded, resources 

available for staff and professional development. 

 

A.  Philosophic ―Platform‖ for Staff and Professional Development 

 

In an Educational institution, especially the dynamic environment of a public, comprehensive 

community college, staff and professional development operates on three levels: 

 

1. Personal – That to which an individual aspires as a ―professional.‖  It includes the 

definition of personal aspiration; it includes values development; it enables a better 

sense of self-awareness in not only ―what‖ one wants to be or achieve; but also  

―how‖ one’s styles, skills sets and values need to be understood, nurtured and 

developed to create the personal fulfillment critical to professional success.  This 

level of development is very unique and requires openness, trust and integrity.  Yet, it 

is a core element in proceeding to other phases of growth and development, for 

without full knowledge of self, the building process may not match up with the 

capability, capacities and needs of the individual. 
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2. Pedagogical or Knowledge Level – This dimension of staff and professional 

development has sub-levels that include skills and knowledges generic to the macro 

responsibilities of a teacher, an administrator, a support staff person.  But, more 

substantive than this is moving to the next pedagogical levels of specific disciplines 

(teachers) or functions (administration and support), where knowledge (substance) 

and skill sets (tools, methods) can be generally applicable in a context of cohort 

behavior.  And, even more specific is individual, pedagogical depth or skill 

development relating directly to acquiring knowledge or skill that is specific to a 

specialized discipline, a single cause or teaching methodology; or, a skill or 

knowledge pertinent to an operational practice. 

 

This pedagogical level is the most common one that is targeted by ―staff and 

professional development‖ programs.   Yet, it is also extremely challenging to make 

actively ―relevant‖ to large numbers of staff since its target can be highly personal or 

individualized.  A common error in professional development programs is the dilution 

of pedagogical or knowledge level programs in order to make the activity ―relevant‖ 

or ―attractive‖ to a broader audience.  Yet, too often, the outcome is that the 

experience is too generic and, thus, irrelevant to many. 

 

3. ―Professional‖ Level Development – The term ―professional‖ is often misunderstood.  

For many it implies that certain tiers of employees are ―professional‖ where others 

are not.  This view compounds the confusion over what constitutes ―professional 

development‖.  Is it for me?  Am I included if I am not faculty or administration? 

 

In reality, in a higher education institution particularly, the ―professionalization‖ of 

all, regardless of the role or level of their responsibility, should be the focus of a 

―Professional Development Program‖ (note: this time I excluded the word ―staff‖ so 

as to  not imply that there were two groups being served!)  Being ―professional‖ is 

made up of key factors: 

 

a. Striving to be the very best at what one can be in any role. 

 

b. Being consistent in the performance of one’s duties. 

 

c. Maintaining the highest standards of ethics and practiced values in dealing 

with students, clients, co-workers and the general public. 

 

d. Actively pursuing better knowledge and skills in the performance of one’s 

duties and responsibilities. 

 

e. Actively engaging in interaction with co-workers to determine better ways to 

achieve the mission, vision and goals of the organization. 

 

f. Pursuing assessment and critique about performance to enable continuous 

improvement to occur. 
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g. Striving to demonstrate by example, leadership, both direct and indirect, that 

becomes the benchmark standard by which all others can judge their 

achievements. 

 

The ―professional‖ is one who asks questions; but also develops solutions. 

 

The ―professional‖ never accepts the status quo; but believes in continuous growth and 

improvement. 

 

The ―professional‖ leads by example and through inspiration. 

 

The ―professional‖ practices the highest level of ethical behavior and is grounded in the strong 

values of respect and tolerance. 

 

The ―professional‖ is self-confident, not arrogant; is active, not passive; is inquisitive, not 

argumentative; is supportive, not condescending; is strong, not overbearing. 

 

Conclusion:  As organizations develop through the first decade of the 21
st
 Century, it is critically 

important to give all employees clear support for ―professional development‖ at all levels.  The 

―fundamental commitment‖ on both the individual’s part and the organization’s is essential; but 

beyond that, an understanding of a ―philosophic platform‖ and a recognition of the ―multiple levels‖ 

of professional development is critical.  Once these concepts are in place, an effective, focused, well-

resourced and productive organizational professional development program can evolve. 

 


