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INTRODUCTION

Thismanud isaguidefor school digtrict personnd wishing to propose a Professond Devel opment
Courseto The Citadd. It setsforth the standards, asoutlined inthe“ Criteriafor Approva” (Attachment A
- FY1) for Professonal Development Courses, that must be met in order for a course to be approved for
graduate credit. These include ingtructor quaifications, course requirements, and access to library and
technology resources. Each requirement must be met prior to acourse being approved for graduate credit.

Philosophy

The Citadd iscommitted to serving thelearning needs of education personnel and membersof other
organizations and agenciesthrough avariety of programs. Professond Development Courses (PDC) are
one means of doing so. These courses are typicaly designed to provide teachers, other education
personnel, and employees of other organizations with current, and generally gpplied knowledge and skills
not typically availablein agraduate degree program. In genera,, the distinction between agraduate degree
course and aPDC isthat agraduate degree course isfocused on developing the theoretical framework of
the discipline. A PDC assumes a working knowledge of the appropriate framework and focuses on a
specific gpplication that enhances the student’ s ability to apply theoretica knowledge.

Distinction Between Professional Development Courses
and Continuing Education Courses

A PDC isacoursethat earnsthe successful student aspecified number of graduate credits (usudly
3). Credits earned through PDCs are not accepted for meeting graduate degree requirements at The
Citaded. The Citadd, therefore, cannot revaidate Professond Development Courses.  Continuing
education courses earn no graduate credit and are not accepted in adegree program. Ingenera, PDCsare
more rigorous, time-consuming, and demanding than are Continuing Education Courses.

Student Status

A student who takesa Citadel PDC isnat, by virtue of doing so, admitted to The Citadel’ s College
of Graduate and Professond Studies. Admission to a Citadel graduate degree program is by separate
gpplication and requires submission of aprescribed set of gpplication materiads. These materials can be
obtained by cdling 843-953-5089.



REQUIREMENTSFOR
AN APPROVED PROFESSIONAL DEVELOMENT COURSE

Because PDCs earn graduate credit and are accepted by some ingtitutions toward a degree
program, the requirements for the courses are those that must be met for an on-campus graduate degree
course. These requirements include the following:

I nstructor’s Qualifications

Normdly it isexpected that theinstructor will possessthetermind degreeinhisher discipline. If the
ingtructor does not possess the termina degree, a combination of academic qudifications, professona
experience, and specidized training in the course content must be documented prior to the course being
approved. Inno casewill aningructor be gpproved who does not possessaminimum of amaster’ sdegree
and extensve professond experience plus specidized training in the course content.

It is the responghility of the submitting educationd ingtitution to document that the proposed
ingtructor meets The Citadd’ s requirementsto teach agraduate level course. This documentation must be
provided in the indructor's vita with additiond documentation provided if necessary.
The qudifications of the proposed ingtructor will be reviewed by the Professond Development Course
Committee, congsting of faculty members and the Dean of the School of Education.

Each ingructor of aPDC is consdered an adjunct faculty member of The Citadel. An dbridged
verson of The Citadd’ s Adjunct Faculty Manual will be provided to each ingtructor.

I nstructor’s Curriculum Vitae

Each proposed course must contain the ingructor’s vita, plus any additiona documentation
necessary. Please see Attachment C for the items that must be included in each vita

Course Scheduling

It is recognized that there are gppropriate formats to teaching graduate courses other than the
traditional three hours per week for 15 weeks. However, it is required that a minimum of 45 hours of
indructiond time be scheduled for each course. It is the responghility of the submitting educationd
ingtitution to justify the course format as appropriate for meeting the course objectives.

The Citadd requiresthat al courses following a non-traditiona class schedule must adhereto the
Southern Association of Colleges and Schools requirement that



“coursesoffered in non-traditiona formats, e.g., concentrated or abbreviated time periods, must be
designed to ensure an opportunity for preparation, reflection and anadysis concerning the subject
matter. At least onecaendar week of reflection and andysis must be provided to sudentsfor each
semester hour of graduate credit awarded.”

For example, if fewer than three weeks of coursework are proposed for athree-credit hour course, other
means must be planned to ensure continuous and sustained ingruction, reflection, and andyss over the
remaining week(s) or beyond, through such means as schedul ed on-line discuss on groups: specific, required
postings to a Web site for critique and commentary by the instructor and/or students enrolled in the class,
ingructor viststo sudent classroomsfor observation and conferencing; and regular scheduled feedback on
student projects.

Theimportant eement of this requirement is that the course be designed and scheduled to ensure
aufficient timefor the sudentsto master the course content and meet the course requirements. Coursesthat
do not follow the traditiond format or the aforementioned three-week format will be consdered on a
course-by-course basis.

Course Syllabus

Each proposed course must contain asyllabus. Please see Attachment B for ingtructions concerning
thisitem.

Availability of Library and Technology Resources

Each dte that hogts a Citadd PDC must provide access to adequate library resources and
technology resources, if appropriate for the course.

Accessto library resourcesis criticd for effective graduate education. The Citadd isfortunate to
have most of its library resources available ontline. Students may aso request inter-library loan materid
on-line. The contents of more than 600 full-text journals are available on-line.

It isthe respongbility of the submitting educationd ingtitution to document how students will have
access to appropriatelibrary resources. If requested and if feasible, arepresentative of The Citadd library
will attend a class sesson to explain how to access the library’s resources. If the class involves the
application of technology, computers, or multi-media. The submitting educationd indtitution must document
that sufficient equipment is available for each student.

Student Accessto Faculty

Each PDC sudent may request ass stance from faculty membersin hisher discipline. Attachment E
Providesthe tel ephone numbers, e-mail addresses, and fax numbers of each Citadd department heed, dong



with other relevant information. Department heads may be contacted for consultation regarding appropriate
faculty membersin particular aress. If the name of a particuar faculty member isknown, hisher telephone
number and e-mail address arelisted in The Citadd’s

telephone directory or may be obtained by cdling the College of Graduate & Professional Studies at
843-953-5089.

Course Evaluation

A number of steps are involved in the course evauation process. These are described in the
following comments.

1.

2.

Course Approva Process. Each proposed courseisreviewed to assureit meets The Citadd’s
requirements. Any course that does not meet al requirements will not be approved.

Student Evauation Requirements. Each proposed course syllabuswill be examined to ensure
that it contains appropriate methods for eval uating student learning. Those that do not will not
be approved.

Student Evaluation of Ingtruction. Each PDC cdlassmust be evauated by the sudentsusing The
Citadd’ s Evduation of Ingruction form and questions.

The ingdructor must complete and return the “Ingructor’'s Evauation of Professond
Development Course” form (Attachment D). The Professiona Development Coordinator will
provide this form.

It must be understood by the submitting organization that a representative of The Citadd may
make unannounced visits to a class for the purpose of evauding it.

When to Submit a Proposal

Since the Professiond Development Course Committee reviews each proposd, and thiscan bea
time- consuming process, proposalsmust be submitted at |east one month prior to the planned starting date.



APPROVAL AND IMPLEMENTATION
OF
DISTANCE EDUCATION PROFESSIONAL DEVELOPMENT COURSES

I ntroduction

The following guiddines shdl be followed in reviewing and implementing al Distance Education
Professonad Development Courses (DEPDC). These guiddines apply for dl methods of ddivering a
distance education course, including video and internet.

Responsibilities of the Educational I nstitution Proposing the Course

1. A request to offer aProfessona Development Course, the course syllabus (Attachment G),
and adetailed class schedule must be submitted to the Coordinator of Professond
Deveopment courses at least one month prior to the desired starting date of the course.
There must be at least two “on-Ste’ meetings with the indructor: 1) the first day of dlass,
during which The Citadd’ s registration should be conducted and 2) the find day of class,
during which the Student Evaluation of Ingtruction should be conducted.

2. Inaddition to avita (Attachment C) and transcript of the ingtructor’ s highest degree, a
complete description of the ingtructor’ s experience and background in both the content area
and in distance education courses must be provided. In cases where the instructor does not
posess atermind degreein the content area, this description will weigh heavily in the review
Process.

3. Therequest to offer a course through a distance education medium must provide detailed
information on the following:

a. How students will be provided accessto the ingtructor on a frequent and timely
basis.

b. How students will be provided accessto The Citadd Library and, through its
off-campus web, access to its catalog and databases, its inter-library loan and
article delivery services, and other library resources.

c. How students will be provided access to computer resources, if appropriate.

4. Incasesof multiple Stes, arrangements must be made for each Site to receive the student
evauation of indruction forms and for the completed evauations to be returned to The
Citadd.



5. For courses with multiple sites, arrangements must be made for the adminigtrative evauation
of the course to be completed at each site and returned to The Citadd.

6. Theingtructor must pay specid atention to how students' work will be evaluated and
returned in atimely manner. This must be completely described in the syllabus.

Responsibilities of The Citadel

The Citade will review the requested course in an expeditious manner congstent with maintaining
academic standards and in accordance with the “ Criteriafor Approva” (Attachment F-FY1) for Distance
Education Professona Development Courses. Thisreview will conss of the following:

1. A review of dl submitted materid will be conducted to ensure that it is complete. This will
include areview of the proposed instructor’ s academic credentids and experiences. If the
courseis gpproved, the instructor will be granted adjunct faculty status.

2. A review by atechnology specidist will be conducted to ensure that the course ddivery,
sudents accessto theingtructor, and ingtructor’ sfeedback method to students aretechnicaly
feasible and appropriate.

3. The Dean of the School of Education shal have fina approva on dl proposed Professona
Development Courses.



