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Professional Development Contract Submission for Part-Time Faculty 

 

1.  Log into Faculty eServices and select the “Prof. Development Contract” link. 
 

 
 

2. Add Professional Development Workshops, Online, Media, Self-Designed and Arranged Activities 
to your PD contract.   

 

 
  

Click on this link 
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3. Select Step 4 (or the “Enter Hrs & Submit” tab) to view your contract.  When you have your proposal 
or final contract ready to submit, click on the “Submit to PD” button to submit your PD proposal (by 
September 15) or your completed PD contract (by December 1) to the Professional Development 
office. 
 

4. If you change any of your Self-Designed or Arranged activities during the academic year, go to Step 4 
and click on the “Revise” link next to each code to update your information.  When you revise or add 
Self-Designed or Arranged activities, do not delete what is already in the textbox unless you wish to 
do so because you did not complete the activity.  Continue to add additional activities by typing 
them into the textbox below the text you have already entered.  Click the “Save Changes” button 
each time you make an update to your contract.   
 

 
 

5. In order to be paid in time for the December pay period, part-time faculty need to submit their PD 
contracts by December 1st for the fall semester; otherwise, the deadline is the first day of final exam 
week, which is December 12, 2011, as per the Palomar Faculty Federation (PFF) Agreement.  If a 
part-time faculty member submits his or her PD contract after that date (first day of final exam 
week), then he or she will need to go through an appeals process in order to receive payment. 

 
Please remember to confirm the completion of your Professional Development activities by 
December 1st.  PD pay will be included in your December 20th paycheck. 

 
 

 

 

The PD Hours Completed 
MUST be filled in to get 
paid for eligible PD hours. 
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