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PROFESSIONAL GROWTH PROGRAM – CONFIDENTIAL, MANAGEMENT, AND 
SUPERVISORY EMPLOYEES  

4406 

 
The Professional Growth Program provides confidential, management, and supervisory employees 
opportunities for continued professional development to encourage and assist in the development of 
increased competence consistent with the institutional mission and goals of the Board of Trustees. 
 
PROFESSIONAL GROWTH PROGRAM – CONFIDENTIAL, MANAGEMENT, AND 
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Applicants seeking a professional growth salary increment or a professional growth leave shall submit a 
written request that includes the applicant’s professional growth goals and objectives and an explanation 
of the benefits to the employee and the District.  In the case of leave requests, a plan to assure effective 
continuation of functions and operations in the absence of the applicant shall be included. 
 
Applications for professional growth shall be made through the employee’s supervisor who shall 
determine the feasibility and appropriateness of the request, and shall present it to the appropriate 
Assistant Superintendent/Vice President with a recommendation for approval or denial.  The Assistant 
Superintendent/Vice President shall present the request to the Superintendent/ President with a 
recommendation for approval or denial.  The Superintendent/ President shall either approve or deny the 
request. 
 
Guidelines 
 
A.  Professional Growth Salary Increment 

1. College-credit courses appropriate for approval must, through the nature of the majority of their 
content, be capable of enhancing competencies and knowledge within the job field of the 
employee. 
 

2. Workshops or seminars (non-college credit) are appropriate for approval if they are designed to 
teach skills directly related to the employee’s current position and/or to provide growth 
opportunities within the employee’s field of employment or responsibility. 
 

3. Consideration for credit may be given to special courses at the request of employees who are in 
areas where professional growth courses, seminars, or workshops are not available. 
 

4. Credit may be allowed for professional growth for courses, workshops, or seminars only if they 
are attended outside of the employee’s regularly scheduled work hours. Subject to review and 
approval of the Superintendent/President, Assistant Superintendent/Vice President and 
employee’s supervisor, credit may be allowed for participation in approved courses, workshops, 
or seminars that are attended during the employee’s vacation days and/or in the case of 
confidentials and supervisors, they may also use periods of compensatory time off. 
 

5. Credit may not be allowed for participation in Ccourses, workshops, or seminars when the 
District pays any part of the employee’s costs or fees even though it may be scheduled outside the 
employee’s regularly scheduled workday. 
 

6. Confidential, management, and supervisory employees may not receive credit for courses 
completed prior to July 1, 1998, or that have not received prior approval. 
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7. Credit toward salary increment may be earned in the following ways:  
 

a. College credit unit – one unit of credit shall be granted for each unit of an approved college 
credit semester course successfully completed at an accredited college or university. 

 
b. Non-college credit unit – one unit of credit shall be granted for 18 hours of verified and 

approved coursework completion. 
 

This also includes approved courses, workshops, or seminars. 
 

c. Satisfactory completion – to receive credit for a course, there must be evidence of at least a 
2.0 or C grade (for college-credit courses) or other written evidence that the course, workshop 
or seminar was successfully completed (for non-credit college courses). 

 
8. Management, supervisory, and confidential employees shall be granted a 2% salary 

increase upon completion of twelve (12) units of approved work. 
 

a. No more than one 2% salary increase shall be granted per fiscal year. 
 

b. No more than a total of five 2% salary increases shall be given to any one employee. 
 
B.  Professional Growth Leave 
 

1. Confidential, management, and supervisory employees employed and working on a full-time 
basis may, after six years of District service, apply for a paid professional growth leave. 

 
2. A paid leave may be compensated at up to 90% salary with no reduction in benefits.  

Compensation paid to the employee on leave would be the difference between the regular salary 
and the cost of replacement(s).  Professional growth leaves shall not cause any additional expense 
to the District, except as approved by the Superintendent/President. A written report of activities 
and outcomes related to documented goals and objectives, with a plan for implementation, shall 
be submitted to the Board of Trustees within 60 days of the employee’s return to campus. 

 
3. Upon completion of the leave, the employee must serve the District for at least twelve months.  If 

the employee does not return to service for the additional twelve months, he/she must repay the 
District for all salary and fringe benefits received while on paid leave. 

 
4. No more than one professional growth leave may be granted to a any one confidential, 

management, or supervisory employee in any six month period. 
 
5. Up to two professional growth leaves may be granted in any one fiscal year to the confidential, 

management, and supervisory group as a whole. 
 
(Approved: 8/7/84) 
(Revised:  10/20/87, 9/1/93, 5/5/99, 10/6/99, 7/10/02) 
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