Methods to Fulfill 12 Hour Annual Faculty FLEX Requirements


 SHAPE  \* MERGEFORMAT 



“Passport”


+


Absence Authorization ScanTron





Absence Authorization ScanTron Forms


Fill in bubbles in pencil.  Do not cross out or check mark!


Do not staple anything to ScanTron form.





Documentation 


to faculty file in 


Office of Instruction





Obtain PD Activity “Ticket”  


to document participation





Obtain “Passport” 


to document participation





IPD  final signatures and documentation  


+ 


Absence Authorization ScanTron





Professional Development  sponsored activity





Professional Development Day





Independent Professional Development Plan (IPD) 





Faculty Member


(12-hour annual FLEX commitment)





Division Chair/ Supervisor signs verifying accuracy of FLEX hours 





Documentation


+ 


Signed Absence Authorization ScanTron


(Do not staple!)





“Ticket” 


+


Absence Authorization ScanTron











Office of Instruction 





Absence Authorization Form to HR for data input





Obtain PD Committee approval for IPD








Complete IPD activity and obtain documentation of completion








ALL Absence Authorization ScanTron Forms and documentation go to the Office of Instruction regardless which supervisor signs the form. 
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