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AAS PROFESSIONAL DEVELOPMENT SUPPORT and PLANNING (PDSP) 
Last Reviewed June 2012 

AAS Mission Statement  
The Anglo-American School of Sofia is a diverse and friendly school providing a vibrant, quality education preparing 
students to be responsible citizens and life-long learners. 
 
Purpose 
The purpose of Professional Development Support at AAS is to provide faculty members with professional development 
opportunities to deepen their understanding of current research and trends in education; to improve instruction and 
assessment methods; grow professionally; and to grow in areas which address specific school program goals and 
initiatives. The purpose of these guidelines is to ensure clarity of PD support, fund allocation, and support fair and 
transparent allocation of PD support. This document was prepared, vetted and reviewed by a PD Action Group that 
included representation from a variety of areas within the AAS faculty. It has also been reviewed by the school’s 
leadership team. The essence of the guidelines were informed by a variety of practices in international schools, a 
accreditation report indicating the school needed to improve its PD planning, and the current resource capabilities of 
the school. 
 
Particulars 
Aside from professional work at school via collaboration with colleagues, self-reflection, specific professional meetings, 
professional development may take several other forms including workshops, seminars, meetings, courses, conferences, 
or other legitimate professionally enriching activities that: 

 have a clearly defined purpose 
 

 are designed to improve the professional competency of the participants or their expertise in the discipline they 
work with 
 

 are related to a school or personal professional goals identified in the GRASP (AAS Growth Reflection Appraisal 
and Supervision Plan) 
 

 provide clear opportunity for personal growth that will impact AAS in a positive manner 
 
Professional Development Funding 
Professional development funding has several facets including: 

1. Specific School Initiatives / Goals: Each school year some PD funds are set aside to support specific school goals. 
This may take the form of bringing in “experts,” attending relevant local conferences, community reads, specific 
resources, webinars and targeted online courses to name a few. 

a. This type of funding support usually involves large groups, if not the whole faculty. 
b. Generally this type of PD involves limited or no monetary cost to the participants. 
c. These opportunities are generally related to specific opportunities earmarked by the school and shared 

with the school by March 1, with a March 31 deadline to apply for the following school year or 
upcoming summer. 

d. The Curriculum Coordinator (Director of Teaching and Learning) has a significant role in the planning and 
selection of the PD related to “Specific School Initiatives / Goals.”  

 
2. Required Professional Development: This refers to PD that an external organization may require mandatory 

training. For example, some Elementary math programs may require that a certain percentage of teachers are 
formally trained in a specific program and our work related to Real Spelling may need to be supported. Another 
such example is the International Baccalaureate Organization (IBO) also has some specific requirements that 
may require schools to have faculty participate in a specific workshop. On the administrative side the school may 



 
Англо-американско училище в София / The Anglo-American School of Sofia  

Page 2 of 5 

 

-To accomplish great things we must not only act but also dream; not only plan, but also believe. – Anatole France 

need specific training on an accounting or systems related program. There may be other times when the school 
deems that an individual or group shall engage in specific training that will assist the school. 

a. This type of funding support generally effects individuals or small groups. On rare occasions it may 
involve large groups. 

b. Generally this type of PD involves limited or no monetary cost to the participants (some or all of the 
“Personal Professional Development Support” (800.00 Euros) may be needed to supplement costs of 
“Required Professional Development.” 

 
3. Personal Professional Development Support: Each full-time faculty member is eligible to apply for a total 

amount of 800.00 Euros per year from the “Personal Professional Development Fund” for approved professional 
development activities.  CTA’s and Administrative Support Staff are eligible to apply for a total amount of 200.00 
Euros per year from the “Personal Professional Development Fund.”  Part-time faculty and faculty hired after 
the start of the school year may apply for a prorated amount according to the actual time they are employed 
during the school year. Funding of the PD Fund account is always contingent upon adequate budget availability. 
PD amounts are not transferable with other employees. Teachers who have not used a total of 800.00 Euros in 
any given year may apply for additional funds in subsequent years, for up to a limit of 2400.00 Euros or three 
years. Thus, in practice, each full-time teacher can apply for up to 800.00 Euros of professional development per 
school year.  Permanent part-time teaching staff receive a prorated amount based on their workload.  Faculty 
that is on a contract can accrue these funds for three years.  Funds are to be used only for PD and are subject to 
the approval of the administration.  Any unused portion after the 3-year period is removed from the teacher’s 
PD account. 

a. Aside from our regional CEESA conference, such PD funds may not be used for activities taking place or 
completed after January 1 of a teacher’s final contract year. 

b. July 1st is the beginning of the “fiscal year” for PD requests. 
c. Any per diems etc. are included within the 800.00 Euro / 200.00 Euro personal professional 

development support. 
d. Often personal professional development goals and school goals are inextricably related. Thus there 

may be times that require the personal professional development support (800.00 Euros / 200.00 Euros) 
be used to supplement costs associated with engaging in PD related to school goals. For example, when 
travel costs constitute a notable portion of the PD costs. 

e. With careful planning Personal Professional Development Support funds may also be pooled by groups 
of faculty and staff. For example, a particular department may wish to visit a school together or invite an 
expert in for specific training. 

 
4. Personal Professional Development Funding for Extensive Programs: On rare occasions, the school may help to 

fund a portion of an individual’s program, which may then require that the individual increase the length of their 
current contract. Such special funding is to be reviewed by a Professional Development Review Group to help 
determine fair distribution and allocation of such funds. 

a. Such PD support may involve teachers extending a contract length, or paying back the school a pre-
determined amount should a teacher need to leave the school prior to fulfilling the pre-determined 
contract extension. 

 
5. In House Professional Development: Our colleagues are a great professional resource. Some professional 

growth opportunities that may be available include, 
a. Mentoring – For example, one may be engaged in an Educational Leadership program and may wish to 

engage in special meetings related to the above, say with one of the principals, the curriculum 
coordinator or director 

b. Practicum Support – For example, one may be engaged in a program that requires a practicum 
supervisor, this is common in counseling, administrative and literacy training programs 
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c. Professional Read – A smaller group of people may wish to engage in a targeted read related to a 
specific aspect of learning and teaching. 

 
Further details of PD funding are as follows; 

 PD Funds are not available to faculty members who are on unpaid leave of absence from school. 
 

 PD Funds are not an entitlement; they represent monies budgeted to support general professional development 
at AAS. Final decisions regarding the allocation of PD funds ultimately rests with the Director. Some reasons a PD 
request may not be approved are limited availability of substitute teachers and length of time away from 
students. 

 
Application for Professional Development Support Guidelines 

 Prior to the enrollment/registration in any PD initiative, each faculty member must submit to his/her Division 

Principal an application stating his/her reasons for participation in the activity, total estimated cost, and amount 

of funding requested. To help with organization and understanding the Professional Development Support 

Request Form must be used. Approval or disapproval authority rests with the Director, in consultation with the 

Principal, Curriculum Coordinator and Business Manager. 

 

 Absences from school will be at the Principal’s discretion, depending upon substitute availability and overall 

impact on the normal instructional program. If the absence is approved, substitute costs will be paid by the 

school. 

 

 If there are too many requests for a particular date (for example our regional conference, CEESA, may attract a 

particular large number of candidates, as could local conferences in Sofia), the Director will make the final 

decision regarding attendance. 

 

 It is expected that professional development activities are relevant to the faculty member’s current role or 

projected future role at AAS. AAS always reserves the right to determine the appropriateness of such activities. 

 

 Arrangements such as registration, transportation and hotels will be arranged by the business office working in 

tandem with the person receiving PD funds. 

 

 The applicant for PD funds will receive an update within two weeks from the date of application.  If an 

applicant’s request is turned down, the principal or director will provide an explanation. 

Requests not Approved 

 Realistically, times will arise when a Professional Development Support request will not be approved or 

recommended. Generally reasons for requests not being approved or recommended include, lack of substitute 

teachers available, number of faculty and staff away, funds available, unclear relevance to school goals and time 

away from students and role at school. The person’s direct supervisor will follow up in person regarding 

unapproved requests.  
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Payment / Reimbursement Guidelines 

 For planning ease and fund management, once a PD request is approved the school will make all necessary 

registration, travel and accommodation arrangements. In the case of the Personal Professional Development 

Funding one may wish to make arrangements by themselves. 

  

 The total cost of the PD event is projected and the recipient will be given the total amount from the business 

office along with an itemized statement.   This includes per diem expenses not covered during the event; taxi 

travel on the days of travel to/from Sofia (and PD event-related travel); hotel; workshop fee; and for other costs 

deemed necessary by the business office. 

 

 PD Funds must be paid back if a faculty member does not complete the entire workshop, course, etc.  For some 

PD activities, it may be necessary to provide proof of completion (e.g., certificate of completion from an IB 

course). 

 

 Each faculty member must prepare a statement of expenses and present receipts of all expenses required by the 

business office incurred in the participation in the event/activity for corresponding reimbursement.  The 

business office will indicate the costs that need to be accounted for when PD funds are handed over to the 

individual. 

 

 All professional development activities must receive prior approval. In the rare occasions where this is not 

possible at the time, reimbursement of any funds will be up to the school’s discretion. 

 

 Certain members of faculty and staff who are accustomed to splendor and luxury in hotel rooms, in-flight meals 

served on bone china, and the services of domestic help will be apportioned supplemental funds for such 

upgrades.  To become eligible for Platinum PD Funding™, faculty and staff must present genealogical papers 

(indicating relation to Royalty from at least two countries) to the Director, submit two letters of 

recommendation from persons of distinction, and be able to identify grape varieties – and their provenance – in 

a blind taste test of both New and Old World wines. NB: This point was submitted in the name of levity by the 

PD Action Group 2012. Thus this bullet point is merely here for mild entertainment value. It is not real. 

Supplemental Funding 

 In the case that the costs of a PD event are more than the funds available to the applicant, the school will cover 

the extra costs, deducting these later from the PD recipient’s monthly paycheque.  The applicant and business 

office will come to an agreement of how much will be deducted from each paycheque. 

 

 In some cases, the Director may approve an advance from the subsequent year’s PD allocation. 

 

 In very exceptional cases where funds available to a teacher are exhausted, he/she may apply directly to the 

Director for additional funding from a limited Supplemental Fund (as yet to be determined), to be allocated as a 

mini-grant or loan.  Procedures for application for a professional development mini-grant or loan are available 

from the Director. 
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PROFESSIONAL DEVELOPMENT SUPPORT REQUEST 
The Anglo-American School of Sofia is a diverse and friendly school providing a vibrant, quality education preparing students 
to be responsible citizens and life-long learners. Professional development is one way to support life-long learning. 
 

 Step 1: Request Details 
Name: Request Date: 

Name of Course / Program / Conference etc: 

Location: Date(s): 

Date(s) Away from School (if applicable): 

 

 Step 2: Professional Development Details 
Course / Program / Conference etc Description: 
 
The purpose of participating in this professional development is… 
 
Relevance to school goals, school initiatives and personal professional goals… 
 
How will you share your learning with your colleagues? 

Tuition / Fees: 
Travel Costs: 
Other Expenses, if Any: 

Total of Estimated Costs: 
 

 Step 3: Submit this form to your division principal or if applicable the ICT Manager or Business Manager. 
 

 Step 4: Review and Approval Details (Teachers and CTAs) 
        

Principal:  Recommended  Not Recommended Principal 
Signature: 

 
Date:      

       

Director:  Approved  Not Approved Director  
Signature: 

 
Date:      

 

Review and Approval Details (Administrative and Support Staff) 
        

Business or ICT  Recommended  Not Recommended Business or ICT Manager 
Signature: 

 
Date: Manager:     

       

Director:  Approved  Not Approved Director  
Signature: 

 
Date:      

 

 

 Step 5: PD request form returned. If approved see the business office to make the PD arrangements. 
 

Additional Notes (If Applicable) 
 

 

cc: Applicant via Principal 
original: Applicant File 

 
Form Last Reviewed April 2012 

 


