Professional Activities Form

Calendar Year 2009 Instructions

The Professional Activities Form (PAF) for the 2009 calendar year replicates the content of last year’s form.  Additionally, to allow for clarification to the detail you may choose to provide, three items have been expanded while an additional question specific to advising has been added to Section III – Institutional Service. The template was created by the Office of Institutional Research to assist the Faculty and the Academic Affairs Division.  
Please make note of the following:
Completing the Professional Activities Form

1) Your individual form is “preloaded” with several important details, including:

· your name;
· your academic department;
· your different course preparations throughout the calendar year;
· your rank; and,
· your number of advisees (the total number of students who have been your advisees throughout the calendar year, regardless of whether or not they are your advisees at the current time. Note: the count is unduplicated, that is, if you advised a student in the spring and again in the fall, that student is counted once).
2) If there are any discrepancies, please make note of them in the appropriate field in question I.1 and/or change those items that were preloaded as drop-down menu responses.
3) You will be able to modify all of the response and drop-down menu sections.  However, all of the other text and form formatting have been purposely locked.  
4) You may respond to an item and proceed through the document at your leisure, in any order you choose.
5) Response options are provided in two formats:

· Free-form comment fields; and,

· Drop-down menu options.
6) Drop-down Menus

Please select the most appropriate answer from the drop-down menu option.
7) Free-form comment fields
· All free-form comment fields may be modified and will automatically expand to match the content you include;

· There is no limit to the number of characters and words that may be used in a free-form comment field.  Please include any detail that describes your professional activity for the referenced item;
· To enter your responses in the free-form comment fields:  TRIPLE CLICK the gray response section. This will highlight the text in the comment box and permit you to enter your responses (while simultaneously deleting the response “prompt”);
· You may also simply place your cursor in the gray response section and enter your response;
· Although it is not necessary, you may prefer to delete the response “prompt” in the free-form text fields.  Deleting the prompt will have no affect on the entry – the field will remain in its original location – but it will prevent the prompt from cluttering your own comments.
8) If a professional activity question has no applicable response, please respond with “N/A”.

9) Please SAVE your work routinely.

Submitting Your Professional Activities Form and Supporting Materials

1) When you have completed your Professional Activities Form, please submit an electronic copy of the PAF to Don Stauffer, dstauffer@vwc.edu in the Office of Institutional Research. 

2) Likewise, you should submit printed copies of your PAF and supporting materials to Mrs. Judy Tinsley, Executive Administrative Assistant to the VPAA/Kenneth R. Perry Dean of the College.

3) Supporting materials include: publication materials, research materials, tests, syllabi, and any other additional materials you believe are germane to your professional activities record.

4) Once the electronic copy of the PAF is submitted, the Office of Institutional Research will place it in a network folder where it can be reviewed by the appropriate Division/Department Chairs and Academic Dean.

5) If you have any questions while navigating the form, please contact Don Stauffer at x3384 or Bryan Price at x3401.  Questions regarding the requirements associated with the PAF or its content should be directed to your department or division chairs.
6) Please remember: an electronic copy of the PAF is to be submitted to the Office of Institutional Research; printed copies of your PAF and supporting materials are to be submitted to Mrs. Judy Tinsley.

Due Date
Please submit all electronic and print materials by Tuesday, January 5, 2009.  
PAGE  
2

