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PEP Advisory Committees 
 
 

PARA Advisory Committee: 
 
Name Position Location Phone 
John Goebel Assistant Director Special Education X 1145 
Tina Isakson SLPA Delong, Geiger, Larchm X 2330,2340 
Rosalind Johnson SPED Para Edison Elementary X 1848 
Connie Koontz Vision Program Para Grant Elementary X 5410  
Cathy Martin CPD Coordinator CAB 4th FL X 1157 
Barb Randall-Saleh Union President Para Federation  473-2033 

970-6561 
Lisa Van Hagen SPED Para Hunt  X 2442 
TBD (2) Vacant Positions   
 
* Most paras do not have access to phones in their classrooms so the best way to get in touch with them is to leave a message in the main 
school office.  They are good about delivering them the messages. 
 
OPPT Advisory Committee: 

 
Name Position Location Phone 
JoAleen Ainslie P-Card Coordinator (PT) 

OPPT President 
Purchasing Dept. X 3385 

Mark Craypo Comp.Tech (PT) Willard Resource Ctr X 3561 
Janet Caldon Secretary CPOD (OP) CAB, HR X 1061 
Sandra Green Secretary (OP) Sherman Elementary X 2255 
Carol Lowenstein Scheduling Secretary (OP) Jason Lee X 1395 
Cathy Martin Coordinator, CPD CAB HR X 1157 
Bonnie McGuire Director, Classified Svcs, HR CAB HR X 1245 
Connie McGuire Secretary, SpEd CAB X 1225 
Donnie Mitchell Library Technician Willard X 3513 
Greg Whiteman Exec. Director of Instructional Tech CAB X 1160 

 
Roles and Responsibilities 

 
The Office of Classified Professional Development shall involve Office Professionals, Professional 
Technical Employees and Para-Educators in planning and offering professional development for 
bargaining unit members.  Two Professional Development Advisory Committees were formed for this 
purpose.  Committee responsibilities include, but are not limited to the following: 
 

• Make recommendations for staff development offerings designed to utilize the expertise of the 
participants to provide the content of the class (user groups, etc). 

• Assist with the production of the annual OP/PT and Para-Educator conferences. 
• Survey and evaluate current trends in Professional Development.  
• Serve as communication link and representatives to association members. 
 

* If you are interested in joining one of the Advisory Committees please contact Cathy Martin, Coordinator Classified Professional 
Development, 571-1157. 
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Professional Excellence Program 

General Information 
 
The Professional Excellence Program (PEP) is designed as a collaborative effort between the District 
and classified employees to exemplify Tacoma School District’s strong commitment to provide quality 
training opportunities for classified staff.  PEP classes make available comprehensive and diverse 
training opportunities that are designed to build skills and knowledge, enhance work performance, and 
provide opportunities for professional and promotional goals. 
 
PEP classes are offered under a variety of training components.  Components include, but are not limited 
to topics such as:  Office Skills, Communications, Human Relations, Technology Applications, Para-
Educators Today, District Programs and Procedures and Independent Study.  A complete list of 
components and program guidelines and procedures is available in this booklet as well as on the 
Classified Professional Development website. 
 
Frequency of Classes 
 
CPD will make every effort to offer classes in each component at least once each term during the year-- 
more if there’s enough demand.  If requests are received and sufficient enrollment is attained, classes 
may be offered more frequently.  Also, groups of 10 or more from a single or combined work site may 
request a specific class by contacting our office. 
 
Registration 
 
Class offerings will be listed on the website – www.tacoma.k12.wa.us.  Please see directions on how to 
access PEP Information on the District Website on page 8 of this booklet.  A fillable registration form is 
available on the CPD website under forms.  Registration is accomplished by one of the following ways: 
 

• Sending the on-line registration form by interoffice mail to:  
Registrar, Classified Professional Development, CAB, 4th floor.     

 
• Faxing it to: 

253-571-1247 (CPD, Attn: PEP Registrar) 
 

• Mailing your registration form to: 
Tacoma Public School 
601 South 8th Street 
Tacoma, WA  98401-1357 
Attn:  PEP Registrar, 6th floor 
 

 
 
 
 

http://www.tacoma.k12.wa.us/
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Utilization of Inservice Allocation For Additional Work or Professional 
Development Hours Outside of District 

 
Please check one:    PT    OP                       Para   

 
Employees requesting utilization of the negotiated allocated hours of Staff Development for working at their 
regular assignment or attending training “outside” the district, must complete and submit this form to their 
principal/supervisor at least (5) working days in advance of the proposed additional time worked.  No employee is 
authorized, nor will be paid, for more than the negotiated allocation of hours for additional work.  It is the 
responsibility of the employee to keep a record of these hours/days worked.   
 

    Additional work at building.    Comp time        Overtime /Extra Work 
(Paras limited to 6 hours of extra work pay from inservice hours allocation.) 

 
    Attending credit courses.  (Attach verification documentation). 

 
    Attending Workshops and Conferences Outside of District  

(please attach proof of attendance). 
 

    Using Vacation to Attend Professional Development.  (Attach verification documentation). 
         
  

PART I:   
Name:                                                                 ____      Employee ID#:                        
 
Work Location:                                                 _____      Phone Number:                     

 
Date(s) and hour(s) scheduled to work:     
Hours must be submitted in month worked, or as close as reasonably possible. 
Date           TOTAL HRS

Hours        

                      
CERTIFICATION: 
I hereby certify under penalty of perjury that the claim is a just, due and unpaid obligation against Tacoma School 
District No. 10. 
 
Employee’s Signature:  ______________________________   Date:  _________________ 
 

*** To be completed by Principal or Supervisor *** 
     Date of Preapproval:                Principal/Supervisor signature: __________________________ 
 
**To be completed AFTER ALL APPROVED DATES/TIMES ON THIS FORM HAVE BEEN WORKED.  
 
This is to verify that the above-referenced employee worked a total of       hours as indicated above. 
 
Principal/Supervisor signature:  _______________________   Date:  _________________ 
 

****Submit this form (PLEASE NO DUPLICATES) to Classified Staff Development CAB 4th Floor**** 
 
PART II:  Staff Development Office action 
 

Number of hours approved for payment:          

Staff Development Representative:      ____________
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 TACOMA PUBLIC SCHOOLS 

INDIVIDUALIZED PROFESSIONAL GROWTH PLAN 
 

____________  SCHOOL YEAR 
 

 
NAME:_________________________________ POSITION:_____________________ 

LOCATION:______________________________PHONE: ______________________ 

 
Goal Statement: (sample) to purchase a personal computer to increase, advance and improve my 
knowledge and skills in the performance of my job.  
 
Goal 
Statement #1 

 
 

OBJECTIVE ACTIVITIES TIMELINE EVALUATION OF 
OBJECTIVES 
(How will you measure your 
success) 

 
 
 
 
 
 
 
 

   

Goal 
Statement #2 

 
 

OBJECTIVE ACTIVITIES TIMELINE EVALUATION OF 
OBJECTIVES 
(How will you measure your 
success) 

 
 
 
 
 
 
 
 

   

 
Supervisor Signature:  __________________________________ 
 
 



REQUEST SUBMISSION DATE:  
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BARGAINING GROUP:    Check One VERIFICATION OF PEP REQUIREMENTS 

(to be completed by CPD Only) 
Office Professional □ 
Professional Technical □ 

Grade Sheet Attached    □ 

Transcript  Attached      □ 
Summary Statement   □ 

Outside Homework    □ 
Para Educator □  

CPD Coordinator Signature  Date Approved 
  
PEP Credits Processed:  
Date Processed:  

Instructions:  (see IS Guidelines) 
• Fill out application form 
• Attach required documentation 
• Submit to CPD two weeks prior 

to start date (minimum) Processed by:  
 
PARTICIPANT INFORMATION:  PLEASE COMPLETE ALL INFORMATION 
 

Employee Name:  EMP. ID # 0000 
Work Location:  Work Phone:  
Briefly describe how this class relates to your job and/or your professional growth plan: 
 
 
 
 
INDEPENDENT STUDY COMPONENT INFORMATION:   
Course Title  
Component Independent Study Institution (if applicable)  
Start Date  # of Credits/Hrs.  
End Date  Class Start/End Time  
□  Course Syllabus/Description Attached □  Outside homework is required (min. 15 hours) 

□  Dates, times, location, hours included □  Professional Growth Plan attached (current) 
□  Course/Training is a minimum of 30 hours  □  Professional Growth Plan on file in CPD 
 

Your request for PEP Independent Study has been: □ Approved*      □ Denied  
 

_____________________________________________________________  ____________________________ 
 Coordinator Classified Professional Development   Date Request Approved 
 
* If approved:  Upon completion of your Independent Study, attach your grade sheet/transcript and 
summary report/homework to this approved form and return to CPD – 6th Floor CAB.  Your stipend 
will be processed upon verification of requirements (allow minimum 3 weeks for processing of stipend).  
If you have questions please contact CPD at 571-1183 or 1157.   Thank you. 
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Independent Study Guidelines 
 
Examples: 
 Graded College or University course work, Technical College coursework. 

 
PT, OP, and Para employees wishing to pursue alternate course work may submit a request for 
independent study credits (note: Paras are limited to one Independent Study per year).    All proposed 
studies must include:  A description of the course work (syllabus or course agenda) and a copy of the 
employee’s current Professional Growth Plan (please see example under sample forms section).  In 
addition, all course work must be pre-approved through the Classified Professional Development (CPD) 
office.  If approved, and upon successful completion, documentation, and evaluation of course, the 
employee shall earn PEP credit under the Independent Study Component of the Professional Excellence 
Program.  
 

**In order to qualify for approval the following guidelines must be met: 
 
1. Participants must complete the Independent Study Request / Cover Sheet form (see in sample 

forms section) and submit to CPD at least two weeks prior to the class start date to allow 
adequate time for review. 
 

2. Requests for independent study must include a copy of the material that includes the course 
description, course requirements (such as homework and grading, etc.); the number of instructor 
contact hours; dates, times, and locations; and the institution providing the credit.  

 
3. Credit is given for the number of course hours, not to exceed 30 hours.  Attendance is required 

for all hours for which credit is sought. 
 
4. The course must be graded or pass/fail. (Certificate of attendance or completion is not 

acceptable.) 
 
5. The course must require homework or completion of work outside of class time and this work 

must be evaluated for passing or grade.  
 
6. All time spent in class and on homework must be the employees own time.  Courses taken on 

district time do not apply. 
 
7. Upon completion of the course – the following must be attached to the Independent Study 

Request /Cover Sheet and submitted to Classified Professional Development. 
 

1. A summary of the class learning experience (word-processed) – minimum one page  
(or for those who prefer – a copy of the completed outside homework). 

2. Official transcripts or grade documents showing a passing grade in the class (minimum 
2.0) Credit will not be granted without these documents. 

 
Upon review of the above information your Independent Study Stipend will be processed for payment.  
Please allow a minimum of two to three weeks for processing.  
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Suggestions for PEP Classes 
***************************************** 

 
                                                                    

If you have ideas about the kind of PEP classes you would like to see offered please let us know ☺ 
 
TO:  Coordinator, Classified Professional Development Department 
        CAB, 6th Floor 
 
From:  _____________________________________ 
 
Contact Information:  _________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 

Descriptions 
& 

Class Tracking Forms
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COMPONENT ABBREVIATIONS

 
Abbreviation Category 

BM Behavior Management 
CD Child Development 

COM Communications 
DPP District Policies & Procedures 
DS Diversity Studies 

ECE Early Childhood Education 
EI Effective Instruction 

HR/PD Human Relations/Professional Development 
HW Health and Wellness 
IS Independent Study 

OFF Office Skills 
PED Para Educators Today 

TECH Technology/Computer Applications 
 
 

PREREQUISITES:   
Some classes may require prerequisites.  Prerequisites are determined by the       
instructor based on skill and knowledge competencies that are necessary in a 
subject area in order to participate in the class.  All participants must meet 
prerequisites when required unless they are waived with permission from CPD 
and/or the instructor.   
 

CANCELLATION POLICY: 
 

A fee of $10 per class will be charged for late cancellations and no-shows.  The fee 
will apply to cancellations received less than 5 days in advance of the class start 
date and class no shows.  This fee is intended to minimize no-shows, limit the 
number of people on wait lists from attending classes and maximize enrollment.  It 
will also help cover the cost of materials and instructor time when classes are run 
with less than the minimum enrollment due to no-shows.  Future registrations may 
be held until the fee is paid.  Emergency situations will be taken into consideration 
on an individual basis.  Please email or call the CPD registrar (1183) in advance, 
whenever possible, to cancel your registration. 
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Behavior Management 
 
What is appropriate behavior at various age levels, and how do we encourage it?  How do we cope with 
students whose behavior is not appropriate?  What are the factors that influence behavior?  These issues 
are central to a nurturing classroom environment. 
 
Examples of electives: 
 

Why Children Misbehave, Behavior Modification, Attitudes toward Discipline 
 

Class Name Hours Instructor Date(s) Credit 
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Child Development
 
Appropriate expectations for physical and mental growth, from elementary to high school and including 
special needs students are explored in classes under this component. 
 
Examples of electives: 
 

Growth and Development for the Primary Age Child, Challenges of the Pre-Adolescent, Opening 
the Door for Special Needs Students 

 

Class Name Hours Instructor Date(s) Credit 
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Communication 
 
Oral and written communications skills are essential even in the age of technology.  Classes in this 
component are designed to provide you with skills to accomplish your daily work with polish.  Oral 
communications classes build proficiency in relating to students, parents and co-workers.  Written skills 
help you prepare materials that contribute to your department’s good image. 
 
Examples of electives: 
 

Grammar, Vocabulary, Business Writing, Proofreading, Newsletter Design 
 

Class Name Hours Instructor Date(s) Credit 
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Cultural Studies 
 
The Tacoma School District is rich in diversity.  Awareness and perspective are explored in these 
workshops which lead one through thoughtful introspection to a new understanding of self and others. 
 
Examples of electives: 
 

Diversity:  It’s More Than You Think, Culture and Education, Business Etiquette Across 
Cultures, Gender Communications in the Workplace.  
 

Class Name Hours Instructor Date(s) Credit 
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District Policies and Procedures 
 

Specialty Information is a combination of classes, each independent, which are of interest to most 
District staff.  Staff is encouraged to attend any and/or all of the classes as a means of gathering 
information about education and the District’s role in it. 

 
Examples of electives: 
 

Educational Reform, Promotion Policy, District Goals and Plans, School Law. 
 

Class Name Hours Instructor Date(s) Credit 
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Early Childhood Education 
 
This component focuses on children ages 3-6.  The classes are appropriate for Para-Educators associated 
with Head Start, ECEAP, Special Education Pre-School, TALC, and Developmental Pre-School. 
 
Examples of electives: 
 

Educational Games, Cultural Awareness, Developmentally Appropriate Practices. 
 

Class Name Hours Instructor Date(s) Credit 
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Effective Instruction 
 
Teaching is an art and learning can either be a joy or a chore.  Classes grouped into this component 
address learning styles, motivation, testing and activities.  The goal is to make a child’s experience in 
Tacoma Schools productive and enjoyable. 
 
Examples of electives: 
 

Diversity:  Learning Styles, Teaching and Learning Creatively, Overcoming Math Anxiety, 
Multiple Intelligences. 
 

Class Name Hours Instructor Date(s) Credit 
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Health and Wellness 
 
Maintaining one’s health is essential to a positive work experience.  Teaching wellness skills to children 
provides an essential tool for growth and development.  Understanding the dangers of disease and 
addictions helps us to work with children from a variety of backgrounds with a wide range of issues. 
 
Examples of electives: 
 

Child Abuse, Healthy, Happy and Physically Fit, Health Concerns in the Student Population. 
 

Class Name Hours Instructor Date(s) Credit 
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Human Relations and Personal Development 
 
How to project a positive image of self and the District are two of the goals of these classes.  Team 
building, dealing with stress, and opportunities for self-assessment fall under the umbrella of this 
component. 
 
Examples of electives: 
 

Teamwork, Leadership and Motivation, Customer Service, Managing Stress, Effective Time 
Management, Coping with Change, Interpersonal Conflict Resolution, Your Professional Image, 
Building Self-Confidence. 
 

Class Name Hours Instructor Date(s) Credit 
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Office Skills 
 
Subjects of special interest to Office Professionals comprise these classes.  Maintaining records, creating 
a desk manual, and exploring how to gather reference information are three of the many subjects 
covered. 
 
Examples of electives: 
 
 Spelling, Math, Meeting Agendas and Minutes, Creating a Desk Manual. 
 

Class Name Hours Instructor Date(s) Credit 
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Para-Educators Today 
 
By taking these classes, Para-Educators strive to reach their personal and professional potentials.  Career 
options are explored, positive self-image is nurtured, and horizons are expanded in these classes 
specifically geared to Para-Educators.  This has been combined with the Support Paras component 
which addresses needs of specialized Para-Educators including physical therapy assistants, speech 
language pathologist associates and certified occupation therapy assistants.  Anyone working with 
special needs students will benefit from some of the more general classes in this component. 
 
Examples of electives: 
 
At Work in the Classroom, Burnout:  Spark…Don’t Smolder, Total Image, Para Core Competencies, 
Disorders and Syndromes, Anatomy Review, Reading and Visual Perception, Adaptive Equipment and 
Technology,  
 

Class Name Hours Instructor Date(s) Credit 
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Technology/Computer 
 
From the very basics of understanding how a computer works to complicated spreadsheets, these 
workshops help you to develop skills that will enable you to work more efficiently and with confidence.  
Pre-requisites may apply. 
 
Examples of electives: 
 

Word, Access, Excel, Photoshop, Power Point, Requisitioning and Receiving On-line. 
 

Class Name Hours Instructor Date(s) Credit 
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

 



               
2006                                                                          2299                         

                                                                                                                                                                            

PEP CLASS LOG 
Component:  ________________________________ 
 

Class Name Hours Instructor Date(s) Credit 
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

 
 


