PDI Rules and Regulations
2010
1. All fulltime employees are required to have 10 hours of PDI per year.
2. All PDI request must be submitted 1 week prior to classes..
3. All conferences or workshops are consider extra credit
4. Conference attendance, workshops, or off campus meetings are extra credit.  We only get 5 hours per calendar year.
5. If you attend a class and do not sign the sign in sheet, we will no longer go back and add your name.
6. All employees are required to register for PDI Classes on the intranet.
7. Our PDI year runs from January-December.
8. PDI hours cannot be rolled over to the next year.
9.   We do not handle CEU hours, only PDI.
10. All PDI Classes must be turned in one week after completion.
11. All training request forms turned in for a class will be placed on the PDI Calendar unless     otherwise stated by person requesting class. Please let PDI office know if class is for a particular group or anyone who wants to attend.
12. Instructors cancelling PDI classes should let our office know beforehand so all employees can be notified.
13. All employees should put their ID numbers on the sign in sheet. We will no longer contact employees who do not give their ID number for a class.
14. PDI cut-off will be around the second week in December, any classes turned in after, will not be given credit.
15. All employees who teach a PDI class should sign the roster to get credit.
This process is very time consuming, so please help us by getting the information completed and turned in by the required times.


