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PHYSICAL ADDRESS:
1005 West Fayette Street
Suite 1D
Syracuse, New York 13204
 
MAILING ADDRESS:
1025 Erie Blvd W
Syracuse, New York 13204




 
SCSD Mission 
To build, support and sustain school communities that provide all students with a high-quality education that prepares them to graduate as responsible, active citizens ready for success in college and careers and prepared to compete in a global economy.
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The SCSD Professional Development Center and Syracuse Teacher Center believe that educators have an immense power to positively impact the life outcomes of their students. We also believe that educators will be most successful if they are supported in their work. Therefore, we are committed to providing a supportive, coherent professional learning experience for educators as they work together for SCSD students in their classrooms. We welcome you to our collaborative facility, which provides an environment for meetings, courses, professional learning communities, trainings and resources to support professional growth and development.
Darcy Woodcock								Maureen Kendrick Page
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Darcy Woodcock, Director of Professional Development
(315) 435-4034     dwoodcock@scsd.us
 
Kevin Brown 			
PDC Custodial Staff				315-679-8316

Angela Echols
PDC Receptionist				315-435-4217 
aechols@scsd.us

Maureen Kendrick Page
Teacher Center Director 			315-435-4236
mkendrick@scsd.us

Maureen Sweeney
Professional Development Liaison		315- 435-4244
msweeney@scsd.us

Michele Terino		
Professional Development Typist 2		315-435-6358
mterino@scsd.us

 			Property Management and Maintenance
The PDC/TC property is located in the Rockwest Center and is owned by Tino Lampuri.
 



HOURS OF OPERATION:*
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	PDC OPENS
	7:30 AM 
	7:30 AM 
	7:30 AM 
	7:30 AM 
	7:30 AM 

	PDC CLOSES  
	5:00 PM*
	5:00 PM*
	5:00 PM*
 
	5:00 PM*

	5:00 PM*



              Meetings and/or PD can be held through 5 pm, but groups will need to be prepared to leave at 5 pm.
*Before/after-hours use is permitted with prior approval from the Director of Professional Development.
(NOTE -The PDC does not have clerical or custodial support on weekends.)
All requests for space outside of the normal operation hours require the identification of a designated Administrator as Manager on Duty and a designated Receptionist. Both the Manager on Duty and a designated Receptionist are required to:
· Be available and onsite for the entire time the PDC is reserved outside of the normal operation hours.
· Must meet with a member of the PDC staff to be trained on the duties associated with these roles.  Some of these duties include, but are not limited to:  
· Being familiar with and able to carry out the PDC Emergency Response Plan.
· Staff and monitor the entrance/exit area of the PDC to maintain a secure environment.
· Ensure each room utilized completes the CHECK – OUT PROCEDURES CHECK-LIST
· Review and ensure all Opening and Closing Procedures are successfully completed as outlined on the SCSD PDC Opening and Closing Checklist.   
  
Equipment Usage:   
Please contact the Teacher Center Director, Maureen Kendrick -Page at 435-4236 or mkendrick@scsd.us to make an appointment for laminating and poster making.  
For large orders of posters or laminating, please contact the SCSD Printshop (4315).
Ellison die cutters may be used during operating hours. Please bring your own construction paper.

Safety and Security
Our building utilizes a security access system which requires the presentation of an authorized security card and the entry of an authorized numeric code. The outer door is locked at all times and can be opened by staff when you request access. Do not hold or prop the door open. You must enter and leave by the main door only. 
If your BADGE allows you access to the building, please do not enter unless you are SURE a PDC/TC staff member is in the building that has already disarmed the alarm system.
 Fire Drills: In the event of a fire drill everyone is required to leave the building by the closest exit until instructed that it is safe to return.
Closings and Delays: The PDC/TC adheres to all SCSD announcements with regard to closings and delays.


FACILITIES 
 
	Rooms Available
	Seats	

	Technology**	



	     	
 Multi-Purpose Room*
	
120
	
Laptop, Microphone, 3 wall screens, 4 television screens, and sound system.

	Large Group Room*
	65-70
	3 Epson Boards, laptop, ENO Board, Document Camera and sound system. 

	Conference Room*
	10-12
	TV screen with built in computer and webcam 

	 Break out Room
	20-24
	Epson Board with laptop.

	Small Group Room*
	45
	Epson Board with laptop and sound system.

	Computer Lab
	22
	SMART Board with laptop and 22 computers


*Laptop cart available upon request  
 If IT support is needed you are responsible for filling out your own help desk ticket. 
We take pride in making sure you have working presentation technology for your session. Please bring your files on a flash drive or upload to Office 365 to access from our laptop presentation station. You will not be allowed to unhook our equipment to use your own laptop. We do reserve the right to refuse use of rooms by any organization that has ignored this policy.


WIFI is provided in the PDC upon request.


Printing
Please make your copies before you arrive in your own department or send to the Print Shop. No large copying jobs or color copying can be done.
 

Room Usage Request
Use the online application for room use request. 
To book a room, go to the link      http://bit.ly/PDC/TCROOMS
Reservations will be on a first-come, first served basis.

The rooms are available during normal business hours. See Hours of Operation.
 
Rules 
1. All members of your meeting must be out of the building by 5:00 PM Monday through Friday. The alarm will be set at this time, so plan your wrap up and cleanup time accordingly. 
2. An administrator as the Manager on Duty/PDC closer must be present during meetings to provide guests with assistance and secure the building after the meeting.
3. When coming for a meeting, bring your own handouts- copying cannot be done here.
4. Last minute meetings without a reserved room cannot be accommodated.
5. Do not switch rooms without discussing availability with a staff member at the PDC/TC. 
6. Thumb tacks should not be used on walls. Adhesive items are allowable provided they do not damage the walls.
7. The meeting host is responsible for disposal of all leftover food etc. to the appropriate trash receptacles immediately after the event concludes.
 
The PDC/TC reserves the right to withdraw the offer of room usage should an internal need or the Superintendent supersede it. Should this situation arise, we will make every attempt to reschedule based on availability.
 
We do reserve the right to refuse use of rooms by any organization that has abused its past privileges in using the meeting room either by vandalism, abusive action, other disturbance or not using the space for the stated purpose.
  
  
Cancellation/No Show Policy:
If your plans change, please cancel your reservation to provide this space to others by declining the Outlook invitation and notifying the PDC at 4217. 
Not showing up for a meeting may result in loss of meeting room privileges.
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PRESENTATION NORMS
The following presentation slide should be used in all presentations and needs to be gone over at the beginning of your session. This is posted in each room. 

 

Workshop evaluation time should be built in at the end of each session. All PD facilitators should direct participants to Performance Matters  Professional Learning  My Surveys to leave feedback.
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Emergency Closings and Procedures
Fire Drills: In the event of a fire drill everyone is required to leave the building by the closest exit until instructed that it is safe to return.
Closings and Delays: The PDC adheres to all SCSD announcements with regard to closings and delays.

 

 Our building is also an office environment. Sound travels very easily throughout the building. Please take into consideration the staff, guests and tenants of the building. Do not talk loudly at the reception area, in the halls or directly outside meeting rooms. Your professional courtesy is appreciated.

 

 
Additional Information

· Restrooms are located just outside the multipurpose room.

· Vending machines for drinks and snacks are located in the kitchen.

· Front door is handicapped accessible

· Food and drinks are not allowed in the computer lab. 

· Smoking is prohibited on the PDC premises.

· Children cannot be left unattended while parents/guardians attend meeting

· The PDC/TC is not responsible for items left in the facility.

· Welcome to the SCSD Professional Development Center. Please take a moment to check in. 
· Check your room before you leave and check off all items below. 
· Return this clipboard to the front desk to check out.  Thank you.
	CRITERIA
	· Presenter  
	PDC (YES/NO)

	All equipment is turned off (Smart Board, laptop, etc.) SMART Boards should be turned off during lunch break to conserve the life of the projector bulbs.
	 
	 

	Return chairs and tables to the arrangement posted on the wall in each room. Please direct participants to assist with this before they leave.
	
	

	All tables should be cleared off and cleaned. Please direct participants to clean up after themselves.
	 
	 

	All trash is in proper receptacles.
	 
	 

	Remove anything from the walls.
	 
	 

	Dispose of all food items or take them with you.*
	 
	 

	Coffee in Multi-Purpose Room is turned off and unplugged.
	 
	 

	Supply Boxes returned.
Pens __
EXPO__
Markers __
Post its__
Dry eraser__
	
	

	When using Computer Lab, be sure all laptops are signed off and powered off and lids down when leaving.
	 
	 

	Return the clipboard with the attendance sheets to front desk.
	 
	 


 *Any food brought into the PDC needs to be disposed of and is the responsibility of the room requestor. Please wipe down tables if you have had food in the room.
We reserve the right to refuse use of rooms by any organization that does not comply with the room usage procedures outlined above.
Suggests and Comments Online 
The PDC welcomes your comments and suggestions for improvement of resources, services and facilities. 
 

Please take a moment to fill out the online form and tell us what you think we are doing well, what you think we need to improve, or any other topics you would like to bring to our attention.
Scan here to leave comments 
 
[image: C:\Users\msween33\Pictures\PDC_Suggestions_and_Comments.png]

You can also enter this link into your web browser to leave comments.   http://bit.ly/PDC/TCsuggest
If your comments or suggestions refer to a specific workshop or meeting session, please indicate clearly which one.
 
If you wish us to reply to your comments or suggestions, please leave your name, telephone number and email.

Thank you.











SYRACUSE CITY SCHOOL DISTRICT

Professional Development Center
Phone 315•435•6358
Fax 315•435•4218
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My Surveys

Becoming an Early Literacy Expert - SCSD Course Survey

SCSD Course Survey.
Start Survey Details

Introduction to CKLA k-2 - SCSD Course Survey
SCSD Course Survey.
Start Survey Details
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