
Policies and Procedures

2301 Northwest 26th Street 
Fort Lauderdale, Florida 33311 

754 321-3300 (phone)  754 321-3335 (fax)



 
Welcome to 

Rock Island Professional Development Center 
 
 

Policies and Procedures at RIPDC 
 
 
 
 
 

 
 
Before a Training 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Day of the Training 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Before Leaving Campus 
 
 
 
 
 
 
 
 
 
General Information 
 
 
 
 
 
 
 
Telephones 
 
 
 
 
 
 
Bathrooms 
 
 
 
 
 
 
 



 
 
Vending Machines / Lunch 
 
 
 
 
 
 
 
 
Smoking Area 
 
 
 
 
 
Room Set Up 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Directions to Rock Island Professional 
Development Center

Rock Island Professional Development Center 
2301 NW 26th Street 
Fort Lauderdale, Florida 33311

From I-95 
Exit west on Oakland Park Boulevard 
Continue west to NW 21st Avenue 
Go south to NW 26th Street 
Go right (west), Rock Island Professional Development Center will be on the right
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Trainer Checklist  

 
Before you leave, please:  
 
  
 
  
 
  
 
              
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

office
Stamp


	Text1: For safety reasons, any and all events must have a sign in sheet. Sign In
sheets will be collected approximately 30 minutes after your workshop has
started by a staff member of the Professional Development Center. We will
make a copy of the forms and return them to you.
	Text2: 1. Attain a Request for Scheduling Training Rooms form by contacting Luanne Burg at
    Luanne.burg@browardschools.com or call 754-321-3300.
2. Complete the form and return it to Luanne Burg. Be sure to request equipment, if
    applicable. We have 20 training rooms, 15 of which are equipped with Multi-Media.
    These carts consist of a Document Camera, VCR/DVD Combo and Promethean
    Board. If you wish to use this equipment, please request it on the Request for
    Scheduling Training Rooms form. You will also be required to complete a property
    pass.
3. Remind attendees of the following:
        •  do not leave anything valuable in view in a parked car
        •  the room number and title/subject of the training /meeting
        •  all workshop or meeting participants must wear a Broward County School
            Board ID badge. Participants without a School Board approved picture ID
            will be required to sign in at the front office, show a picture ID and wear a
            temporary visitors pass for security purposes.
4. If you are scheduled in a room without a Multi-Media Cart and you are in need of
    any audio-visual equipment or mobile laptop lab, you may check out this equipment
    through Luanne Burg in the front office. Please notify Luanne at least three days
    in advance via email. Please specify all equipment needs. You will be required to
    complete a property pass.
	Text3: 1.  Trainers and participants are to park in the west and back lots in visitors spaces.  The east 
     lot is designated for building department employees.  Trainers are not permitted to park  
     in the east lot.  
2.  You will need to report to Building # 1, front office, to check out a box for training
     equipment at least 15 minutes prior to the start of your session.  If additional equipment is
     needed, you will be required to complete a property pass.  All items signed out need to
     be returned to the office by 3:30PM.
3.  Have participants sign in on the appropriate sign in sheet.
4.  Remind all participants to wear their ID or their visitor’s badge while on campus.
5.  Please remind participants that entering other training rooms at the center is not
     permitted.
	Text4: 1.  Please leave the training area as you found it, ready for the next professional training
     or meeting.
2.  Review items listed on the Trainer Checklist.
3.  Call the front office or the tech support person, at extension 0 to sign the equipment
     back in using the property pass.
4.  The campus closes at 4:30 and all cars must be off campus by that time.
	Text5: The training rooms vary in size. Some rooms accommodate approximately 35
participants, while others hold 40-55. There is also a training room that will
accommodate approximately 70 people, and a training room that will accommodate approximately 150 people.
	Text7: Phones in the training rooms may be used to call out. If someone in the training must be
reached for an emergency, they will need to be called at 754-321-3300, then have the
call transferred. Please be sure you give the room number.
	Text8: •  Building #2 has a group bathroom on the east side of the building
•  Learning Resources, Building #7, has a wheelchair accessible bathroom
	Text9: •  Available in Room # 301 in Building #3
•  A lunch vender is available during the school year from 8:15am-8:45am Tuesday through
    Thursday and during the summer from &;15am-7:45am Monday through Thursday.
•  Inform participants to either bring a cold lunch, plan to purchase lunch from the lunch
    vendor or leave campus to purchase lunch  Due to safety and electrical issues, we do
    not have microwaves for heating lunches. 
	Text10: A designated smoking area is located on the East side of building #7 patio outside
Learning Resources. Smoking is not permitted in any other areas.
	Text11: Under NO circumstances may trainers or participants move furniture from other
training rooms. If you have additional furniture needs, call the reception area at 754-321-3300 and a custodian will meet your needs. A fee will be charged for rooms left in disarray.
 
 We hope that you enjoy your experience at the Rock Island Professional Development
Center. If you have any comments, contact Luanne Burg, Program Development &
Alignment at luanne.burg@browardschools.com or call 754-321-3300.
 
If for any reason you need to cancel a workshop/meeting, please notify Luanne Burg
as soon as possible via email.
	Text12: The School Board of Broward County, Florida expressly prohibits bullying, including cyberbullying, by or
towards any student or employee. See Policy 5.9: Anti-Bullying for additional information.
 
 
The School Board of Broward County, Florida, prohibits any policy or procedure which results in
discrimination on the basis of age, color, disability, gender, national origin, marital status, race, religion
or sexual orientation. Individuals who wish to file a discrimination and/or harassment complaints may
call the director of Equal Educational Opportunities at (754 321-2150 or Teletype Machine TTY (754) 321-
2158.
 
 
Individuals with disabilities requesting accommodations under the Americans with Disabilities Act (ADA)
may call Equal Educational Opportunities (EEO) at (754) 321-2150 or Teletype Machine TTY(754) 321-
2158.
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	Text27: Thank you for your assistance in keeping our training rooms clean and ready for your use. 
	Text28: If you used a laptop cart: 
•  PLEASE be sure all laptops are turned off and plugged in. 
•  LOCK CART 
•  Call to have cart checked back in and property pass signed
    off.  If applicable, return key to front office.
	Text29: Please bring any items, (i.e. sweaters, jackets, lunch boxes, etc.) 
left by participants to the front office. 
	Text30: Remove all boxes and training materials from room.
	Text31: Make sure no food is left in the room.
	Text32: Be sure all trash has been placed in trash containers.
	Text33: Remove any used sheets from the flip chart.
	Text34: Be sure whiteboards, countertops, and tables are clean and the room is free of handouts and/or any items you have hung/brought.
	Text35: Be sure all furniture is returned to its original position. 
	Text36: Be sure all remotes, pen and key are back in box. Return box to front office before 4:00 PM. 
	Text37: Be sure all equipment in Blue Multimedia Cart (LCD, speakers, etc.) is turned off. 


