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Approved Institution: Approved college or university is a college or @msity that has been approved
for the preparation of teachers, administratord,sanool employees in pupil personnel servicehby t
State of Ohio.

Appeal Process:Appeal process is the procedure that an eduaaltonss in order to have a decision of
the LPDC reviewed.

CEU: Continuing Education Units ten contact hours in a professional developmpsrgram.

Certificate: A certificate is a document issued by the StaterB of Education to an individual who is
deemed to be qualified, under the 1987 Teacherdiducand Certification Standards, to teach or
practice in Ohio schools.

Educator: An educator is an individual who has been certifieticensed by the State Board of Education
to teach or practice in Ohio schools.

IPDP: An Individual Professional Development Pl@ an individual educator’s plan that defines and
directs an educator’s professional developmenslprifessional development to the needs of theeatad
the school, the district, and their own personallgo

LPDC: Local Professional Development Committaes committees established by local school distric
and nonpublic-chartered schools to oversee andkweyrofessional development plans, coursework,
continuing education units and equivalent actisifier the purpose of renewal of certificates andrises.

License: License is a document issued by the State Bdafdiacation to an individual who is deemed to
be qualified, under the 1996 Teacher Education laoensure Standards, to teach or practice in Ohio
schools.

PDU: Professional Development Uiist1/10 of a CEU (10 PDUs = 1 CEU) in a profesalaevelopment
program.

Permanent Certificate: A permanent certificate is valid for the remaindean educator’s career. It does
not require further work for certification nor cargion to a license.

Professional Development: Professional Development is an on going, job relgcess to enhance,
maintain and refine the competencies of all sa#risure quality outcomes for students.

Reciprocity: Reciprocity is a policy that acknowledges andeats credentials awarded by another
authority.
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Cuyahoga Heights Local Schools

Local Professional Development Committe

Introduction

The Local Professional Development Committee (LPB@art of the license renewal process,
as required by law and the Ohio Department of Etilnica

There is a specific process that must be followEde educator must submit to the LPDC
Chairperson an Individual Professional Developnidan (IPDP) that outlines the goals to be
addressed during the renewal cycle.

Policies

Coursework, CEUs, PDUs, workshops, and/or alteractigities related to primary
responsibilities or current areas of certificatim@hsure are the only options that can be used to
satisfy the Ohio Department of Education (ODE) vesleequirements.

Funding must go through established channels. sRiad activities approved by this committee
do not imply that the district will provide funding

Coursework/CEUs/ must be from Ohio Department afdation accredited providers.

Previously employed new hires who hold an Ohio iieate/License and who have had
coursework and/or alternate activities approvethieyr prior LPDC during their current renewal
cycle shall have this coursework and/or theseradteractivities approved by the Cuyahoga
Heights LPDC when accompanied by supporting doctatien.

IPDPs that are denied may be resubmitted with noadibn or appealed. The application or
appeal process must be done in writing.

Procedures

1. IPDPs shall be submitted on the IPDP forms providdtie online program.

2. The detailed Proposals, which outline the alteweadictivities, must be submitted prior to
the start of the activities. Exceptions may bentggd on an individual basis with an
explanation of why the deadline should be waived.

3. Alternative activities will only be accepted after approved IPDP is in place.

4. If the plan/activities require any time away fronetschool day, prior approval from the
building administrator is necessary before schedulhose activities or before
completing the form.

—
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LPDC Bylaws

1. LPDC Body

- The LPDC shall be, by statute, the official deréite/license body for the
Cuyahoga Heights School District.

2. Membership

- The LPDC shall be composed of three teachersfroneeach of the
elementary, middle, and high school, aadministrators. Appointments
will be made on a volunteer basis. & elent that there are more volunteers
than positions, selection will be madeaorelection basis, as defined at a
general CHAT meeting. The administrativembers will be selected by the
Superintendent.

- Ateacher is defined as an individual who is vilogkunder a teaching
certificate and/or is employed underachéng contract.

If a teacher vacancy occurs during a term CHAIT agpoint

a replacement. If a vacancy occurs fa of the administrative positions
during a term of office the superintendeill appoint a replacement. In either
case the replacement will serve the redeiof the unexpired term.

3. Length of Term
. Two Administrators and three teachers: 3-yealegytuly £ June 3t

4. Meetings

The LPDC shall meet at least quarterly duringstigool year and also on an
“as needed” basis.

If a member misses three consecutive regulaigduled meetings that
member’s seat on the LPDC shall be considenestancy and shall be filled

accordingly, unless four of the remainmgmbers consider the reasons for the
absences justifiable and pass a motioateon that member.

5. Quorum
- A quorum shall be four members present in orde@onduct LPDC business.
6. Ethics

- A member of the LPDC will recues himself/herselfen the committee
deliberates on that member’s IPDP oradtive activities. A member will
also recues himself/herself when the LRI2{berates on IPDPs
or alternate activities for someone i@ thember’'s immediate family.

- Whenever an administrator’'s coursework plan iadgpgoted upon, the LPDC
shall, at the request of one of its adstiative members, cause a majority of

the committee to consist of administratmembers by reducing the number of
teacher members voting on the plan.

—
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7. Committee Evaluation Process
- LPDC committee members may evaluate each proposalvance of
meeting dates. During meetings the secretiaayl compile final evaluations
based upon discussions.

8. Submission of the IPDP
IPDPs shall be submitted on the IPDP forms predish the online program.

IPDPs need to be submitted and approved as soposszible following the
renewal of a license.

- Any certified staff member may present an agtipitoposal prior to a regularly
scheduled LPDC meeting.

9. Submission of Alternative Activity Proposals

- Forms that outline the alternate activities mhessubmitted prior to the start of
the alternate activity.
Exceptions may be granted on an indiVithaais with an explanation of why
the deadline should be waived.

- Proposals must be submitted to the LPDC only afteapproved IPDP is in
place.

- Any certified staff member may present an adtipitoposal in writing prior to
a regularly scheduled LPDC meeting.

- Coursework, CEU, PDU, and/or alternate activitidsapply toward license
renewal ONLY if completed after the approvhthe current IPDP.

10.Return of the Plans and Proposals
- The LPDC shall inform the educator by E-mail aftes reviewed. If revisions
are required, the plan or proposal must bebmested prior to the next
regularly scheduled LPDC meeting.

11.Approval
- Approval of the IPDP or proposal shall requira@ority vote of the LPDC.
- No decision of either LPDC or either LPDC'’s preséany and all steps) is
givable.

12. Appeals
- Appeals shall be submitted in writing to the cpaison within 10 working
days after receiving notification of tleview. All appeals will be heard at the
next regularly scheduled meeting of tRDIC and will require the educator to
be present. A majority of the LPDC via#l required to uphold the appeal. The
educator will receive written notificatiof the appeal decision within 10
working days after the decision of thencaittee.

—
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13. Documentation

It is the educator’s responsibility to documeérd hours spent during the

“alternate activities” and record thenthe online activity program upon
completion, for verification of license rendwa

- The responsibility for keeping track of necesgaxquirements are that of the
individual.

14.Coursework

- Official transcripts issued by the college orvamsity shall be submitted

in the online verification document upon cdatipn, and recorded for license
renewal.

15. Certification/Licensure

- Credit toward licensure will be awarded upon netcef official documentation
in the online verification document.
16. Offices of the LPDC
- The chairperson shall run and facilitate the ingst
- The secretary of the LPDC shall provide minutiesazh meeting to the district
Superintendent, building principals, and urpoesident, and shall distribute
reviewed copies to the LPDC committee toers and to the educators
involved in the agenda of the meeting upomuest
17.Elections of the Offices of the LPDC

- The LPDC shall elect a chairperson and a segratahe first meeting of the
school year.

18.LPDC Records

- These records shall be kept in the ChairpersBlassroom. The records shall
be available to current LPDC members.

19. Primary Responsibility

- These are exclusive of supplemental and/or pats@nvice contracts, and
define the current teaching andtministrative responsibilities.

—
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Cuyahoga Heights Local Schools LPDC

Logging in and the IPDP

Logging on to the Cuyahoga Heights Local School®Chage is a simple process.

Go to the Cuyahoga Heights Schools website at suyfgf, and click on th&eachers Resources
Link

Then, click on the LPDC Portaidividual Professional Development Link

—
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Cuyahoga Heights Local Schools LPDC

Logging on to the system

Next, the username and password page will appear.

Enter your password (case sensitive)

The login screen will appear. Enterldser.

o

The welcome screen will appear and you can begilgatng from here.

——
| S



Cuyahoga Heights Local Schools LPDC

Setting up your Account

Click onProfile, and the following page will appear.

o

Click Edit Personal Profilethen complete the profile and place ybigense Numberin the
space marke8tate Certification IDThis will automatically apply your license infoation.

N

<—

Once you have completed your profile, then prodedtreate Plarnand click on the appropriate style
of plan for your license renewal.

In this screen, choose the certificates that ydubsicreating the IPDP for renewal to begin thBfP
process.




Writing Your IPDP
Sample Goals, Outcomes, and Evaluation

Goals

Goals focus on learning not performance. Goalsish@flect a balance of the needs
the educator, students, school and district. Gyoad statements depend on having th
right verb to indicate the learning that will hapga your professional development.
Here are different ways you can say “learn.”

acquire skill explore analyze gain knowledge in
develop study interpret become skilled in
research observe gather increase understanding
recognize seek investigate  expand knowledge
identify discover determine

SAMPLES

- To examine and become familiar with state stadslar
- To align my curriculum with the state standards
| want to research and implement a variety atteng strategies to meet the
individual learning styles of my students.
- | want to learn how to use test data to targeniified student instructional
deficiencies.
- | want to acquire and integrate resources and textbgy in all facets of the
educational program to support the continuousriorpment of student performance.

Inputting your Goals

%

Begin by listing you three goals in the space medi (Please number them 1. 2. 3.)
NO MORE THAN 3 GOALS

—
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Writing Your IPDP (cont.)

Sample Goals, Outcomes, and Evaluation

Next,... checkany and alldomains and subcategories that apply to yourdsueals.

Outcome

When writing your outcome, you should identify @sjfic classroom practice that will lead to
attainment of your goal; these are to be obsenatidemeasurable.

SAMPLE
- Two lessons per week will involve technology-bassmtoaches

_—3
L

For each goal, place an appropriate outcome ibakecorresponding to your Goals as numbered above.
(Please match Outcome @oal Number3

=
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Writing Your IPDP (cont.)

Sample Goals, Outcomes, and Evaluatic

Evaluation

When you are formulating an evaluation, identifg grocedures to be used to demonstrate that ypu
have successfully achieved your goal.

SAMPLE
- Weekly lesson plans will reflect implementatibhwm tech-integrated activities per week.

L

)

For each goal, describe the evidence that will detrate the achievement of your gqRlease match
Evidence tdsoal Number$

Completion of the Plan

/!

You must now choosenethe following to save your work: x

Save plan to work on laterYou can complete an unfinished plan at a later.time
Save and Submit plan for LPDC approvaYour plan is complete and ready for committee apgk.

Your IPDP is now completed for approval.
You may begin selecting and submitting activitidsew your IPDP is approved.

=
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Cuyahoga Heights Local Schools LPDC

Professional Development Activities and Options

Professional Development Activities

There are a wide variety of activities and optitmsonsider in the course of your
Professional Development. The choices are listete following pages. This section
will help you consider the many options as you carg with your IPDP working
toward license renewal.

6 Semester hours or the equivalent are needed &rawal.

=
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Professional Development Activity Options

Each activity selected as part of the IPDP musiuienitted online prior
to the activity taking place.

Once the activities completed, the verification trhessubmitted online
for LPDC approval.

It is highly RECOMMENDED that any alternative adivthat may be
unusual or questionable, be discussed with a com@enmember prior to
initiation to answer any possible questions.

1. College or University Course Work

2. Cooperating Teacher for Student Teacher

3. Curriculum Development

4. District In-Service/Staff Development

5. Educational Travel

6. Grant Writing

7. Mentoring

8. National Board of Professional Teaching Standandif@ation
9. Peer Coaching

10. Professional Committee

11.Professional Association
(officer, steering committee — membership alonesdu# qualify)
12.Professional Presentation

13. Publication of an Original Work
14.Teaching a Course, Seminar, Etc.
15.Workshop

16.Other Activities as Approved by the LPDC

=
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Cuyahoga Heights Local Schools

Professional Growth Options

Requirements:
Coursework for semester hours must meet Cuyahegght$ Schools’ standards
and guidelines for Professional Development.
Coursework must directly correlate with the apeVPDP.
Coursework must be taken from -year accredited college or univers

ﬂpfinn 218 CEUs

Requirements:
CEU Activities must meet the Cuyahoga Heights 8thstandards and
guidelines for Professional Development.
CEU Activities must directly correlate with thepaipved IPDP.
CEU Activities must have been endorsed by the LPDC

—Option 3; Alternate Activities

Requirements:
Alternate Activities must meet the Cuyahoga Heighthools’ standards and
guidelines for Professional Development.
Alternate Activities must directly correlate witfie approved IPDP.
Individuals designing “other activities” must pegp a proposal outlining the
planned activities and the number of CEU hours estpd.
Options for “Alternate Activities” are listed ohd next page.

Option 4. Combination of the First 3 Ways
ption 4; Combin y

Requirements:
Requirements and verifications for type of acyiwitcluded in a combination
proposal must follow the previous descriptions.

Every activity regardless of type must directlyretate with the approved IPDP.
!ll

=
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Cuyahoga Heights Local Schools

Professional Activities Log

Date(s) Activity Description Sem. Hrs./ Documentation/Verification
CEUs/PDUs

This Activity Log is for the educator’s personalaerd and reference




Activity Options

Alternate Activity
Option

PDU
Value/Maximum

Criteria

Verification

College/University
-course for credit
-seminar for credit

-1 semester = 30 PDU

-No Limit

Coursework must be in
education or in a conten
area directly related to
the individual's teaching
assignment and/or area
of certification

Official transcript of
t original grade report

Cooperating Teacher

-1 semester = 30 PDU

- 2 semester/60 PDU
Limit

Formal college program

Copy of contract with
college/university

Curriculum Development

- 1 clock hour = .1 PDU

- No Limit

Must serve on a formal
committee organized by
a school administrator o
educational agency
organization

Copy of final product or
report of the project
r

District In-Service/Staff
Development

-1 clock hour = .1 PDU

-Noted on Certificate of
Attendance given at

conclusion of in-service

-No Limit

Must meet local district
in-service expectations
and be related to IPDP
goals

Copy of Certificate of
Attendance

Educational Travel

- 1 clock hour = .1PDU

- 10 PDU Limit

Must enhance
individual's work in
profession or contribute
to teaching specializatio

Copy of final product or
report of the project

n

Grant Writing . 1 clock hour = .1PDU Not dependent on award Copy of grant application
of grant. Planning and
. 60 PDU Limit preparation only, not for
management of grant
Mentoring .- 1 clock hour = .1PDU Formal district/school Copy of the certificate

mentor of teacher or
administrator in entry

- 30 PDU Limit
year program
National Board Teacher Must be in the subject | Valid copy of certificate
Certification -No Limit area of the individual’s

assignment. Certificate
must be completed or
participation as a
candidate must be
verified by the expiration

date of the certificate

—
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Activity Options

Alternate Activity
Option

PDU
Value/Maximum

Criteria

Verification

Peer Coaching

-1 clock hour = .1 PDU

-10 PDU Limit

Cannot be part of
mentoring. Each sessio
must include pre-
observation discussion,
observation, and follow-
up discussion

Reflective journal of

nobservation and action

plan. Contact hours mus
be documented

t

Professional Association
(membership alone does
not qualify; must be an
officer or on a steering
committee)

- 1 clock hour =.1 PD

- No Limit

Must be in service on a
formal committee
organized by an
educational agency or
organization. Must
contribute to the
education profession or
add to the body of
knowledge in the
individual’s specific
field

Documentation of hours
served verified by the
president or chair of the
committee

Professional Presentation

- 1 clock hour = .1 PDU

- 60 PDU Limit

May be used for the first
presentation

Copy of the presentation

Publication of an

- Varies depending on

Production of a tangible

Copy of publication

nd

Original Work product product that enhances

(bOOk, journal article, teaching and learning

software, research) - 60 PDU Limit

Teaching . 1 semester credit = 15 | May be used two times | Course announcement a
.course clock hours teaching the same courgecourse syllabus
.seminar each license/certificate
. etc. - No Limit cycle

Workshop/Conference - Noted on Certificate of | May include only time | Copy of certificate from

Attendance

- No Limit

spent in those portions d
the conference program
that contribute to the
participant’s knowledge,
competence,
performance or
effectiveness. Must
address your IPDP goal

2

fworkshop/conference

—
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Professional Development Activities

Submitting Activities Online

Activities

When identifying activities, specify professionabgth options in which you will
participate in order to obtain the expertise nezgst® reach identified outcomes.

SAMPLE GOAL ALIGNMENT

- EDB 593 Technology for students will allow mentegrate technology in to the
classroom on a daily basis. This is tied to goairiter 3.

After logging in, the welcome screen will appear.
Then, selecBubmit Activityto submit an activity for approval.

Then complete the information for the activity Iieton the page as seen below.

=
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Professional Development Activities

Submitting Activities Online

Be sure to identifghe Specific Goalto which the activity is related.

SAMPLE
- This workshop will develop the use if power pointhe creation of daily lessons. This|is
tied to goal numbe? which states “I will integrate technology into neothan half of daily
lessons.”

Include a detailed description of the activity tiiati are proposing.

—

Place the goal specific information in the box lad&oal Alignment. (See sample on p.17)

D

N,

Once this entire form has been completed, submiattivity and you are ready to go.

Your activity submission is NOW completed.
You may participate in the activity and submit Yieation when it is completed.

=
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Professional Development Activities

Submitting Verification

Verification

Once the activity has been completed, you will n@eslibmit some form to verify
completion of the activity.

This can be done by downloading a file or scanainigcument and uploading it to verify
your completion.

Appropriate items include:

Transcripts

Certificate of Completion

Certificate of CEU

Detailed log of activities.

Other documents approved by the LPDC.

After logging in, the welcome screen will appear.
Then, selecActivity Statugo submit verification.

Click on the activity that you would like to veyif Then, click on the Verification Method, and
choose appropriate selection

=

Then click on Browse and attach the downloaded mhecu for your activity.

At the bottom of the page click on the submitwagtibutton, and it is now submitted

Your activity is NOW Completed for approval.
The LPDC will now review the submission and veafion for approval.

=
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Documentation Forms
for

Activity Appeal
And
IPDP Transfer

- Appeal Form Level |
- Appeal Form Level Il
- Reciprocation /Transfer Form




Appeals Process

If any Individual Professional Development PlaniP®), workshop/conference, alternate
activity, school/district in-service, or coursewasknot approved by the LPDC, the individual
shall have the right to appeal within ten schooyslafter the LPDC notification of non-
approval.

Level | Appeal

. Appellant completes the LPDC appeal form and suboompleted form to LPDC.

. Appellant receives notice that the appeal has bemgived and an agreed upon date
and time will be scheduled for the LPDC and app¢hia meet.

. Appellant meets with the LPDC and presents infolomaand supportive
documentation.

. Appellant receives response from the LPDC regardaaision in writing within five
school days after the meeting.

. Appellant accepts decision (appeal process endsgjemts decision (Level Il Appeal
process begins).

Level Il Appeal

. Appellant submits a request for a Level Il Appesihg the appropriate form within 1(
school days of the Level | Appeal decision.

. The alternate level LPDC, along with a certifietlised educator chosen by appella
will convene to hear the appeal and will rendeeeision.

. Appellant will be notified of the decision in wriy within 10 school days.

( ]
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Cuyahoga Heights Local Schools

Appeal Form — Level |

Name: Date:

Position: Building:

Rejected (mark one):, IPDP
» Workshop/Conference
» Alternate Activity
» School/District In-service
. Ccoursework

Explain your reason for appeal. Provide specifitads and supportive

Documentation.
Signature:
LPDC USE
Date Received: Notificatiodppeal Hearing Sent On:
Appeal Hearing Date: Comments:

Decision of LPDC Level | Appeal Hearing:

HARHHAR AR AR AR AR AR AR AR AR B R A A H AR AR

LPDC Chairperson: Date:

=
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Cuyahoga Heights Local Schools

Appeal Form — Level I

Name: Date:

Position: Building:

Rejected (mark one): ,, IPDP
» Workshop/Conference
» Alternate Activity
» School/District In-service
. Ccoursework

I am in disagreement with the LPCD’seléWppeal decision and
am requesting a Level Il Appea

| have chosen to have a certified/legrslucator to be in
attendance at the Level |l Aglphearing

Signature:
LPDC USE
Date Received: Notificatiodppeal Hearing Sent On:
Appeal Hearing Date: Comments:
Decision of LPDC Level | Appeal Hearing: R THTHTHTHTHTHTHTT

HARHAA AR AR AR AR R AR R AR H AR AR

LPDC Chairperson: Date:

=
| —



Cuyahoga Heights Local Schools

Reciprocity

LPDC's are a collegial effort to support and mairitaa quality :
education force. This includes working togethereasure that an educator |s
not penalized by the system. When an educator $ak@ployment in a district,§

: the former district provides verification of the IPP approval, including

coursework and CEUs/PDUs completed and acceptelderé&fore, the educator§

: may wish to discuss the transfer of his/her ongoilRDP when seeking
employment. School districts are required to horemmpleted work.

.............................................................................................................................................................................................................

Approval Verification Form
For
Educators Leaving the LPDC

This verifies that the attached individual fleesional Development Plan was

approved on and that

Date Name of Educator

has completed College/University stendours toward the

completion of this plan.

Name of Educator :

LPDC Chairperson Signature: Date:

School District :

LPDC Address:

LPDC Phone Number:

LPDC Contact Person:
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