Darlington County School District

Professional Growth and Certification Renewal Plan 
Introduction

The credit system for renewing an educator’s certificate/license permits the certificate holder to develop an individual plan that will contribute to and guide his or her continued learning and growth as an educator.  The integrity of the system is based upon the conviction that all educators accept the personal responsibility for recertification and are committed to continual planning and completion of professional development activities leading to self-improvement and, thus, to increased student achievement.  

Purpose

The purpose of the certificate renewal plan is to provide a mechanism that will enable educators to apply a broad range of relevant professional development activities toward their certificate renewal.  The certificate renewal plan is intended to

· encourage educators to engage in meaningful, quality professional development activities that are directed toward promoting student achievement.

· ensure that educators are accountable for their continuous professional development; and  

· operate efficiently.

Definitions

Educator:  The educator is the teacher, administrator or staff member holding a Professional educator’s license and under contract to the Darlington County School District (DCSD).

Advisor:  The educator’s credit renewal advisor will be his/her ADEPT Evaluation evaluator; or in the case of Continuing contract teachers using formal evaluation procedures , the advisor will be the principal.  An administrator’s renewal credit advisor will be his/her assigned evaluator.

Eligibility for Participants

The following certificate renewal guidelines apply to any person who holds a South Carolina Professional educator’s certificate.  An educator’s Professional certificate is valid for five years and expires on June 30 of the expiration year.  In order to be eligible for certificate renewal, the educator must earn a minimum of 120 renewal credits, as described in the Renewal Credit Matrix, during the five-year validity period of the certificate.

Renewal Process for Holders of Other Certificates

An educator with an Out-of Field permit or a certificate extension must comply with state certification and recertification requirements to keep any such certificate valid.  

For individuals holding an Initial certificate, credits earned in activities such as workshops, seminars or courses designed to satisfy ADEPT or PACE requirements during the period of initial certification will not apply for renewal of the Professional certificate when issued.  

Responsibilities of the Educator

The educator is responsible for working collaboratively with the renewal credit advisor to develop a certificate renewal plan, for collecting the documentation required to renew the certificate, and for presenting the documentation to the Office of Personnel in a timely manner.  The State places the responsibility for license renewal with the educator.  Failure to maintain a valid teaching license may result in termination of employment with the Darlington County School District.
Responsibility and Role of the Advisor

The responsibility of the advisor is to assist and support the educator throughout the recertification process to ensure that professional growth occurs as intended by the teacher, the school, the DCSD and the SDE.  The advisor’s role is to provide assistance and resource information in promoting quality licensure renewal plans by confirming renewal documentation and assessing the proposed activities.  Advisors and educators must agree upon a plan consistent with the requirements set forth in these guidelines.  An advisor should follow guidelines in requiring evidence of participation/completion of an activity and should approve the plan only if it meets the criteria of licensure renewal as defined by the SDE.  Approved activities should be reflective of the educator’s professional goals.
Options for Obtaining Renewal Credits

Renewal credits may be earned by participating in activities in one or more of the options listed below.  For each option a maximum number of credits is allowed toward certificate renewal during a renewal cycle.  For example, an educator may have accrued 70 total hours in approved workshops (Option 10) but will only be allowed to apply 60 of those credits toward his/her recertification.  Also, carryover of points from one renewal cycle to another is prohibited.  For example, an educator may have accrued 150 recertification credits over the five-year renewal cycle; however, the educator may not carry forward the additional 30 recertification credits into the next renewal cycle.

	Option
	Description
	Maximum Credits

	 1
	College Credit
	120

	 2
	State Department of Education Certificate Renewal Course
	120

	 3
	District Point Plan for Certificate Renewal
	NA in DCSD

	 4
	Publications
	 60

	 5
	Instruction
	 60

	 6
	Professional Training
	120

	 7
	Professional Assessor/Evaluator
	 60

	 8
	Mentorship, Supervision, or Instructional Coaching
	 60

	 9
	Educational Project, Collaboration, Grant or Research
	 60

	10
	Professional Development Activity (Non-CEU Credit)
	 60

	11
	Professional Development Activity (CEU Credit)
	120


General Description of Activities

An activity may be used to accrue credits under only one recertification option.   For example, an educator who takes a graduate course (Option 1) and is required to write a grant (Option 8) as part of the course may not earn points under both options.

Furthermore, an activity should not be a routine employment responsibility such as attending district activities on designated professional development days or afternoons unless these activities are designated by the district to earn points. Likewise, someone whose job function is to observe teachers may not earn points through observations (Option 7) that are a standard part of employment duties.  However, credits may be earned during the school day by participating in an activity or activities that are beyond a person’s job function.  Examples include attending an out-of-district conference or workshop, supervising a student teacher, serving as an induction teacher mentor, et cetera.
Effective Dates of This Process 

The South Carolina Certificate Renewal Guidelines were approved in 2002 and became effective on July 1, 2004, in the DCSD.  Recertification points can be earned from the 10 options available to the District beginning on that date. Courses in Options 1 and 2 taken within the educator’s five-year renewal cycle but prior to July 1, 2004, are the only options that can be grandfathered into the new plan.

Guidelines for Professional Growth and Certificate Renewal

· All certified personnel must maintain a Professional Growth and Certificate Renewal Portfolio notebook.

· The educator and the advisor will collaborate to develop a proposed plan for license renewal at the beginning of the renewal period using the ADEPT Plan or the Remediation Plan

· The educator and the advisor will design a plan in which the educator earns renewal credits through professional development activities that (1) relate directly to the educator’s professional growth and development plan, (2) support the goals of the school and of the DCSD and (3) promote student achievement.

· The educator will meet a minimum of three times annually to discuss goals and progress with the advisor—fall conference, spring conference and close of school checkout conference—and as needed for activity pre-approval.  (Activities completed during the summer should be examined at the fall conference.)  The Professional Growth and Certificate Renewal Portfolio (Professional Portfolio) should be reviewed at each conference and appropriate documentation as outlined in the Credit Renewal Matrix (Matrix) must be provided for each activity to be verified.  The Matrix may be found at the end of this section.

· The educator should refer to the Activity Criteria Checklist before submitting a renewal activity for pre-approval.  In addition, each activity must meet the appropriate eligibility criteria as described in the renewal option for which credits are sought as specified in the SDE’s Matrix; and the educator must maintain all required verification for each activity as described in the Matrix for the specific renewal option.  

· All options in the Matrix, including district-approved activities, require the advisor’s approval and signature prior to the educator’s participation in a professional development activity.  The Pre-Approval and Verification Form (Pre-Approval Form) should be completed through collaboration with the advisor before the educator registers for an activity.

· All certified administrators are required to earn at least 20 renewal credits from activities to enhance their skills in providing teacher support.  

· At the completion of an activity, the educator must provide the approved documentation to the advisor for the advisor’s signature on the verification form.  The completed activity may be entered on the Renewal Matrix Computation Sheet at this time. 

· The educator is responsible for obtaining the documents for pre-approval and completion of activities and for keeping the documents in the Professional Portfolio.  

· The educator is responsible for ensuring that 120 credits are earned within the five-year certificate renewal period. As stated earlier, credits earned above the minimum of 120 needed to renew the certificate cannot be carried over to the next renewal cycle.

· Any certificate renewal activity not provided by the District Office must be pre-approved and points must assigned for renewal credit by the contact person in that office.  (See the “Requests to Sponsor a Credit Renewal Activity” section below.)

· Participants in district-sponsored activities must sign in and sign out noting time in attendance.  Half credit may be given for personnel who leave early.

Upon the completion of an activity, the activity sponsor will provide each participant with an 
· Request for Sponsor and Activity/Verification Form (PGCR Form 1000 (Verification Form) to attach to his/her Pre-Approval Form.  In addition, the sponsors will keep a roster of participants and sign-in/out sheets in the sponsor’s activity file.

· Likewise, immediately following the completion of an activity, the activity sponsor will submit the appropriate documentation of completion for each educator to the District contact person so that earned renewal points may be recorded in the district’s professional growth activities database.  
· Educators will receive either renewal credits or monetary compensation (i.e. stipends) for staff development activities.

· Certificate renewal points may be applied to any of the approved ADEPT goals during the five-year cycle even if the goal has been met.
· An educator may earn renewal credit for participating in activities during the normal workday provided that professional leave has been approved by the District on the DCSD Leave Application Form. (Example: Summer Leadership Conference for Principals) The approval must meet the following requirements included in the Professional Development and Certificate Renewal Plan guidelines:


1.  The professional development supports the educator’s professional


     growth and development plan.

2.  The professional development is not part of the educator’s contracted

     duties. 

To receive credit, the educator must attach a copy of the approved Leave Application Form and an official document of attendance from the conference to the Pre-Approval Form.   The ultimate decision on renewal credit for an educator rests with the school district.

· Coordinating teachers may earn credits for after-school activities which are outside the scope of their normal job responsibilities and for activities in which they are sharing expertise with other schools in the district.

· No renewal credit points may be earned for National Board application.

DCSD Certificate Renewal Process

(This district-initiated process may be used only to renew Professional certificates and not for obtaining initial certification; for renewing Initial, PACE, extended certificates, RAC, out-of-field permits; or for changing the level—master’s, master’s plus 30, doctorate—of a certificate.)
1.
As soon as the educator has accumulated the total number of documented points (minimum 120) needed for certificate renewal within the five-year renewal cycle, he/she submits the Professional Portfolio to his/her renewal credit advisor.  The advisor will review the documents in the portfolio and will verify and sign the Log. (The advisor will keep a copy for the educator’s school file.)  

2. As early as January 1 and no later than June 1 of the certificate’s expiration year (June 30, 20XX), the educator submits the verified/signed Computation Sheet and the Request for Change/Action Form to the Office of Human Resources contact person. Educators are expected to maintain professional credentials and should not need reminders of these deadlines.  However, a one-year extension may be requested by the teacher during each renewal cycle by sending the Request for Change/Action Form directly to the SDE.
3. The Office of Human Resources will enter the certificate renewal activities and credits in the SDE Office of Certification database; renew the certificate; and place the Computation sheet, the Request for Change/Action Form, and the up-dated certificate in the educator’s personnel file.
4. The SDE Office of Certification will not mail a hard copy of the certificate to the educator.  The educator can print a copy from https://ed.sc.gov/.   If the educator needs a hard copy, one can be obtained by sending the Request for Change/Action Form with a $10.00 fee
5. The educator will be required to keep his/her verification documents until notification from the SDE as to the required time frame for maintaining individual records.  The District suggests that the educator keep a record of the activities to avoid duplication of similar activities in future professional growth plans.

For a summary of the Professional Growth and Certificate Renewal Process, please refer to the chart on page 10.

Reciprocity  

Points earned will be recognized in a reciprocal manner by school districts throughout the state.  Recently hired educators who earned points in another South Carolina school district or who are from another state may have licensure activities reviewed by the Office of Human Resources for possible recognition of points.  Reviewed activities must be completed within the educators’ five-year renewal cycle.

Assistance for Educators Leaving the District in the Middle of a Renewal Cycle

The educator must be responsible for submitting an up-to-date Computation sheet signed by the advisor, a Request for Change/Action Form, and any supporting documentation to the Office of Human Resources in a timely manner before leaving the school system.  Upon submission and subsequent verification of the documents, accrued recertification points will be entered into the South Carolina State Department of Education Licensure Portal System.  Once entered into the portal system, the educator’s recertification points can be obtained by any South Carolina school district.  The educator may request a printout of his/her renewal credits prior to leaving the district.

Renewal for Educators Employed in Positions That Do Not Require Certification

An educator in the District who is not employed in a position that requires South Carolina educator certification but who wishes to maintain a current certificate must earn renewal credits through professional development activities that relate to one of the following criteria:  (1) the educator’s current area(s) of certification, (2) a formal program of study in a certification area in which the educator is officially enrolled or (3) the goals of the educator’s employing educational entity.

Renewal Process for Educators Not Employed by the District 

Educators not employed in a school district will need to work directly with the SDE for certificate renewal.

Appeal Process

Certified personnel should always refer to the Renewal Credit Activity Criteria Checklist before seeking pre-approval for an activity.  Approval forms will be reviewed and signed by the renewal credit advisor.  

In the event that an activity or that the Log is not approved by the advisor and no resolution of the process has been reached by informal referral to the advisor’s supervisor or the District contact person, the educator has the right to formal appeal.  Appeals must be made within two weeks of the initial approval denial.  An appeal must be submitted by completing an Appeal Form and attaching the denied pre-approval request. These documents must be sent to the District contact person for review by the Steering Committee.  The Steering Committee will make a consensus decision based on the information provided. The District contact person will notify the educator of the decision in writing within two weeks of the appeal.

Monitoring Process

The teacher/staff member must bring the Professional Portfolio to the ADEPT conferences for the bi-annual evaluation review as required by ADEPT.   Additionally, review of the portfolio and certification status will be part of the school checkout process prior to the last teacher workday.

How to Sponsor a Certificate Renewal Activity

Activities for license renewal must be submitted to the District contact person for approval and assignment of professional development credits prior to implementation.

Activities planned for the following options must be submitted:

District Initiated Graduate or Recertification Courses (Options 1 and 2)

District Initiated Professional Training (Option 6)


District Initiated Educational Project, Collaboration, or Research (not Grants),

            
(Option 9)

District Initiated Professional Development Activity (non-CEU Credit)          (Option 10)
The process for development of a recertification activity is as follows:

1. One or more individuals may initiate a recertification activity—administrators, curriculum specialists, department heads, teachers, et cetera.

2. The proposed activity should be described on the Request for Sponsor and Activity/Verification Form (PGCR Form 1000) and the completed form submitted to the District contact person.  The form must include all information that will adequately describe the activity including dates, times, appropriate option number, how the activity meets the option criteria, et cetera.  Insufficient information and/or incomplete forms will be returned and will delay a decision on the activity.

3. The contact person will evaluate each activity to see if it meets the criteria for the recertification option requested.

4. If the activity is approved, the contact person will assign a number to the activity.  The form will be returned to the initiator.

5. The contact person will maintain a file of all approved activities.

Documentation of Credits Using the Recertification Activity Verification Form

At the time of the approved activity, the activity’s sponsor/facilitator should announce the activity number and each participant should record the title of the activity and the activity number on the Request for Sponsor and Activity/Verification Form (PGCR Form 1000)

and on his/her Computation Sheet.  Upon completion of the activity, the facilitator should sign the form for each participant, and present the participant with a copy.  Within one week of the activity, the sponsor/facilitator should submit a copy to the District contact person for filing.  A copy should be kept by the facilitator/sponsor as back-up documentation and for use in electronic documentation. 
(Revised: 6-14-2012)
Further Information on the Professional Growth and Certificate Renewal Program

The DCSD Guidelines and forms can be obtained on the District web site:

www.darlington.k12.sc.us under Human Resources, Certification

The SDE Guidelines and forms can be accessed on the SDE web site:

https://www.ed.sc.gov
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