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LPDC Committee Member Tasks
Overview of Duties

Each mentee on your list is to have an approved Professional Development Plan for which they are acquiring appropriate continuing education credits towards their current licensure.  Only one plan is needed for the person’s five-year license cycle.    At the end of their cycle, you will need to sign off on the “LPDC Approval Cover Sheet” and turn that into Pam Tone.  The mentee then will go to ODE to apply for the renewal their license.  
Fall

· Attend LPDC meeting

· Review files and spreadsheet document for each of your mentee’s names to ensure that they have an approved plan and what their total hours are going into the current school year.

· Email each of your mentees (see example below) to let them know you are their LPDC contact person.

· Review and approve any new plans.

Sample Email:
Hi (mentee’s name),
As of our LPDC meeting on (date), our records show that you are due to expire in (year); you have (do not have) a current development plan and have XX approved CEU's on file.  If this is different than what your personal records show, please email me to let me know.
Our committee will be meeting again in February for mid-year submissions and then again in June for any end of the year submissions.
Please let me know if you have any questions,
(your name)
Winter and Spring

· Attend LPDC mid-year and end of year meeting

· Update each mentee’s files and CEU totals with any new documentation submitted during the school year.

· Fill out any LPDC Approval Cover Sheets for anyone requesting to renew their license.

· Fill out any Leaving an LPDC Verification Form for anyone that is leaving and has requested this form.
