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Additional Information and Resources
The following pages include a variety of resources that may be helpful as you work through the Professional Certificate process.  The Evidence Guidelines are especially helpful as you think about your Portfolio.
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Residency Renewal

The first issuance of your residency certificate is valid until the first time you complete provisional status.  Once you complete provisional status, you will be reissued a residency certificate with a five-year expiration date on it.  All certificates have a uniform expiration date of June 30.  

Once you have the five year residency, the following renewal options are available:
2 Year Renewal (enrolled in ProCert)
You may renew your residency teacher certificate one time for two years if you are enrolled in a ProCert program.  You must enroll in a program prior to the expiration date on your certificate.  If you need this two year renewal complete the Institutional Application for a Teaching Certificate 4401 and submit with fees to your college/university ProCert program.
5 Year Renewal (ineligible for ProCert)
You may renew your residency teacher certificate once for five years if you are not eligible for enrollment in a Professional Certificate Program.  You must complete 15 quarter hours (10 semester hours) of study since the issuance of the Residency Certificate.  To apply for this renewal, submit the following:

· APPLICATION (Residency Teacher Renewal 4035) with FEE to an Educational Service District
(Addresses and fees are listed in the application packet.)
· TRANSCRIPTS 

2 Year Renewal (NBPTS Candidates)
You may renew your residency teacher certificate once for two years if you are a candidate and have been assessed for National Board (NBPTS) certification.  You must submit a completed portfolio and complete the assessment center exercises.  To access this renewal, submit the following:

· APPLICATION (Residency Teacher Renewal 4035) with FEE to an Educational Service District (Addresses and fees are listed in the application packet.) 

· Proof of submitting a completed portfolio and completion of the assessment center

This version is for PROFESSIONAL CERTIFICATION – 5/05
 PERSONAL CAPACITY WORKSHEET

This document is an optional tool to assist you in selecting areas of focus for you Professional Growth Plan. Use the Professional Certification Descriptions of Practice for descriptions of “Not Yet Met” and “At Standard.”  You may choose to take notes or list examples from your practice in the boxes to help you analyze your capacity for each Criterion.  
	ProCert Criteria
	Descriptions of Practice

#s from the Description of Practice Document
	Rate your capacity using the ProCert Descriptions of Practice as a guide.

	Effective Teaching
	At Standard 
	Not Yet Met

	1(a) using instructional strategies that make the learning meaningful and show positive impact on student learning

	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	

	1(b) using a variety of assessment strategies and data to monitor and improve instruction

	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	

	
	6
	
	

	
	7
	
	

	
	8
	
	

	1 (c) Using appropriate classroom management principles, processes, and practices to foster a safe, positive, student-focused learning environment.

	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	

	
	6
	
	

	1(d) designing and/or adapting challenging curriculum that is based on the diverse needs of each student
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	

	
	6
	
	

	1(e) demonstrating cultural sensitivity in teaching and in relationships with students, families, and community members.


	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	

	1(f) integrating technology into instruction and assessment
	1
	
	

	
	2
	
	

	
	3
	
	

	1(g) informing, involving, and collaborating with families and community members as partners in each student’s educational process, including using information about student achievement and performance.
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	Professional Development
	At Standard
	Not Yet Met

	2(a) evaluating the effects of his/her teaching through feedback and reflection
	1
	
	

	
	2
	
	

	
	3
	
	

	2(b) using professional standards and district criteria to assess professional performance, and plan and implement appropriate growth activities  
	1
	
	

	
	2
	
	

	
	3
	
	

	2(c) remaining current in subject area(s), theories, practice, research, and ethical practice
	1
	
	

	
	2
	
	

	
	3
	
	

	Professional Contributions
	At Standard
	Not Yet Met

	3(a) Advocating for curriculum, instruction, and learning environments that meet the diverse needs of each student; and


	1
	
	

	3(b) participating collaboratively in school improvement activities and contributing to
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	


Completed Professional Certification – Next Steps
Congratulations, you have completed the Professional Certificate process.  We hope it has been a rewarding and meaningful process.  To ensure your certificate is issued correctly and in a timely manner, please be sure to follow these steps:

1. Be sure the college and university has your signed and completed Professional Growth Record.
2. Be sure you have the issues of abuse requirement completed.  If you completed a teacher preparation program in the state of Washington after August 31, 1991 this requirement was met in either your initial or residency certificate program.  If you are new to the state, or completed teacher preparation prior to August 31, 1991 check with your college/university or district.  If you have not already met this requirement, many higher education institutions, ESDs, and school districts offer the workshop on a regular basis.  You can also take issues of abuse from organizations that are not approved to offer clock hours such as a fire station or church since it does not have to be taken for clock hours.  Be sure to retain documentation verifying your participation.
3. Complete the Institutional Application for a Teaching Certificate 4401 , sign and date the affidavit, and return with application fee to your college/university certification office.  No transcripts are required.
4. Read the following pages regarding maintenance of your Professional Certificate.  You must maintain the Professional Certificate by earning 150 clock hours every five year period.  This requirement is the same as for the Continuing Certificate.  The following pages contain specific information regarding those clock hours.

Professional Certificate: Maintenance and Renewal

1.
WHAT IS THE PROFESSIONAL CERTIFICATE RENEWAL REQUIREMENT? 
A requirement that persons must complete the equivalent of 150 clock hours of study since the issuance of the professional certificate. Clock hours shall relate to one or more of the three standards required for the professional certificate or related to at least one of the criteria used for salary purposes in Washington. Some hours from both categories must be represented in the 150 clock hours. 
2.
DO INDIVIDUALS WHO OBTAIN CERTIFICATION FROM THE NATIONAL BOARD FOR PROFESSIONAL TEACHING STANDARDS (NBPTS) NEED TO COMPLETE 150 CLOCK HOURS TO RENEW THE PROFESSIONAL CERTIFICATE? 
No, individuals who hold a valid certificate issued by the NBPTS may use that certificate in lieu of completion of the 150 clock hours needed for renewal. A copy of the valid NBPTS certificate is submitted with the application for renewal in order to renew the professional certificate. The renewed professional certificate will be valid for five years or until the expiration of the NBPTS certificate, whichever is greater. 

3.
WHAT ARE THE THREE STANDARDS REQUIRED FOR THE PROFESSIONAL CERTIFICATE? 
The three standards are as follows: 

A.
Course work in Effective Teaching 

B.
Course work in Professional Development 

C. 
  Course work in Professional Contributions
4.
WHAT ARE THE CRITERIA FOR SALARY PURPOSES? 
The criteria for salary purposes are as follows: 

A.
The course work is consistent with the school district's strategic plan for improving student learning; 

B.
The course work pertains to the individual's current assignment or expected assignment for the following school year; 

C. 
The course work is necessary for obtaining endorsement as prescribed by the Washington State Board of Education; 

D. 
The course work is specifically required for obtaining advanced levels of certification; 

E.
The course work is included in a regionally accredited college or university degree program that pertains to the individual's current assignment or potential future assignment as a certificated instructional staff of the school district, where the potential of the future assignment is agreed upon by the school district and the individual. 

5.
DO THE CLOCK HOURS FOR RENEWAL NEED TO BE FROM BOTH THE PROFESSIONAL CERTIFICATE STANDARDS AND THE CRITERIA FOR SALARY PURPOSES CATEGORIES? 
Yes, both areas must be represented in the 150 clock hours taken for renewal. 

6.
CAN SOME HOURS FOR RENEWAL NOT RELATE TO THE CATEGORIES REQUIRED? 
No, all hours must relate to the professional certificate standards or the criteria for salary purposes categories and both categories must be represented in the 150 clock hours taken for renewal. 

7.
HOW CAN AN INDIVIDUAL TELL IF THE CONTENT OF THE COURSE WORK MEETS ONE OF THE REQUIRED CATEGORIES? 
In some cases, the course titles and category are almost identical; in other cases you may have questions about whether the course did or did not address the category. In making determinations about the acceptability of courses, individuals should consider the following: 

(a) If Professional Education and Certification staff have questions, they will ask the applicant to supply catalog course descriptions, or in some cases course syllabi, or a letter verifying course content on letterhead from the agency offering the course. 

(b) If the individual has had a course accepted by a Washington school district as meeting the criteria for salary advancement, the school district may provide documentation to the Professional Education and Certification office. 

IF YOU HAVE DOUBT ABOUT THE ACCEPTABILITY OF COURSES, YOU MAY WISH TO OBTAIN VERIFICATION FROM ONE OR MORE OF THESE SOURCES PRIOR TO SUBMITTING YOUR APPLICATION.  INCLUDE THOSE DOCUMENTS WITH YOUR APPLICATION MATERIALS. 

8.
WHAT IS A CLOCK HOUR? 
Each 60 minutes of approved in-service, including reasonable time for breaks, equals one clock hour of continuing education credit. 

9.
WHO CAN OFFER CLOCK HOURS? 
Only a Washington approved provider of clock hours. 

10.
WHO CAN BE APPROVED TO OFFER CLOCK HOURS? 
The following agencies may be approved to offer in-service clock hours when in compliance with standards and procedures set forth in chapter 181-85 WAC: School districts, educational service districts, approved private schools, state agencies, colleges/universities, and professional organizations. (In order for professional organizations to become approved providers, they must be nonprofit and have either a committee or board of directors which provides prior approval to proposed in-service education programs.) 

11.
HOW WILL AN INDIVIDUAL KNOW IF THE WORKSHOP OR INSERVICE IS OFFERED BY A WASHINGTON PROFESSIONAL EDUCATOR STANDARDS BOARD - APPROVED PROVIDER? 
The individual may check with the agency offering the workshop or Professional Education and Certification. Professional Education and Certification can tell an individual if the agency is approved for clock hours. Only the agency offering the workshop or Professional Education and Certification knows whether it has gone through the internal process of having that particular workshop approved for clock hours. 

To assist participants in identifying workshops approved for clock hours, inservice offerings by approved providers of clock hours should be advertised on any literature as “Washington State-Approved Clock Hour Offering, Workshop, or Inservice.” 

Most out-of-state organizations have not been approved to offer Washington State clock hours. Many organizations offer contact hours, continuing education units (CEUs), or similar credit. Individuals need to check carefully that they are being offered clock hours––not contact hours, CEUs, or similar credit. Contact hours, CEUs, etc., cannot be accepted as clock hours. Only Washington State-approved clock hours can be used toward maintenance.

 12. CAN AN INDIVIDUAL TAKE COLLEGE/UNIVERSITY CREDIT TO USE TOWARD 
RENEWAL?
Any regionally accredited two- or four-year college credit at the 100 (freshman) level or above may be used toward renewal. One quarter hour of college credit is the equivalent of 10 clock hours, and one semester hour of college credit is the equivalent of 15 clock hours. 

13. CAN AN INDIVIDUAL TAKE A COMBINATION OF COLLEGE/UNIVERSITY 
CREDIT AND CLOCK HOURS TO MEET THE RENEWAL REQUIREMENT?
Yes. 

14. CAN AN INDIVIDUAL USE CLOCK HOURS OR COLLEGE CREDIT TAKEN 
BEFORE ISSUANCE OF THE PROFESSIONAL CERTIFICATE TOWARD 
RENEWAL OF THE PROFESSIONAL CERTIFICATE?
No. 

15. IF AN INDIVIDUAL IS ISSUED A PROFESSIONAL CERTIFICATE AND A CONTINUING CERTIFICATE (EXAMPLE: TEACHER AND ADMINISTRATOR), DOES HE/SHE NEED TO COMPLETE 150 HOURS FOR EACH CERTIFICATE? 
No, as long as the clock hours meet the requirements of each certificate (they are worded differently) one set can be used for both purposes. 

16.
WHERE IS AN INDIVIDUAL’S RECORD KEPT? 
Approved clock hour forms, grade slips, or transcripts are given to the individual by the approved provider or by the college/university. Individuals are responsible for maintenance of their own records. 

17.
HOW DO INDIVIDUALS SHOW THEY HAVE COMPLETED THE 150 CLOCK HOURS NEEDED FOR RENEWAL? 
Once individuals complete the 150 clock hours needed for renewal of a professional certificate, application is made to Professional Education and Certification to renew.  Applications may be obtained online at http://www.k12.wa.us/cert 

18.
HOW WILL INDIVIDUALS KNOW THAT THEIR CERTIFICATES HAVE BEEN RENEWED BASED ON THE HOURS THEY HAVE COMPLETED? 
The individual must file an application with Professional Education and Certification showing what he/she took to meet the clock hour requirement. Professional Education and Certification will issue a new certificate with a new expiration date. 

19.
WHEN SHOULD AN INDIVIDUAL APPLY AFTER COMPLETING THE 150 CLOCK HOURS? 
Renewal can be done as soon as he/she has met the requirement and wishes a new certificate. 

20.
WHAT HAPPENS IF AN INDIVIDUAL DOES NOT COMPLETE THE CLOCK HOURS OR DOES NOT FILE THE APPLICATION FOR RENEWAL? 
The certificate expires. In other words, it is no longer valid for service. 

21.
HOW DO INDIVIDUALS RENEW EXPIRED CERTIFICATES? 
By submitting an application for renewal. Note: If the applicant does not hold a valid certificate, fingerprints and the moral character/background questionnaire must be submitted as well. 
22.
CAN AN INDIVIDUAL GET APPROVAL FOR A WORKSHOP TO CARRY CLOCK HOURS IF THE ORGANIZATION DOES NOT HAVE APPROVAL? 
No. Only organizations approved by the Professional Educator Standards Board can offer clock hours. Individuals cannot be approved to offer clock hours or have an offering by a non-approved provider approved. 
23.
CAN AN OFFERING BE APPROVED FOR CLOCK HOURS AFTER THE OFFERING HAS BEEN COMPLETED? 
No. Offerings must be approved prior to the start of the offering by an approved provider. 

24.
IS THERE ANY WAY FOR AN ORGANIZATION THAT IS NOT AN APPROVED PROVIDER OF CLOCK HOURS TO SPONSOR A CLOCK HOUR OFFERING? 
An organization that is not approved cannot sponsor a clock hour offering. However, it may team up with an approved provider who would be willing to cosponsor the workshop for clock hours. 

25.
CAN CLOCK HOURS APPROVED FOR RENEWAL OF A PROFESSIONAL CERTIFICATE BE USED FOR CREDIT ON THE SALARY SCHEDULE? 
Yes. WAC 392-121-280 requires districts to document eligible credits on an official transcript or letter from the institution granting the credits or performing the inservice training. Districts will accept Form SPI 1125 if providers sign Section IV “Inservice 

26.
WHAT OFFICE SHOULD BE CONTACTED IF THERE ARE ADDITIONAL QUESTIONS? 
Professional Education and Certification email: cert@k12.wa.us.  Office of Superintendent of Public Instruction web: http://www.k12.wa.us/cert Old Capitol Building PO BOX 47200 Olympia, WA 98504-7200 Telephone: (360) 725-6400 TTY: (360) 664-3631 

Glossary

	Advanced Track
	Option for out-of-state candidates who completed five or more satisfactory years of teaching before entering Washington.  These candidates have the option to demonstrate meeting all 12 criteria during the Pre-Assessment Seminar.

	Artifacts
	Items from a teacher’s practice used to demonstrate positive impact on student learning.

	Capacity 
	 The measure of one’s ability specific to a skill and/or knowledge.

	Collaboration 
	 “Ongoing communication among the professional growth team members using a variety of formats (e.g., conferences, electronic mail, conference calls, etc.) to reach consensus regarding the content – course work, experiences, competencies, knowledges and skills – of the candidate’s professional growth plan.” (WAC 181-78A-010)

	Core
	Time between Pre-Assessment and Culminating Seminars when candidates work to fulfill their Professional Growth Plan and prepare to demonstrate competency in all areas.  The Core should include learning opportunities that will facilitate the acquisition of additional skills and knowledge as outlined in the PGP.  This can be college/university credit, clock hours, or a combination of both.

	Criteria
	Subcomponents of the 3 standards.  Candidates use evidence to demonstrate their competence in these 12 criteria. (WAC 181-78A-540)

	Culminating Seminar 
	 “That component of the approved professional certificate program in which the candidate for a professional certificate presents his/her final documentation and evidence of professional certificate level knowledge, skill, performance, and positive impact on student learning.” (WAC 181-78A-010).

	Descriptions of Practice
	Statements describing the 12 criteria.  This is a resource document to help teachers analyze their teaching.

	Engagement 
	 “The extent to which learners actively and persistently participate until appropriate responses are firmly entrenched in their repertoires…[and is] indicated by absence of irrelevant behavior, concentration on tasks, enthusiastic contributions to group discussion, and lengthy study.” (Walberg,1999)

	Entry
	Structure for assembling evidence connected to specific criteria.  Each entry includes a Plan, rationale, evidence, and reflection.  Teachers may develop one to twelve entries to demonstrate all 12 criteria.

	Essential Academic Learning Requirements 
	Specific learning targets that are based on the state’s Students Learning Goals. (Education Reform – Improvement of Student Learning Act, 1993)

	Evidence 
	The documentation that the candidate collects/creates to verify that she/he has met all 12 criteria in the 3 standards.

	Learning Community
	“Fundamentally implies that a group of individuals are learning together in a supportive atmosphere toward a common purpose. The work of this community is guided by knowledge acquisition. Ample opportunities exist for both affective and cognitive responses. This learning in turn benefits not only the individual members of the community, but contributes to shared understandings and new points of view for all participants. Community in this sense combines both a task orientation toward a goal as well as the development of a bond among community participants embedded in a democratic ethos.” (Vavrus, 2002; Merz and Furman, 1997)

	Learning Targets 
	 “Defines academic success, what we want students to know and be able to do.” (Stiggins, 2001)

	Portfolio of Evidence
	The final product that is assessed in the culminating seminar.  It includes the Professional Growth Plan, Student Learning Context Profile, and the Entries.

	Positive Impact On Student Learning 
	 “Means that a teacher through instruction and assessment has been able to document students’ increased knowledge and/or demonstration of a skill or skills related to the state goals and/or essential academic learning requirements.” (WAC 181-78A-010)

	Pre-assessment Seminar 
	This seminar serves as an introduction to reflective practice and the Professional Certificate requirements.  In addition it is “That component of the approved professional certificate program in which the candidate for a professional certificate, in collaboration with the members of his/her professional growth team, identifies specific competencies, knowledges, skills and/or experiences needed to meet standards for the certificate as required by WAC 181-78A-540.” (WAC 181-78A-010).   The candidate reflects on all 12 criteria to identify areas in which she/he has strengths and the areas in which she/he needs to increase capacity.

	Professional Growth Plan (PGP)
	“The document which identifies the specific competencies, knowledges, skills, and experiences needed to meet the standards set forth in WAC 180-78A-540.” (WAC 180-78A-010)  Each candidate develops a PGP during the Pre-Assessment which they then implement during the Core.

	Professional Growth Record
	Required documentation and paperwork for the candidate’s certification file. Includes Verification of Completed Activities.

	Professional Growth Team (PGT)
	“A team comprised of the candidate for professional certification, a colleague specified by the candidate, a college or university advisor appointed by the college or university, and a representative from the school district in which the candidate teaches”. (WAC 181-78A- 010)  The team reviews, provides feedback on, and approves the candidate’s PGP.

	Reflective Practice
	An active and conscious process that involves a deliberate pause to examine beliefs, goals or practices in order to gain new or deeper understanding that leads to actions improving the learning of students.

	Standards 
	There are three standards: Effective Teaching, Professional Development, and Professional Contributions. There are 12 criteria. (WAC 181-78A-540)


