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INTRODUCTION 
 
 
In 1996, the Ohio General Assembly passed Senate Bill 230, requiring every Ohio school district 
to establish a Local Professional Development Committee (LPDC), and have that committee in 
place by September 1, 1998.  The information contained in this document will help guide you 
through the steps and procedures for changing from certification to Licensure as established by 
the Ross Local Professional Development Committee (RLPDC).   
 
The transition to the new Licensure process will undoubtedly create some confusion during its 
initial stages. There will be different procedures depending on the individualÕs certification, date 
of certificate renewal, and the individualÕs intention to upgrade, renew, or convert his/her current 
teaching certificate to a license. These procedures, and the necessary steps to pursue them, are 
found within this document.  
 
This program has been designed to allow educators greater flexibility in selecting the type of 
professional development activities that are meaningful to them.  Where the old system 
recognized only formal course work or workshops by Continuing Education Units (CEUs), the 
new structure will allow a range of professional development activities, many of which more 
closely relate to the daily work of the educator. 
 
Through this Licensure process each educator will develop an Individual Professional 
Development Plan (IPDP).  A time-line has been established for an educator to complete his/her 
IPDP and receive RLPDC approval for Licensure. Each professional development plan is 
characterized by its individual relevance, authenticity, and potential to enhance professional 
growth and maximize student achievement.  IPDPs must be approved in advance by the RLPDC 
and relate to district goals, building goals, and the professional growth of the individual. 
 
One of the major responsibilities of the RLPDC is to review educatorsÕ IPDPs and ensure that 
they meet the standards of relevance to the needs of the educator, the students, the school, and 
the district. 
 
In summary, the RLPDC will provide an opportunity for increased flexibility, more meaningful 
professional development, and local decision-making by schools and educators.  Through the 
RLPDC, professional development can become a strategic and powerful tool for continuous 
improvement for the district and all its educators. 
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Ross Local Professional Development Committee 
Standards and Bylaws 

 

MISSION STATEMENTS 
 

Ross Local Professional Development Committee 
Mission Statement 

 
The Ross Local Professional Development CommitteeÕs (RLPDC) purpose is to facilitate 
the participation of professional educators in relevant professional development activities 
that enhance their own growth and maximize student achievement. 
 
The mission statements of both the district and the individual buildings shall guide the work of 
the RLPDC.  Those mission statements follow below. 
 

Ross Local School Distr ict 
Mission Statement 

 
The mission of the Ross Local School District is to provide a challenging instructional program 
aimed at developing: 
 

¥ competent workers for a changing, technologically-intensive world; 
¥ responsible, caring citizens, able to deal with changing social problems; and, 
¥ individuals interested in life-long learning. 

 
The instructional program will attend to the different needs of individual students through the use 
of multiple instructional strategies and through the efficient and effective use of the resources of 
the district, community, and parents. 

 
Belief Statements 

 
 1. High expectations lead to high achievement. 
 2. Common sense is a foundation. 
 3. All school activities must be meaningful for studentsÕ lives beyond school. 
 4. Diversity in learning and personal perspective is to be respected. 
 5. We need to empower the people doing the task.   
 6. Empowerment carries with it responsibility for the consequences of decisions and 

actions. 
 7. Choices should be driven by utility or need. 
 8. We should be proactive rather than depending on hope or chance. 
 9. Our approach to operations should be positive, constructive, and energetic. 
 10. The schoolÕs primary function is to provide educational opportunities, not replace the 

role of the family, the church, or other social agencies. 
 11. We should operate our programs in a fiscally responsible manner. 
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 12. There needs to be a cooperative effort among all players. 
 13. Parents are the studentsÕ primary teachers. 
 14. Schools need to communicate clearly with parents and community and involve them in 

the education of our children. 
 
 

Elda Mission Statement 
 
The students will:  
 
* Strive for personal academic excellence;  

* Be active learners and problem solvers in a nurturing environment; 

* Be supported through a partnership between school, parents, and community; 

* Develop positive self-esteem as well as respect for others and our world; 

* Become life-long learners. 
 
 

Morgan Elementary School 
Mission Statement 

 
Morgan Elementary School exists to help each unique child reach his or 
her full potential.  We aim to equip all children to: 
 
  * make responsible contributions within their communities, their country, and the global 
society; 
  * function productively in the world of technology and the world of work; 
  * lead richly literate lives; 
  * continue to grow in understanding and respect for themselves and others. 
 
 

Ross Middle School 
Mission Statement 

 
Ross Middle School, recognizing its unique role in meeting the academic, social, and emotional 
needs of students in transition, is committed to providing students with the help and care to 
enable them to become confident, cooperative, curious, life-long learners living productive lives. 

 
 
 



 4 

 
Ross High School 
Mission Statement 

 
We, the faculty of Ross Senior High School, believe our students are the most important natural 
resource of the community.  Our professional and personal obligation is to accept them as they 
are, to respect and to deal with their diversity, and to develop school programs, which capitalize 
on their individuality. 
 
We should challenge each individual to strive for maximum moral, intellectual, and social 
growth on a continuing basis, both in and out of school, and should prepare each of them for a 
meaningful life after leaving our school. 
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GOVERNANCE 
 

The Ross Local Professional Development Committee (RLPDC) policy, procedures, and 
governance shall not supersede the negotiated agreement and/or district policy.  Proposals to the 
RLPDC and approvals/denials by the RLPDC shall not override the negotiated agreement and/or 
district policy. 
 

REPRESENTATION 
 

 A. There shall be one (1) RLPDC that shall function on a district-wide basis. 
 
 B. There shall be seven (7) members of the RLPDC: four (4) teachers (one from each 

school building) and three (3) administrators.  The Association shall choose and appoint 
the teacher members pursuant to Section 3319.22 (C)(3) of the Ohio Revised Code, and 
the superintendent shall choose and appoint the administration members. 

 
 C. Committee members shall serve a two (2) year term. Committee members may serve 

more than a single term if so selected. 
 
 D. When a vacancy occurs on the RLPDC mid-way through a memberÕs term, the 

following procedure shall be applied: The Association shall appoint a new member if 
the departing member is a teacher.  The superintendent shall appoint a new member if 
the departing member is an administrator.  In either case the newly appointed member 
shall complete the term of the individual whose departure created the vacancy. 

 
 E. All elections and appointments for the following school year shall be completed prior to 

the end of April.  RLPDC work on Certification/Licensure renewal shall not begin until 
all RLPDC positions are filled. 
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COMMITTEE SELECTION AND RESPONSIBIL ITIES 
 
The RLPDC shall consist of the following roles and their corresponding duties.  Officers shall be 
elected by a majority vote of the RLPDC membership. 

Chairperson 
 Responsibilities: 
 

¥ Preside over all RLPDC committee meetings. 
¥ Call all committee meetings, regular and/or emergency, and set all agendas in 

collaboration with the membership. 
¥ Send agendas to all committee members at least a day in advance of each meeting. 
¥ Communicate information to the members of the RLPDC. 
¥ Represent the RLPDC at meetings of other committees and organizations (e.g., staff 

meetings, LMC, cabinet meetings, board meetings, executive committee, etc.). 
¥ Ensure committee adherence to the Individual Professional Development Plan (IPDP) 

review processes and procedures.  
¥ Secure all active files relevant to Licensure.  

Recorder  
 Responsibilities: 
 

¥ Maintain minutes/records of actions taken and provide copies of the same to the 
superintendent, building principals, RLPDC members, and the REA president. 

¥ Notify applicants of approval/resubmission/denial status of IPDPs. 
¥ Serve as communication liaison to the rest of the district staff. 
¥ Be responsible for all necessary correspondence. 
¥ Keep committee membership records up-to-date. 
¥ Keep a mailing list of committee members including names, addresses, and phone 

numbers. 
¥ Maintain a notebook or easily accessible electronic record of all committee activities. 

Committee Members 
 Responsibilities: 
 

¥ Serve as a staff information resource and facilitator of professional development. 
¥ Serve as an evaluator of IPDPs for conversion to a license and license renewal. 
¥ Attend all RLPDC committee meetings. 
¥ Serve as presenter for assigned IPDPs.  Under normal circumstances the chair and the 

recorder will not be assigned to present IPDPs. 
 

COMMITTEE PROCEDURES 
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The RLPDC will meet monthly during the school year.  During the months of June, July, and 
August the RLPDC will meet on an as-needed basis.  The meetings shall be posted at least forty-
eight (48) hours in advance.  The chairperson has the right to contact members for the purpose of 
cancellation if no IPDPs or other issues are submitted during a given month.  Items for regular 
meetings shall be submitted to the RLPDC chair. 
 
When the RLPDC considers Licensure requests from administrators, all seven members will 
participate in the review process. If the administrator so requests, the committee membership 
will be modified to reflect an administrator majority rather than a teacher majority. The teacher 
representatives will be determined by a majority of the teacher members of the RLPDC, but 
should include the teacher member from the building in which the administrator works.  
 
If the RLPDC is considering the Licensure request of an RLPDC member, that member will 
abstain from any voting relating to his/her Licensure request. If a teacher member so requests, 
the committee membership will be modified to reflect a teacher majority. The administrative 
representatives will be determined by a majority of the administrative members of the RLPDC. 
All RLPDC members will be able to participate in the discussion of the memberÕs certificate or 
license proposal.  Members not voting may stay in the room when the voting on the 
certificate/license proposal occurs. 
 
While the committee will endeavor to make all decisions by consensus, at least five (5) of the 
RLPDC members must agree upon any proposal for it to be considered approved. A quorum, 
necessary to conduct RLPDC business, shall be five (5) out of the seven (7) RLPDC members.  
Of the five (5) at least three (3) members must be teacher representatives. 
 
While all discussions and materials associated with the RLPDC process are a matter of public 
record, it is the intent of the RLPDC to act in a professional and confidential manner when 
working through this process.  Public access laws will be honored, but RLPDC members will not 
share or discuss information regarding individual applications outside their official role as 
RLPDC members.  Further, no documents submitted for consideration to the RLPDC shall be 
used as examples without written permission of the party/parties involved. 
 
Minutes/records of actions taken shall be maintained by the RLPDC recorder.  Copies of these 
minutes/records shall be provided to the superintendent, building principals, RLPDC members, 
and the REA president(s). 
 
The approval of an IPDP can only be withdrawn if that approval was based on misleading, 
incorrect, and/or falsified information.  
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IPDPs shall be evaluated and approved by consensus.  A time limit of fifteen (15) minutes per 
proposal should be adhered to by all RLPDC members. The status of reviewed IPDPs and/or 
activities will be communicated to the employee via e-mail immediately upon the action of the 
RLPDC.   
 
A record of actions shall be maintained by the RLPDC recorder and an electronic record of 
actions will be maintained via PDExpress. Where hard copy documentation is required such 
documentation will be retained in the LPDC records on file in the Office of the Superintendent. 
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GLOSSARY OF TERMS 
 
 
Approved College or University: A college or university which has been approved for the 
preparation of teachers, administrators, and school employees in pupil personnel services by the 
State Board of Education. 
 
Approved Program: A college or university preparation program that the State Board of 
Education has determined complies with Licensure rules and which leads to Licensure necessary 
as a teacher, administrator, or school employee in pupil personnel services. 
 
Cer tificate: A credential authorizing individuals to teach in the schools of Ohio based on a set of 
standards established and adopted in 1987.  Certificates cover a variety of grade levels and/or 
content areas which are shown on the certificate and are issued on a provisional (four-year), 
professional (eight year), and permanent basis. New certificates will no longer be awarded by the 
state after July 1, 2002. 
 
Conversion: Conversion describes the process of converting a certificate to a license following 
the provisions mandated by the ÒTeacher Education and Licensure StandardsÓ and the 
procedures outlined in this document. 
 
Endorsement: Endorsement of a license is the addition of a teaching area to the license after 
completion of an approved program of preparation. 
 
Individual Professional Development Plan (IPDP): The Individual Professional Development 
Plan (IPDP) is a plan designed to help educators think reflectively about professional goals and 
how those goals relate to the professional development opportunities available to them.  It allows 
educators to plan and prepare for the Licensure process by having them set goals, identify 
objectives, predict outcomes, analyze educational strategies, and evaluate current practices. 
 
L icense:  The ÒlicenseÓ will replace the ÒcertificateÓ as the formal credential authorizing 
individuals to teach in Ohio schools. Effective July 1, 2002, only new licenses will be issued by 
the state. Ultimately, all teaching certificates (except for permanent certificates) will be 
converted to licenses. The new ÒTeacher Education and Licensure StandardsÓ which authorize 
the Licensure process were approved by the General Assembly in November, 1996 and become 
effective on January 1, 1998. 
 
Local Professional Development Committee (LPDC): Senate Bill 230 requires school districts 
and chartered nonpublic schools to establish Local Professional Development Committees. The 
committees will determine whether course work and professional development activities 
completed by educators meet the requirements for renewal of certificates and licenses. (The 
standards adopted pursuant to these rules specify that the committee shall also review other 
continuing education activities in addition to course work.) 
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PDExpress:  A web-based professional development management system that is used to submit 
professional development plans and activities to the RLPDC. This system also will be used to 
document RLPDC activity, to monitor IPDPs, approve activities, and certify REAP credits 
earned by employees. All staff members have password protected access to this system via the 
following website:  https://pdexpress.swoca.net/pdexpress. 
 
Renewal:  Renewal applies to both certificates and licenses and refers to the process of renewing 
a certificate or license at its present level (provisional, professional, etc.). The renewal of 
certificates is governed by the 1987 teacher certification standards while the renewal of a license 
is governed by the 1996 ÒTeacher Education and Licensure Standards.Ó 
 
Ross Education Activity Points (REAPs): Ross Equivalent Activity Points (REAPs) are 
awarded to educators for professional development activities used to convert from a certificate to 
a license or to renew an existing license. REAPs are awarded for licensing credit based upon the 
standards and guidelines outlined in this document. In order to qualify for REAP credit, an 
activity must be directly relevant to an approved IPDP. 
 
Ross Local Professional Development Committee (RLPDC): The RLPDC is the Local 
Professional Development Committee for the Ross Local School District and has been 
established pursuant to the requirements of Senate Bill 230.  This seven-member committee will 
serve as the official LPDC for Ross and is charged with the responsibility of determining 
whether course work and professional development activities completed by local educators meet 
the requirements for the renewal of certificates and licenses and/or the conversion from a 
certificate to a license. 
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PROFESSIONAL DEVELOPMENT GUIDELINES 
 

It is your responsibility as a Ross employee to monitor the expiration date(s) of your 
certificate(s) and/or license(s).  Do not wait until the last minute to begin your requirements for 
renewal. 
 

What is Professional Development? 
 
Professional development is a goal-oriented, planned, ongoing process of meaningful 
professional improvement guided by the district and building mission statements.  Each 
professional development plan is characterized by its individual relevance, authenticity, and 
potential to enhance professional growth and maximize student achievement.  To assure 
meaningful experiences, professional development activities need to be implemented, sustained, 
and evaluated over time.  Professional development is required for the continued Licensure of 
each educator. 
 

What are the EducatorÕs Responsibilities? 
 

¥ Educators shall understand and take responsibility for fulfilling the 
Certification/Licensure requirements as set forth by the Ohio Department of Education. 

¥ Educators shall be responsible for understanding and abiding by the guidelines and 
requirements set forth by the RLPDC. 

¥ Educators shall familiarize themselves with effective professional development practice 
and apply this knowledge in the development of their IPDPs. 

¥ Educators shall maintain all documents and/or required materials related to their IPDP. 
¥ Educators wishing to modify their IPDP goals and/or activities should submit their 

request for modification to the RLPDC as soon as possible. 
¥ Educators shall meet all deadlines as established by the RLPDC for submission of IPDPs, 

activity proposals, and all materials, documents, etc. 
¥ Educators shall respond to requests by the RLPDC for meetings, information, 

clarification, and/or other activities related to their IPDPs. 

What is the Individual Professional Development Plan (IPDP)? 
 
The creation of the Individual Professional Development Plan (IPDP) is a process designed to 
cause educators to think reflectively about professional goals and how those goals relate to the 
professional development opportunities available to them.  It allows educators to plan and 
prepare for the Licensure process by setting goals, planning activities, and evaluating 
professional development options and practices. The RLPDC encourages educators to explore a 
variety of professional staff development opportunities.  
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CERTIFICATION AND LICENSURE PROCESSING PROCEDURES 
 
Under the new Certification/Licensure laws of Ohio, educators have several alternatives that 
need to be considered regarding the upgrading of certificates, the renewal of certificates, the 
transition from certificate to license, and the renewal of licenses.  This section outlines those 
alternatives and provides a time-line, which outlines the steps necessary to comply with Ohio 
Law and the guidelines of the RLPDC. Completed forms should be submitted to an RLPDC 
member. 

Conversion from Certification to L icensure 
 
Note:  At the very latest, work on Licensure begins when the first certificate is renewed or 

upgraded to a professional certificate after September 1, 1998.  Certified staff members 
may elect to pursue Licensure immediately and forgo any renewal and/or upgrade 
options. 

 
 If a staff member holds more than one certificate, the first certificate renewed will begin 

the Licensure process. Each subsequent certificate will be added to the new license as 
that certificate expires. 

 
Once an individual is ready to convert to a license he/she will formally develop an IPDP and be 
eligible to earn REAP credit. 

L icense Renewal 
 
Once a staff member has been issued a license, he/she has five years to earn the eighteen (18) 
REAPs required for the renewal of that license.  An IPDP must be developed and approved by 
the RLPDC and that approval submitted by the RLPDC chair verified on the state application for 
renewal.   
 

L ICENSURE PROCESSING TIME-LINES 

Conversion to L icensure or Renewal of an existing L icense 
 
In order to convert a certificate to a license or renew an existing license, the employee must 
develop an IPDP and complete a sufficient number of activities to earn 18 REAP credits. The 18 
REAP credits can be earned at any time between the issue date of the certificate/license to be 
converted or renewed and the expiration date of that certificate/license. All IPDPs and activities 
will be submitted to the RLPDC via PDExpress.  
 
Note:  No activity will be approved until a plan (IPDP) has been submitted and approved by the 
RLPDC and retroactive approval will not be granted for any activity. 
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Developing an Individual Professional Development Plan (IPDP) 
 
Process for Developing an Individual Professional Development Plan (IPDP) 
 
The RLPDC recommends that each staff member begin the development of a new IPDP as soon 
as possible after the new license or renewed professional certificate has been received. A new 
IPDP should be developed each time a license is renewed. Beginning the process early allows the 
staff member maximum time to earn the 18 REAP credits required for renewal and to take 
advantage of professional development activities throughout the effective life of the license. 
 
In the following paragraphs you will find a summary of the process required for accessing 
PDExpress, for completing an IPDP, and for submitting activities. A more detailed description of 
the specific windows and steps are included in the Appendix. 
 

The first step in developing the IPDP is to sign on to PDExpress 
(https://pdexpress.swoca.net/pdexpress).  PDExpress can be accessed from either the Windows 
or Mac platforms. 
 
The login screen will ask for a ÒStaff IDÓ and password. Normally, the ÒStaff IDÓ will be the 
staff memberÕs last name then first name followed by the last two digits of the staff memberÕs 
Social Security number. For example, Justin Time whose Social Security number is 111-11-0123 
would have a ÒStaff IDÓ as follows: 
 

timejustin23 
 

The first time the user logs in, the ÒpasswordÓ will be the last four digits of the individualÕs 
Social Security number. In JustinÕs case the ÒpasswordÓ would be: 
 

0123 
 
Once on-line the first step will be to develop the professional development plan (IPDP). The 
IPDP will consist of the following components: 
 
 

School Year: When entering the school year, indicate the calendar year in which the school 
year begins. For example, the 2008-2009 school year would be entered as 2008.  The school 
year designation identifies the year when the IPDP was first developed and a new IPDP 
should be started each time a license is renewed. 
 
Plan Status:  There is an option to change the plan status between ÒnewÓ and Òsubmitted.Ó 
The Òplan statusÓ should continue to be designated as ÒnewÓ until the employee is ready to 
submit the activity to the RLPDC for review and/or approval. Leaving the status designation 
as ÒnewÓ allows the employee to save the plan without submitting it to the RLPDC. Once the 
status is changed to ÒsubmittedÓ and the work is saved, the plan will be submitted to the 
RLPDC (the RLPDC will not approve a plan unless it has been ÒsubmittedÓ). 
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Purpose of this IPDP:  When completing this component of the IPDP, the employee should 
list the certificate that will be converted or the license(s) that will be renewed. The employee 
also should identify any new area(s) that will be added to this license. Finally, the employee 
should show the issue date and expiration date for the license being renewed. 
 
Goal(s):  In this section the employee should state a professional development goal or goals. 
There is room to develop up to three goals. It is the recommendation of the RLPDC, 
however, that the employee attempt to draft a goal statement that is broad in nature and one 
that would incorporate most professional development activities.  
 
Activities for each goal:  This section asks the employee to describe the types of activities 
that will be pursued when working toward each goal. (For example, workshops, coursework, 
mentoring, curriculum development, etc). It is not necessary in this section to specifically 
name each activity but rather to broadly identify the types of activities that are planned. 
Specific activities, dates, and REAP credit sought will be submitted in the proposed activities 
menu discussed below. 
 
Timeline for each goal: For each goal listed, the employee should indicate the anticipated 
completion date for the activities outlined above. For example, "I plan to complete all work 
for this goal by May, 2009." Specific activity by activity dates are not required at this time. 
Specific dates will be outlined in the proposed activities menu discussed below. 

 

Submitting the IPDP 
 
Once the employee has completed the sections of the IPDP outlined above and is satisfied that 
the plan is complete and ready for RLPDC review and approval, the employee should change the 
status of the plan from ÒnewÓ to ÒsubmittedÓ and save the plan. The plan will then be submitted 
electronically to the RLPDC for review. 
 
The plan will be reviewed by the RLPDC at the next regularly scheduled meeting of the RLPDC. 
Following official review the employee will receive electronic notice of the status of the plan. 
The plan status will be changed to either ÒreviewedÓ or Òapproved.Ó  
 
If the plan status is changed to ÒreviewedÓ, the RLPDC will include suggestions for revisions to 
the plan that will need to be made before the plan receives final approval. 
 
If the plan status is changed to ÒapprovedÓ, the employee is now free to begin requesting the 
approval of specific professional development activities. 
 

 
 

Submitting specific professional development activities 
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Once the IPDP has been approved, the next step in the process is to submit specific professional 
development activities for approval. The submission of these activities is done electronically 
using PDExpress. 
 
Please note: The RLPDC is not authorized under Ohio law to approve activities 
retroactively. Activities that are completed pr ior to receiving RLPDC approval will not be 
approved as a part of the individuals current IPDP and will not be awarded REAP credits. 
 
To submit a new activity for approval, the employee should sign on to PDExpress, go to the 
ÒMyPagesÓ pull down menu, select ÒActivities,Ó and then select Òpropose an activity.Ó The 
employee should complete the following sections: 
 

School Year: Use this section to specify the school year when you plan on completing the 
activity being proposed. When designating the school year use the first calendar year. For 
example, if the activity is to be completed during the 2008-2009 school year use 2008 as 
your school year designator. 
 
Activity Type: This pull-down menu lists the various types of professional development 
activities authorized by the RLPDC. The number appearing in parentheses after each activity 
type shows the maximum number of REAP credits that can be earned for a given category of 
activity. This limitation applies to the current IPDP and does not carry over from one IPDP to 
another. 
 
Descr iption: When completing this section the employee should number the activity, 
describe the activity in detail, indicate when the activity will begin and indicate when the 
activity will be completed. For example: 
 

1.1 I will complete an Independent study with Dr. Trump at Miami University. 
The independent study will focus on the characteristics of effective public 
relations programs in the school setting. I will be taking this course during the 
spring semester, 2008 and will complete course work by August, 2008. 

 
When numbering activities, employees should use the following format: Use the designator 
1.1 to mean the first activity for goal number 1. Activity 1.2 would represent the second 
activity for goal number 1, and activity 1.3 would represent the third activity for goal number 
one. If a second goal is used, the activities would be numbered 2.1, 2.2, 2.3, etc. The use of a 
numbering system helps the RLPDC track activities throughout the IPDP process. 

 
 
 
 
 
 
Requested REAPs: When completing this section the employee should show the number of 
REAP credits being proposed for this activity. The RLPDC will review the proposed activity 
and may approve or modify the REAP request based on the type of activity, the actual 
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contact hours, or established REAP limits. The RLPDC decision to approve or modify each 
activity will be communicated electronically following the RLPDC action. 
 

One semester hour earns 3.0 REAP credits 
One contact hour earns 0.1 REAP credit 
One quarter hour earns 2.0 REAP credits 

 
Requested Hours: This section is used to indicate the number of semester hours and quarter 
hours related to a college course or the number of contact hours related to a workshop or 
other professional development activity.  When reporting contact hours, show the number of 
hours that an activity will require or the actual number of contact hours reported by the 
workshop provider.  

 
The employee cannot modify the activity proposal at anytime after the proposed activity has 
been saved and submitted.  After the activity has been requested, the employee will be notified 
by email once the activity has been approved.   
 
Once the activity has been completed, the employee should submit documentation verifying the 
completion of the activity in paper form to a RLPDC representative. The RLPDC will review the 
documentation, and if all necessary documentation has been provided, the status of the activity 
will be changed to Òcomplete.Ó 
 
Once the activity status is changed to ÒcompleteÓ, the employee should return to PDExpress and 
complete the reflection for that activity using the comment box. No REAP credits will be 
awarded until the reflection for a given activity is completed and submitted electronically to the 
RLPDC. 
 

PDExpress Transcr ipts 
 
PDExpress maintains an electronic transcript for every employee. The transcript will list all 
activities that have been submitted and/or completed. Only completed activities will show earned 
REAP credit on the transcript. The electronic transcript becomes the official record of REAP 
credits earned and will be used to document that IPDPs have been completed and that sufficient 
REAP credit has been earned to qualify for the renewal of the license covered by the IPDP.  To 
view transcripts, go to the ÒMy PagesÓ pull down menu, select ÒActivitiesÓ, and then select 
ÒView TranscriptÓ.   
 
 
 
 
 

Making application for licensure renewal 
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Prior to the expiration date of the employeeÕs license, the employee should complete the 
appropriate state application for license renewal. Renewal applications need to be downloaded 
from the Ohio Department of Education website listed below: 
 
http://www.ode.state.oh.us/Teaching-Profession/Teacher/Certification_Licensure/application.asp 

 
The completed application along with a check should be submitted to the building RLPDC 
member. All appropriate signatures will be affixed at that time, and verification of completion of 
an approved IPDP will be certified by the signature of the RLPDC chair. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 18 

 

Other  Considerations 
 

¥ Any submitted proposal deemed unclear by the RLPDC will be returned to the person 
submitting the proposal for further clarification.  The revised proposal may be 
resubmitted for consideration at the next regularly scheduled RLPDC meeting. 

 
¥ IPDPs denied by the RLPDC may be resubmitted with modifications, or they may be 

appealed following the appeal procedure outlined in this document. 
 

¥ If an individual wishes to make modifications to an approved activity, he/she should 
submit those modifications via PDExpress or in written form if so requested by the 
RLPDC. 

 
¥ If the IPDP is not approved by the RLPDC, the committee will provide the applicant with 

an explanation of the reasons for the decision.  
 

¥ All guidelines required related to this process will be available to staff members at their 
respective buildings, posted on the district website, or they may be requested through the 
RLPDC representative in their building. PDExpress also provides guidelines for the 
completion of the various components of IPDP. 

¥ Any individual securing his/her initial license after July 1, 2002, will be required to 
complete a MasterÕs Degree or thirty (30) semester hours of graduate credit (The Master's 
Degree, or thirty semester hours of graduate credit must be in classroom teaching and/or 
the area of Licensure) prior to the second renewal of his/her professional license.  

 
¥ The requirement of a MasterÕs Degree or thirty semester hours pertains to any individual 

who is admitted to a licensure program after July 1, 1998, and to any individual who is 
admitted to a licensure program prior to January 1, 1998, and who completes said 
program after July 1, 2002.  
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APPEAL PROCEDURES 
 

The appeal of a denial of an IPDP proposal shall be a two step procedure.  The first step shall be 
to appeal to the RLPDC, and, if this appeal is denied, the second step shall be to appeal to a 
three-member panel whose decision is binding.  Time-lines outlined below shall be applied in all 
cases unless extended by mutual consent of all parties. 
 
 A. If an individual wants to appeal the RLPDCÕs first decision, he/she should submit a 

written appeal to the RLPDC chair.  This appeal must be submitted to the RLPDC 
chairperson within ten (10) school days after the denial of the original proposal.  This 
appeal will then be reviewed at the next regularly scheduled RLPDC meeting; the 
appellant may attend the meeting.  The chair shall provide written notification to the 
appellant of the committeeÕs decision on the appeal within five (5) school days after the 
committee renders its decision. 

 
B. If the appeal is denied, the individual may then appeal to a three-member panel.  This 

second appeal must be submitted in writing to the RLPDC chair within ten (10) school 
days after receiving the denial of the first appeal.  A three-member panel shall then be 
formed to hear the second appeal.  The individual shall select one member of this 
committee; one member shall be selected by the RLPDC; and, the two newly chosen 
members shall select the third member.  Neither the appellant nor any RLPDC member 
can serve on this three-member committee.  The committee shall hear the appeal within 
fifteen (15) school days following the formation of the appeal committee and provide 
written notification of its decision to the appellant within five (5) school days after 
rendering a decision. 

 

RECIPROCITY 
 
For any certified/licensed person hired by the Ross Board of Education from another school 
district, the RLPDC shall review and accept activities both previously approved by that district 
and completed prior to the individualÕs employment at Ross. Remaining activities will be 
evaluated for approval by the RLPDC.  All materials approved by the outside district should be 
submitted to the RLPDC by November 1 of the initial year of employment, or within sixty (60) 
calendar days if employed after the start of the school year. 
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STEPS REQUIRED FOR AMENDING RLPDC GUIDELINES 
 
Amended RLPDC guidelines and procedures shall not go into effect until the following occurs: 
 
1. The Labor Management Committee (LMC), as set forth in Article VI of the Collective 

Bargaining Agreement, has reviewed amendments and has recommended them to the 
Association and the Board for adoption. 
 

2. Members of the Association have voted to accept proposed amendments. 
 

3. The Board of Education has voted to accept proposed amendments. 
 

4. All amendments are reduced to a Memorandum of Understanding.  Such approved 
memoranda shall be in force until the implementation of the next regularly scheduled 
negotiated agreement, when such amendments shall be considered for regular adoption. 
 

5. Amendments altering the requirements for approved IPDPs shall not negatively impact any 
individual who has already begun pursuit of a license. 

 
Any certified/licensed employee may suggest amendments to RLPDC guidelines and procedures 
by submitting the proposed change in writing to the RLPDC chair.  The RLPDC chair shall make 
the RLPDC aware of such proposed amendments at the next regularly scheduled RLPDC 
meeting. 
 
The RLPDC is authorized to make minor changes in these guidelines, procedures, and forms 
based on a unanimous vote of the committee members. Further, changes in materials included in 
the Appendices are not subject to the amendment procedures outlined in steps one through five 
above. 
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ROSS EQUI VALENT ACTIVITY POINTS (REAPs) 
 
Ross Equivalent Activity Points (REAPs) shall be awarded for licensing credit based upon adopted standards and guidelines. Activities must 

be directly relevant to an approved IPDP.  Individuals will be asked to state and explain the REAP credit sought. AS A BASIC RULE, 

EMPLOYEES WILL NEED TO EARN EIGHTEEN (18) REAPS TO CONVERT TO OR RENEW THEIR LICENSE. 

 

The individual must secure RLPDC approval before beginning any activity for which REAP credit is being sought.  The action approval of an 

IPDP can only be withdrawn if that approval was based on misleading, incorrect, and/or falsified information.  

 

It is the responsibility of the individual to fully complete the components of the activity in a timely manner as stated in the approved IPDP.  If 

modifications to an activity are necessary, they should be requested via PDExpress or an RLPDC member. Deviations from the original 

proposal may result in a change in the number of REAPs granted for the activity. 

 

Possible REAP activities are listed on the following pages though other activities may be accepted with RLPDC approval. ÒMax REAPsÓ 

indicates the total number of REAPs that can be earned during a given renewal period.  Individuals, however, may petition the RLPDC to 

increase the “Max REAPs” in order to address special needs and/or opportunities. 

 

 

 

Activity REAP Value Max REAPs  Cr iter ia Ver ification 

INQUIRY 

 

    

Educational proj ect  
that applies educational skills 

and knowledge toward the 

development of a final product 

1 clock hr = 0.1 REAP 6 -Ability of the project to 

contribute to the individual’s 

professional growth and enhance 

student learning 

-Copy of the final product or 

report of the project 

 and 

-Reflection 

     

Professional reading 
 
 
Educational travel 
 

 

Study groups 

1 clock hr = 0.1 REAP 

 

 

1 clock hr = 0.1 REAP 

 

 

1 clock hr = 0.1 REAP 

3 

 

 

3 

 

 

3 

For professional reading, 

educational travel, and study 

groups:  

-Must enhance individual’s work 

in the profession or contribute to 

teacher’s area of specialization  
 

For professional reading, 

educational travel, and study 

groups: 

-Action plan, report, video, or 

curriculum development 

and 

-Reflection 
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Activity REAP Value Max REAPs Cr iter ia Ver ification 

TRAINING 

 

    

Teacher/Provider  and/or  
Professional Presentations 

 

 

 

1 clock hr = 0.3 REAP 

 

 

 

9 

-May be used two times teaching 

the same course or same 

workshop during each 

renewal/conversion cycle 

-Course announcement and 

course syllabus or 

-Copy of workshop presentation  
and 

-Reflection 

-teaching a course     

-teaching a seminar     

-teaching adult classes     

-teaching a workshop 

 

    

College/University     

-course for credit 

-seminar for credit 

1 sem hr =   3 REAPs 

2 sem hrs = 6 REAPs 

3 sem hrs = 9 REAPs 

 

1 qtr hr  =  2 REAPs 

2 qtr hrs = 4 REAPs 

3 qtr hrs = 6 REAPs 

18 

 

 

 

 

-Course work must be in 

education or in a content area 

related to the individual’s 

teaching assignment 

and 

-Must be taken through an 

accredited college or other 

approved post-secondary 

educational institution 

 and 

-Must be taken for credit with a 

grade of C or better; a P in a 

pass/fail course 

 

-Official transcript or original 

grade report  

and  

-Reflection 

Building Level Inservices &  
Professional Development 

1 clock hr = 0.1 REAP 6 -Must get pre-approval from 

building administrator 

-Building Inservice and 

Professional Development 

Yearly Teacher Log 
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Activity REAP Value Max REAPs Cr iter ia  Ver ification 

INDIVIDUALLY-GUIDED 
DEVELOPMENT 

    

Original Publication 
(in the form of a book, journal 

article, software, research, 

innovative curriculum unit) 

Variable depending on the 

product 

9 -A tangible product that 

enhances teaching and learning 

-Copy of book, article, software 

package, report, or curriculum 

unit  
and  

-Reflection 

     

Technology Proj ect One clock hour equals 0.1 

REAP credit 

6 -A tangible product that 

enhances teaching and learning 

or utilizes technology to improve 

communication with students, 

parents, and or community. 

-A copy of the final project and a 

log documenting the time 

committed to this project 

and 
-Reflection 

National Board for  
Professional Teaching 
Standards 

-certification program 

(Copies of the standards are 

available in each building and 

the superintendent’s office.) 

Completion of the process 

but not earning certificate = 

15 REAPs 

 

Completion of the process 

and earning certificate = 18 

REAPs 

 

 

 

 

18 

-Must be in the subject area of 

the educator’s assignment 

and 
-Certification of participation as 

a candidate must be verified by 

the expiration date of the 

certificate or license 

-Valid copy of the National 

Certificate or documentation for 

candidate not completing the 

certificate  

and  

-Reflection 

 

     

Master  Teacher  Program Not completing process or 

not earning certificate = 

variable depending on 

activities submitted for 

approval 

 

Completion of the process 

and earning certificate = 18 

REAPs 

 

 

 

 

 

 

 

 

18 

-Successfully completing the 

Master Teacher Program 

-Valid copy of the Master 

Teacher Certificate or 

documentation of completed 

activities for candidate not 

earning the certificate 

and 
-Reflection 

     

Professional Organization 
Committee Work   

1 clock hr = 0.3 REAP 3 -Must be service on a formal 

committee organized by an 

educational agency or 

organization 

and 

-Must contribute to the 

education profession or add to 

-Documentation of hours served 

verified by the president or 

chairperson of the committee 

and 

-Reflection 
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Activity REAP Value Max REAPs Cr iter ia  Ver ification 
the body of knowledge in the 

individual’s specific field 

     

Related Work Exper ience, 
Community Service, or  
Externship 

1 clock hr = 0.1 REAP 3 -Must enhance the individual’s 

work in the profession or 

contribute to his/her area of 

specialization 

 

-Action plan, report, video, or 

curriculum development  

and 

-Reflection 

 

     

Participation at a professional 
conference, workshop, or  
institute 

1 clock hr = 0.1 REAP 18 -May include only that time 

spent in the conference that 

contributes to the participant’s 

knowledge, competence, 

performance, or effectiveness 

-Conference program/agenda 

and a report of plan  

and  

-Reflection 

INVOLVEM ENT IN 
DEVELOPMENT/ 

IMPROVEMENT PROCESS 

 

    

Curr iculum development 1 clock hr = 0.1 REAP 3 -Must be serving on a 

department organized group at 

the district or building level 

-Copy of the final document(s)  

and  

-Reflection 

     

Committee work 1 clock hr = 0.1 REAP 3 -Must be serving on a formal 

committee organized by an 

educational agency or 

district/building 

-Copy of the final 

document(s)/product  
and 

-Reflection 

     

Grant wr it ing 1 clock hr = 0.1 REAP 3 -Grant need not be awarded to 

receive REAPs 

-Copy of the grant proposal and 

documentation of clock hours 

for planning and preparation 

and  

-Reflection 

OBSERVATION AND 
ASSESSM ENT 

    

Peer Coaching 
 

 

1 clock hr = 0.1 REAP 3  

Both participants are 

eligible 

-Each session must include pre-

observation discussion, 

observation, and follow-up 

discussion (not a part of the 

district IMS process) 

-Reflective journal of 

observations and action plan  
and  

-Must include a statement of 

authorization from a supervisor 
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Activity REAP Value Max REAPs Cr iter ia  Ver ification 
and summaries of pre/post 

conferences 

and 

-Reflection 

 

 
 
Mentor ing 

 

 

1 clock hr = 0.1 REAP 

 

 

3  

Both participants are 

eligible 

 

 

-Includes observations 

-Includes statement of purpose 

-Participants should share a 

common grade level or content 

area and work in the same 

building 

-Includes regular contact 

between participants 

 

 

-Reflective journal of 

observations and action plan  
and  

-Must include a statement of 

authorization from a supervisor 

and summaries of pre/post 

conferences 

and 

-Reflection 

 

     

Cooperating teacher  for  
student teachers 

8 weeks = 1.5 REAPs 

16 weeks = 3 REAPs  

3 -Formal college program Principal/supervisor 

participation list and successful 

completion  

and  

-Reflection 
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REAP Tracking Form 
 

 REAP Staff Development Categories 
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Maximum REAPs 6 3 3 3 9 18 6 9 6 18 18 3 3 18 3 3 3 3 3 3   
                       

                       

                       

                       

                       

                       

                       

                       

                       

                       

                       

                       

                       

                       

Total 

REAPs/Category 
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Ross Local Schools 
 

Local Professional Development Committee 
 
 
 

 
 
 

COMMONLY ASKED QUESTIONS 
 
 
TOPICS: 
 
 1. CERTIFICATION/LICENSURE 
 
 2. CONTINUING EDUCATION UNITS (CEUs) 
 
 3. COLLECTIVE BARGAINING UNITS 
 
 4. DOCUMENTATION/FORMS 
 
 5. FEES 
 
 6. FUNDING 
 
 7. INDIVIDUAL PROFESSIONAL DEVELOPMENT PLANS 
 
 8. LIABIL ITY/PRIVACY ISSUES 
 
 9. LPDC RESPONSIBIL ITY 
 
10.  ROLES 
 
11.  TIME-LINE 
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CERTIFICATION/LICENSURE 

 
When may I  have an individual conference to answer my individual Certification/L icensure questions? 
 
 A teacher may contact an RLPDC member at any time to request information and/or a conference.  
 
Wi ll Local Professional Development Committees (LPDC) issue cer tificates and licenses? 
 
 No. The role of the RLPDC is to review and/or approve professional development activities. The Ohio 

Department of Education (ODE) will issue the certificate or license. Certificates and licenses will continue 
to be state credentials, will be issued by the state, will be valid across the state, and will be recognized by 
other states with which Ohio has reciprocity. 

 
How will administrative cer tification renewal be determined? 
 
 Administrators will work through the RLPDC for renewal of certificates/licenses. 
 
What will happen to a provisional license issued to a teacher unable to obtain a teaching position for 
several years? 
 
 Two-year provisional licenses may be used for substitute teaching or for any entry-year position. Teachers 

who do not obtain a full time/entry-year position may renew their license by applying to ODE upon 
completion of three semester hours of approved course work. There is no limit to the number of renewals a 
teacher may receive prior to attempting an entry-year program. 

 
Wi ll middle childhood licenses be limited to teaching only the subject areas on the license? 
 
 Yes. 
 
How can we assure uniformity in approving hours for credit? 
 
 Guidelines and procedures adopted by the RLPDC are in accordance with Ohio's new Teacher Education 

and Licensure Standards. 
 
How will an educator who is not currently teaching be recer tified? 
 
 Certified individuals who are not employed will apply directly to the Department of Education for 

renewal. Their only option will be to use college course work. 
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Since educators can renew their cer tificates under the 1987 standards, will the RLPDC review 
professional development requirements for these cer tificates as well as the new licenses? 
 
 Yes.  Educators choosing to renew once under the certification standards will still need to have their 

course work reviewed and CEUs approved by the RLPDC. They will need to meet the certification 
requirements, but will have course work and CEUs reviewed by the LPDC. Then, with the transition to the 
new licenses, the RLPDC will also approve course work and other professional development activities for 
license renewal. 

 
I f a teacher with a four-year provisional cer tificate wants to conver t to a license, does he/she apply for a 
provisional or professional license? I f professional, would this make the teacher automatically eligible 
for tenure if he/she has been in the distr ict three of the last five years? 
 
 Teachers going from a provisional certificate to a license will receive a five-year professional license. The 

requirements for tenure are specified in law and will remain the same: 
 
 1. The teacher must hold a professional, permanent, or life certificate or license. 
 2. The teacher must either hold a MasterÕs Degree or have completed thirty (30) semester hours of 

course work from an accredited college or university (third or fourth year undergraduate or 
graduate course work). 

 3. The teacher must have taught at least three years of the last five in the district. Since the course 
work/MasterÕs Degree requirement is in law, teachers will need to continue to meet that 
requirement to be eligible for a continuing contract. 

 
How does National Board Certification fit into this picture? 
 
 National Board Certification does not fit directly into the issue of Licensure. The Ohio Department of 

Education has been encouraging Ohio teachers to apply for this distinction. There is no mention, however, 
of National Board Certification in SB 230.  The RLPDC guidelines do encourage staff members to 
consider this option and will reward the teacher with up to 18 REAPs for securing his/her National Board 
Certification. 

 
I f an exper ienced teacher wants to get a new license, will the college issue a two-year or a five-year 
license? 
 
 The Ohio Department of Education will continue to review and approve all applications for initial Ohio 

licenses and all applications to add an endorsement, a new teaching field, or administration area to an 
existing license upon completion of an approved program and recommendation of the dean of the 
university. When adding a teaching area, it will be on the five-year license. 
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What is the status of substitute cer tificates/licenses?  Wi ll temporary cer tificates/licenses continue to be 
issued?  I f so, will they be regulated through the ODE or LPDC? 
 
 The Rule for Temporary Licenses was adopted by the State Board of Education on November 10, 1997. 

The new rule authorizes the Ohio Department of Education to continue issuing temporary and substitute 
licenses. These licenses will be processed directly through the Ohio Department of Education. 

 
Wi ll a current K-8 cer tificate automatically divide into Early and Middle Childhood licenses?  Wi ll 
administrators' licenses continue to be K-8 or will they too become Early or Middle Childhood?  Wi ll 
counselors, music teachers etc. fit into more than one area for licensing (e.g., Early, Middle Child?) 
 
 Upon transition from a certificate to a license, the rule is "it will not gain, will not lose." Individuals will 

continue to hold the same areas and teaching fields that were on their certificates. They will not be given 
the new Licensure areas unless they complete an additional approved Licensure program at a college. 

 
How will non-teaching cer tificates be affected (e.g., pr incipal, super intendent, etc.)? 
 
 The following licenses are described in SB 230: professional pupil services; professional administrator; 

administrative specialist; superintendent; professional school business manager; professional school 
treasurer; educational aide permit; and adult education permit. Under current language in SB 230, 
individuals seeking the above licenses would receive them from the same RLPDC as those persons 
seeking teaching license renewals. This language has been challenged, and bills are being proposed to 
create another way to grant non-teaching licenses. 

 
 
I f a teacher has multiple cer tificates, are more than 18 REAP credits required? I f so, how many? 
 
 The standards require six semester hours, or 18 REAP credits to be completed during the valid period of 

the certificate/license to be renewed. The RLPDC may not increase or reduce this requirement. This 
requirement does not increase for multiple certificates or licenses; however, the teacher must ensure the 18 
REAP credits are completed since the issue date of the certificate or license. 

 
Are REAP credits from outside organizations acceptable for our  teachers?  How will REAP credits for 
conferences and statewide training be handled?  Wi ll a " piece of paper"  record the REAP credit or will 
this be done electronically? 
 
 Educators may attend a workshop given by other districts if the workshop is approved by the RLPDC. The 

proposed activity and associated credit need to be approved by the RLPDC before REAP credit will be 
awarded. It will be the individual's responsibility to provide the RLPDC with the proper verification from 
the provider of the workshop. 
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COLLECTIVE BARGAINING UNITS 

Some administrators have raised a concern about the LPDC having a majority of teachers, especially if 
an administrator's Individual Professional Development Plan is up for review after  a difficult collective 
bargaining session.  How can we ensure that all educators are treated fair ly by the LPDC? 
 
 When the RLPDC considers Certification and/or Licensure requests from administrators, all seven 

members will participate in the review process.  If the administrator so requests, the committee 
membership will be modified to reflect an administrator majority rather than a teacher majority.  This will 
be accomplished by dropping two teacher members from the committee when this particular application is 
under consideration.  The teacher representatives will be determined by a majority of the teacher members 
of the RLPDC, but should include the teacher member from the building in which the administrator works. 

 
 

DOCUMENTATION/FORMS 

 
Who will manage the documents supporting L icensure as well as the licenses themselves? 
 
 The educator and the RLPDC will maintain appropriate documentation. PDExpress also provides a record 

of RLPDC activity and actions. 
 
What is the difference between what the distr ict requests in terms of documentation for salary decisions 
versus renewal requirements? 
 
Salary issues remain the domain of the local school board and are not determined by the RLPDC. 
 
 
FEES 

 
Wi ll the cost of renewing cer tificates reflect the reduction of " paperwork"  required of Ohio 
Department of Education personnel as a result of the establishment of the RLPDC? 
 
 According to the Ohio Department of Certification and Licensure, fees for renewing certificates and 

licenses are set to cover the cost of operating the certification unit. If operating costs go down, then fees 
may be reduced as well. Fees will continue to be established based on operating costs. 

 
Wi ll checks still be made out to Ohio Department of Education and forwarded through the RLPDC?   
 
 Fees may vary over time based on the fee structure established by the Ohio Department of Education. 

Specific fees will be delineated on the application form and checks or money orders should be attached to 
the application form when it is submitted to the Office of the Superintendent for signature. 
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FUNDING 

 
How will the RLPDC be funded? 
 
 Funding targeted for professional development can be used to support the RLPDC including Block Grant 

funds, Eisenhower funds, and funds from Title programs.  
 
 
INDIVIDUAL PROFESSIONAL DEVELOPMENT PLANS 

 
Does every teacher need an Individual Professional Development Plan (IPDP)Ée ven if he/she holds a 
permanent cer tificate? 
 
 The Department of Education does not require an Individual Professional Development Plan (IPDP) for 

educators working under permanent certificates and neither does the RLPDC. 
 
 
LIABIL ITY/PRIVACY ISSUES 

 
Is the LPDC subject to Sunshine Laws? 
 
 The meetings and actions of the RLPDC are subject to the Sunshine Law and all RLPDC activities will be 

conducted accordingly. 
 
 
LPDC RESPONSIBIL ITY 

 
In addition to the RLPDC review, will the state also review the course work and other  professional 
development activities of educators pr ior to issuing the renewed license or cer tification? 
 
 No. The state will rely on the verified sign-off of the RLPDC as an indication that professional 

development requirements have been met. There will not be an additional state review of completed course 
work and other activities. 

 
 

 The Ohio Department of Education will continue to review and approve all 
 
 ¥ Renewals for individuals not currently employed full time in an Ohio school. 
 ¥ Applications for initial Ohio certificates/licenses from Ohio colleges and from out-of-state 

applicants, including teachers, administrators, treasurers, and business managers. 
 ¥ One-year full time temporary, one-year temporary substitute, and one-year vocational 

certificates/licenses. 
 ¥ Renewals of two-year provisional licenses. 
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 ¥ Non-tax certificates/licenses. 
 ¥ Educational Aide permits. 
 
 The RLPDC will review course work and approve REAP credit in accordance with the Teacher Education 

and Certification Standards, effective July 1, 1987. 
 
 
ROLES 

To ensure consistency between distr icts, will the Ohio Department of Education review and approve the 
cr iter ia used by the RLPDC to make decisions? 
 
 The Department of Education will not be able to review the criteria of every LPDC. An appropriate 

accountability mechanism needs to be determined...perhaps by asking districts to verify in writing that 
their guidelines meet the state standards and/or doing reviews of randomly selected districts. 

 
As of January 2, 1998, what will be the responsibility of the Ohio Department of Education in the area 
of Certification/L icensure? 
 
 There will be almost a fifteen-year transition from certification to Licensure in Ohio. That is, it will be 

sometime in the 2010s when every person teaching in Ohio (except those with a permanent certificate) will 
have a license and not a certificate. Until that time, the ODE will renew existing certificates, and will issue 
the Provisional Teacher License to a person completing a degree required for the license from an approved 
teacher education program. The Provisional License is good for a maximum of two years and is required 
for admission to an Entry Year program in an Ohio school district. The ODE also has responsibil ity for 
monitoring teacher education programs at universities and colleges throughout the state. 

 
TIME-LINE 

When will cer tificate holders be able to elect to switch to a license? 
 
 Each certified individual will be able to elect to switch to a license when his/her certificate expires after 

January 1, 1998. 
 
Wi ll the renewal and effective date of license and/or cer tificate continue to be July 1st? 
 
 The valid period for all certificates and new licenses will continue to be July 1st to June 30th. 
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SUMMARY OF SENATE BILL 230 
 
 
 
Senate Bill 230 requires school districts and chartered nonpublic schools to establish Local Professional 
Development Committees. The committees will determine whether course work completed by educators 
meets the requirements for renewal of certificates and licenses. (The standards adopted pursuant to these rules 
specify that the committee shall also review other continuing education activities in addition to course work.) 
 
The bill provides two sets of instructions--one for districts with collective bargaining units (outlined below), 
and one for districts with no such units. 
 
 

FOR DISTRICTS WI TH COLLECTIVE BARGAINING UNITS 
 

 ¥ Professional Development Committees shall be established in accordance with any collective 
bargaining agreement in effect in the district that includes provisions for such committees. 

  
 ¥ If the collective bargaining agreement does not specify a different method for the selection of teacher 

members of the committee, the exclusive representative of the district's teachers shall select the teacher 
members. 

 
 ¥ If the collective bargaining agreement does not specify a different structure for the committee, the board 

of education of the school district shall establish 
 
 (a)  the structure, including the number of committees and the number of teacher and administrative 

members on each committee; 
 (b)  the specific administrative members to be part of each committee; 
 (c)  whether the scope of the committees will be district level, building level, or by type of grade or age 

levels for which educator licenses are designated; 
 (d)  the lengths of terms for members; 
 (e)  the manner of filling vacancies on the committees; and 
 (f)  the frequency, time, and place of meetings.  
 
However in all cases, there 
 
 (a)  shall be a majority of teacher members of any Professional Development Committee, 
 (b)  shall be at least five total members of any Professional Development Committee, and 
 (c)  the exclusive representative shall designate replacement members in the case of vacancies among 

teacher members, unless the collective bargaining agreement specifies a different method of 
selecting such replacements. 
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OUTLINE OF PDEXPRESS PROCEDURES 
 
 
 
1) Login to PDExpress   
 
2) Login Screen 

a) https://pdexpress.swoca.net/pdexpress 
i) Be sure to bookmark this site. 

 
3) Staff ID for Justin Time (SS# 111-11-0123) 

a) LastNameFirstNameLastTwoSS#Digits 
b) TimeJustin23 
c) If you have a two-part first name, e.g. Mary Kay or Mary Jane, try the first name with a space. If not 

successful try without a space. 
 
4) Password 

a) Last four digits of SS# 
i) 111-11-1111 equals 1111 
ii) 111-11-0123 sometimes   123 

 
5) Once on-line 

a) Log in (see above) 
b) Go to the ÒMyPagesÓ pull-down menu. You will be working most often with the following items: 

i) Activities:  This option allows you to submit a new activity. 
ii) Plans: This option is used to begin and review your IPDP. 
iii) Credentials: This option should be an accurate listing of your certificate or license. 
iv) Profile: This option will show your directory information. 

 
6) Logout 

a) To logout simply select the Logout tab to exit PDExpress. 
 
 
 

CAUTION! 
Always remember to save your work. 

I f you leave PDExpress without saving your  work, you WI LL lose it! 
 
 



 

 37 

7) Developing Your IPDP 
a) Login to PDExpress 
b) Once at the ÒHomeÓ screen select ÒMyPagesÓ menu then select ÒPlansÓ. 
c) Select ÒStart New PlanÓ then ÒContinueÓ. 
d) Complete the following sections: 
e) Purpose: Clicking on the little red triangle will give you directions. 

i) Name the certificate to be converted or the license you plan to renew. 
ii) Name any new subjects you plan to add to your license or any new licenses you hope to acquire. 
iii) Finally, show the issue date and expiration date(s) of the certificate/license you are renewing. 

f) Goal(s): Clicking on the little red triangle will give you directions 
i) State your goal. 
ii) State what you hope to gain by accomplishing the goal. 

i) Activities: Clicking on the little red triangle will give you directions 
i) Describe the types of activities you hope to pursue. 
ii) In this section be broadÉ there is no need to be specific here. 
iii) Specific activities identified on ÒActivityÓ screen. 

j) Timeline: Clicking on the little red triangle will give you directions 
i) Indicate anticipated completion date of activities. 
 

8) Modifying Plan 
a) Your plan can be modified at any time. Once the plan has been submitted to the RLPDC, a committee 

member will have to release your plan for revision.  
 
9) Submitting your  plan 

a) Change the ÒPlan StatusÓ from ÒnewÓ to Òsubmitted.Ó 
b) Save your work. 
c) The plan will automatically be submitted to the RLPDC members. 

 
10) Proposing an Activity 

a) Under ÒMyPagesÓ select ÒActivitiesÓ. 
b) Then select ÒPropose an ActivityÓ. 

i) Select the school year that the activity will be completed. School Year 2008-2009 = 2008. 
ii) Select ÒActivity TypeÓ. 

(1) The number in parentheses shows the maximum number of REAP credit you can earn for a 
specific activity type. 

iii) Click next. 
iv) Complete the ÒDescriptionÓ section. 

(1) Give each activity a number. 
(2) For example, 1.1, 1.2 
(3) Describe the activity in detail. 
(4) Indicate when the activity will begin. 
(5) Indicate when activity will be completed. 
(6) Show number of workshop hours, semester hours, or quarter hours. 

 
 

(7) REAPS requested: Convert workshop hours, semester hours or quarter hours to REAPS. 
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(a) One Workshop Hour = .1 REAPS 
(b) One Semester Hour = 3.0 REAPS 
(c) One Quarter Hour = 2 REAPS 

 
11) Submitting Activities 

a) When you complete the information for your activity, press "save." 
b) Your activity will automatically be submitted to the RLPDC. 

 
12) Modifying Activities 

a) Once an activity has been submitted, it cannot be modified.  
 
13) Submitting Plans and Activities 

a) Plans and activities are electronically submitted to the LPDC when you save the activity or plan. 
b) The LPDC will review plans at regular monthly meetings. 
c) Activities are reviewed weekly by the RLPDC chair.   
d) Comments will usually be handled via e-mail. 
e) The status of your request will be confirmed via e-mail. 

 
14) Submitting Documentation 

a) Documentation and/or verification of completion must be submitted to the LPDC as a hard copy. 
b) After reviewing documentation, the status of the activity will be changed to ÒCompletedÓ. 
c) Once changed to ÒCompletedÓ, you will need to write a reflection for the completed activity in the 

comments box. 
d) Once the reflection is completed, the REAP credits will be awarded and reflected on your transcript. 

 
15) Checking Transcr ipts 

a) Go to ÒActivitiesÓ. 
b) Select ÒView TranscriptÓ. 
c) All approved activities will appear on this transcript. 
d) Only completed activities will reflect earned REAP credit. 
e) This document can be printed. 
f) The transcript is your final documentation of completed LPDC activities. 

 
 

REMINDER:   Always remember to save your work! 
I f you leave PDExpress without saving your  work, you WI LL lose it! 


