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INTRODUCTION

Purpose of Pamphlet
This pamphlet has been prepared to help you better understand the
certification process. It isour hope that this will provide answers to
the many questions certificate holders have regarding the certification
process.

Areas addressed are:

» Importance of knowing where your teaching certificate (license) is
located.

 Clarification regarding the information on your teaching license
(certificate.)

» Requirements for certificate renewal.

» Acceptable credit and the process for program and coursework
approval.

» Reading coursework requirements for certificate holders.

» Process for requesting an APC Evaluation and a 60 Hour
Evaluation.

» Process for requesting an evaluation of coursework needed to add
an additional areato your teaching certificate.

» Professiona Development Plan (PDP) and suggestions on designing
aplan.
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GENERAL INFORMATION
Common Acronyms

APC — Advanced Professional Certificate

COMAR - Code of Maryland Regulation

CPD - Continuing Professional Devel opment
Credits (inservice credit)

DHR - Department of Human Resources

ESPC Il — Extended Standard Professiona Certificate 1

ETS — Educational Testing Service

FCPS — Frederick County Public Schools

ICC - Interstate Certification Contract

IHE — Institute of Higher Education

LEA - Loca Education Agency

MAP — Maryland Approved Program

MSDE - Maryland State Department of Education

NCATE — National Council for Accreditation of
Teacher Education

PRAXIS I & Il — Teacher Certification Tests

PDP — Professional Development Plan

PEC — Professional Eligibility Certificate

QHR - Quarter Hour: 1 QHR = 2/3 Semester Hour

RA — Regionally Accredited

SHRS - Semester Hours

SPC | — Standard Professional | Certificate

SPC Il — Standard Professional 11 Certificate




What is a Maryland
Teaching Certificate?

A Maryland teaching certifi-
cate is your license to teach in
an accredited public school in
the state of Maryland.

Aswith all licenses, it should
be treated as an important doc-
ument. It is recommended that
your certificate be displayed in
an area that you can refer to it
for information. As stated on
the actual license, “ 1t isthe
responsibility of the holder of
this document to know the
current certification regula-
tions and to renew this
certificate prior to the
expiration date.”

Maryland teaching certificates
have an issuance and expira-
tion date of either January 1 or
July 1.

A certificate is required of
every teacher and specialist
employed in the public school
systems of MD. A certificate is
required of each administrator
and supervisor in a position
directly related to the instruc-
tional program.

The Maryland certificate
contains important information.
It isimportant that you look
over your certificate for infor-
mation accuracy.

Females please note that if you
are married MSDE automati-
cally places the first letter of
your maiden name as the
middle initial on the teaching
license.

In looking at the sample certifi-
cate provided on page 7, notice
that the first line on the far
right of the certificate lists the
Local Education Agency
(LEA) number. Frederick
County is“10".

The individual’s Social
Security number follows.

The next section starts off with
the validity period of the cer-
tificate. Again, dependent on
the time of the request, the cer-
tificate will have a January 1,
or July 1, issuance and expira-
tion date.

Thisis followed by the highest
degree earned. (High Schooal,
Bachelor, Master, Educational
Speciadlist, Doctorate).



The next area shows the type
of certificate. Certificate types
are:

Professional Eligibility,
Standard Professional 1,
Standard Professional |1,
Extended Standard
Professional Il,

Advanced Professional,

The final section lists the
area(s) of certification. The
certificate may also list an (S).
This indicates that the individ-
ual has successfully completed
a 3-semester hour coursein
either the introduction to
special education, mainstream-
ing the special education

Provisiond, student or the inclusion course.
Resident Teacher Certificate. An (R) designates that the
individual has satisfied a 3-
semester hour course in
reading. (Refer to page 18
regarding reading
requirements).
. LEA Numb:
\J/al'd'ty Dlates Local ILEJ(;TL]JCZZion Agency Your Social Security
(anuary 1, Frederick County is “10” Number
orjuly 1) |
MARYLAND STAT
DEPARTMENT OF EDUCATION
o certify that JME S. DOE 10 REF;:T::-X:;;
. TrpE OF GeRTIFGATE AREA OR FIELD N WHICH CERTIFICATED ‘
. 01/01/1999 0170172004 BACHELOR ADVANCED PROFESSIONAL TgSIC GRADES KINDERGARTEN - 12
g;ggf:g:t’ & ‘V‘\ Area of
Eamed is hereby issued the certificate Certification

indicated herein, on the
basis of having met the legal
requirements in the
STATE OF MARYLAND
for such a certificate.

It is the responsibility of the holder of this
document to know the current certifjcation
regulations and to renew this certifjcate prior
to the expiration date.

wgn =
SO Special
Education

Course

Given at Baltimore, Maryland, by

Ty

'STATE SUPERINTENDENT OF SCHOOLS

Typé of
Certificate

“R” = Reading
Course



MSDE issues several types of
certificates.
» Professional Eligibility

experience (2 years of which
must have been consecutive)
a Professional Development

Certificate (PEC)

Issued for 5 years and
renewable for additional 5-
year periods prior to regular
contractual employment in a
local school system.
Standard Professional
Certificatel (SPC I)

Issued for 3 years at the
request of the local school
system to an individual
employed under aregular
contract. This certificate is
renewable only one time at
the request of the local
superintendent of schools for
an individual, who due to a
break in service did not meet
the experience requirement
to moveto the SPCII. The
applicant must still present 6
semester hours of acceptable
credit to receive the renewed
SPC | for three years.
Standard Professional
Certificatell (SPC 11)
Issued for 7 yearsto an indi-
vidual who has completed
the SPC | certificate and has
presented verification of
three years of satisfactory
professional school related

Plan (PDP) and 6 semester
hours of acceptable credit.
Extended Standard
Professional Certificatell
(ESPC I1)

Issued for 3 yearsto an indi-
vidual who received a SPC 1|
certificate, but had an inter-
rupted service on the certifi-
cate causing the individual to
fail to meet the APC experi-
ence requirement. Note
however, the coursework
requirements for the
Advanced Professional
Certificate (APC) must have
been met and include the 6
semester hours of acceptable
credit at the time of the
request.

Advanced Professional
Certificate (APC)

Issued for five years upon
verification of the completion
of an approved Master’s
degree, or verification of the
completion of an approved
36-credit program. The 36
credit program must consist
of aminimum of 21 approved
graduate credits. The remain-
ing 15 semester hours may



consist of approved MSDE
continuing professional
development credits and/or
approved post-baccalaureate
undergraduate credits.
Regardless of the route, at
least 6 of the credits must be
(recent) acceptable credit. In
addition, the individual must
present verification of 4 years
of satisfactory school experi-
ence, 2 years of which must
be consecutive, and within
the seven years preceding the
issuance date of the APC, and
a PDP for the subsequent
APC.

Provisional Certificate
Issued for 1 year to an indi-
vidual hired by alocal
school system that does not
meet the full certification
requirements for a profes-
sional certificate. Thereisa
lifetime cap and limit on the
number of provisional cer-
tificates an individual may
receive.

Resident Teacher Certificate
A one-year certificate issued
to an applicant who has been
selected by alocal school
system to participate in a
specialized program.



(294 remauay ywigns)
uone2IIIad Juanbasgns Joj
ue|d wawdojanag
|euoIssajoid ® Juasald

(984 remauay nwgng)
9Jedlj111ad Ew:cmwo_:w 10}
ue|d Juswdojanag
|euolssajo.d e Juasald

(924 [emauay nwigns)
21e01411180 Juanbasgns 10}
ue|d uswdojanag
|euolssajold e Juasald

DdV JO ajep aouenss|
01 Joud sleaj / ulyim (ann
-N2asuU0d g) adualladxa parejal
Jooyas Alojoejsiyes |[eJano
JO SIB3A 7 JO UOIBILIBA

(annnoasuod g)
aoualadxe parejal |ooyos
leuoissajoid Alo1oeisies [[elano
10 SIBBA € JO UOIedlLIsA

81e21411499 Jo pouad
AlpireA Buninp usyel ag 1snw

(934 remauay nwagns)
OdV lesA G Em:cwwn:w

wesboud pajejal
uo1yeanpa 1pald 9 panoidde jo

UDIYM SHUN [emausl 10} ue|d uswdojanaQ uonajdwoa Jo aaibap s,J81seN npaln
/SHpaid panoidde g Juasaid [euOISS9}01d © JUdsald panoidde jo uonajdwo) 9]qe1dadde Jo SHpPald g Judsald
:MauUay 0] :Mauay ol :MauUay 0] :Mauay ol
_ _ _ _
700Z-7661

SIB9A G 40} PIfEA
Jdv

'£002-€66T ‘2002-266T
‘T002-T66T ‘0002-066T
ya7 spouiad ANpIfeA JeaA 0T
2dv

SJeaj L 10} pifeA
Il OdS

SIE9A € 0} PIfeA
1 0dS

s)usWalinbay [emausy 81ed14118)

10



Certificate Processing Fee A
certificate processing fee is
required for an initial certifi-
cate, achange in certificate
type, and for the renewal of a
certificate. The renewal fee
must be a money order made
payable to the Maryland State
Department of Education.
Money orders can be pur-
chased at a minimal cost at
most convenience and grocery
stores, U.S. Post Offices, and
banks.

NOTE: A feeisNOT required
when adding an additional
endorsement area to the certifi-
cate, when moving from one
LEA to another, or for a name
change.

Provided you are under con-
tract and continuous employ-
ment with a LEA, renewal
requests and changes/additions

to certificates are made through

your local education agency
(LEA) [Note: thisincludes
teachers that are on approved
leave and sabbatical leave.]

What is acceptable credit?
Acceptable credit is defined as
approved credit taken at a
regionally accredited college
(courses must carry a grade of
“C” or above) or through
MSDE approved CPD’s; relat-
ed to a school assignment and
earned within 5 years immedi-
ately preceding the date on
which the certificate is issued.

What isa CPD Credit?
CPD credit is “continuing
professional development
credit” that is received upon
successful completion of a
MSDE approved workshop
granting such credit(s).
Information regarding these
workshops can be obtained
through the Staff Development
Office (now known as Media
Services and School
Improvement Training).



Video, Telecommunication,
and Correspondence Cour ses
Effective 7/01/1998 and there-
after, approved video, Internet,
telecommunication, and corre-
spondence courses, which are
offered for undergraduate or
graduate credit by aregionally
accredited institution, are
accepted by FCPS.

Equivalent Unit(s) Credit for
APC Certificate Holders
Equivalent unit is awarded only
toward the renewal of the 5-
year APC for pre-approved
experiences that reflect profes-
sional growth and that take
place beyond the workday.
[Note: Advanced Professional
Certificate holders with a cer-
tificate issuance date of
01/01/1999 and thereafter,
must meet the reading require-
ments, if still needed, before
equivalency units may be used
toward the renewal of that cer-
tificate.]

Options for earning renewal
units can be found on Page 14.



RENEWAL OF THE ADVANCED PROFESSIONAL CERTIFICATE

To renew your APC you must successfully complete six credits or renewal units. Credits can be earned through
college coursework or MSDE workshops.

Renewal units can be earned by completing “equivalent professional experience.” Note the activities listed on the
back of this sheet to earn renewal units.

Renewal units are not recognized for advancement on the salary scale.

Criteria for Renewal Unit Activities

All courses or activities for renewal units must be discussed and approved by your immediate supervisor (principal)
prior to enrollment and should support the goals of your Professional Development Plan.

In-system workshops/committee activities held during the workday are not eligible for renewal units.

Routine school and/or feeder committee work is not eligible for renewal units.

Activities should have a direct impact/relationship to your job responsibilities (i.e., delivery of instruction in the
classroom).

Selected MSTA/NEA sponsored activities may be eligible and require approval of the PDP Committee.

No more than 3 units may be earned in a renewal period within any approved equivalent unit option.

Note: The reading courses required for certification must be satisfied before renewal units can be submitted for
certificate renewal.

VERIFICATION FORM FOR APC RENEWAL UNIT ACTIVITIES

Name:
Social Security #: Expiration of APC:
School/Location: Assignment:

Title and Description of Activity:

Circle # of Renewal Units: 1 2 3 Date(s) of Activity:

This is to verify that the above mentioned participant has successfully completed
requirements for the specified FCPS renewal units.

Signature of Immediate Supervisor Date

Certificate holder should submit this form with the completed Professional Development Plan to
the Certification Audit Officer for certificate renewal.

Spring, 1999 White Copy — Human Resources Yellow Copy - Employee
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ACTIVITIES OPTIONS FOR EARNING RENEWAL UNITS

Serve as a cooperating teacher for a student teacher 6-8 weeks 1 unit
1 semester 2 units
2 semesters 3 units
Serve on a school system committee (curriculum writing, other) 1 unit
Serve in a leadership role (optional and beyond regular assignment) 2 units
Serve on a MSDE committee 1 unit
Serve in a committee leadership role 2 units
Serve as an instructor for an approved in-service class, or for a credit course 1,2, 3 units
(same as participants)

‘ Presenter at a state or national education conference 1 unit ‘
‘ Attendance at a one-day conference with planned follow-up at the school 1 unit ‘
Attendance at a conference with a planned implementation 2 units

of a training session for a targeted group

Assume a leadership role in a national, local or state professional education organization 1 unit
that directly impacts instructional improvement for students

‘ Author a published article for a state or national professional education publication 1 unit ‘
‘ Successfully complete a non-credit technical training course 1, 2, 3 units* ‘
‘ Attend a focused training seminar or course (non-credit) 1, 2, 3 units* ‘

Serve as an assigned mentor for another teacher
With school-based training only 1 unit
With formalized mentor-training program units

N

Participate in a system approved improvement process, such as an 1, 2, 3 units*
approved action research project; completion of a recognized formal
training program is a prerequisite for earning units

Activities not covered by these guidelines may be submitted to the Professional Development 1, 2, 3 units
Committee for review and approval. Submit a written request to the Human Resources
Department including a detailed description and estimated time commitment.

* 1 unit per 15 hours of activity (can be more than seat time if documented)

Spring, 1999 White Copy — Human Resources Yellow Copy - Employee
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Submitting Credit

It is the employee’s responsi-
bility to maintain an accurate
record of post-baccalaureate
work with the Department of
Human Resources. Credit
must be reported by submitting
original grade dlips or official
transcripts. These official
documents are NOT forwarded
by the college/institution
unless requested by the stu-
dent. MSDE workshop grade
slips taken through FCPS are
automatically sent to the
Department of Human
Resources.

Changes in degree status must
be verified on an official tran-
script. The official transcript
must show degree awarded and
date conferred. A statement
from the university/college on
its official letterhead verifying
the degree is not acceptable for
certificate changes. Records
can not be updated and certifi-
cation requests can not be
processed without official
documentation. Changesin
degree status that does not
result in certificate advance-
ment or in adding an additional
teaching area to your certificate
will only be processed by
MSDE at renewal time.

Original Grade Slip

An original grade dlip isthe
one received by the student

from a college or university
upon completion of course-
work. A photocopy is NOT
acceptable as an “original ”

Official Transcript

An official transcript is a dated
transcript bearing the seal of
the institution, or the appropri-
ate color coding, and signed by
the registrar. A photocopy is
NOT acceptable as official.

Foreign Transcript

When an applicant has earned
credit outside of the United
States, MSDE and FCPS
require an official transcript
from the college/university, an
acceptable trandlation of the
transcript, and a course-by-
course evaluation from an
agency approved by MSDE to
provide this service. Both
MSDE and FCPS will accept
coursework only as designated
by the approved evaluating

agency.



Regional Accreditation
MSDE will recognize credits
and degrees earned at any
educational institution that has
been accredited by one of the
regional accrediting associa-
tions.

*Check with the individual col-
lege or institution regarding
their accreditation.

16

Course Approval Form

Prior to taking any coursework,
a“ Coursework Approval

Form” should be submitted to
the Department of Human
Resources. Thisformis
available in your school office.
The form should be sent in to
allow ample time to receive a
reply prior to registration for
the course(s). Failure to obtain
approval could result in the
employee finding, after
completing a course, that it is
not applicable for the intended
purpose.
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Reading Requirements

As of 1/01/1999, MSDE imple-
mented the requirement of
reading coursework. This will
affect all certificate holders
who hold a certificate with an
Issuance date of 1/01/1999 and
thereafter.

Teachers seeking renewal of
early childhood education, ele-
mentary education or special
education (birth-grade 3 and
grades 1-8) certificates are
required to have 12 semester
hours of reading coursework.
Teachers in the above areas
needing more than 6 semester
hours of reading coursework
must submit a minimum of 6
semester hours within the first
renewal period and the remain-
ing semester hours during the
second renewal period.
Teachers in the above listed
areas needing 6 semester hours
of reading or less will have one
renewal period to submit the
coursework.

Teachers seeking renewal of
secondary education, including
specia education (grades 6-12
and K-12) certificates will have
one renewal period to submit
the 6 semester hours of reading
coursework.

Teachers seeking renewal of N-
12/K-12 certificate areas (art,
health, music, physical educa-

18

tion) will have one renewal
period to submit the 6 semester
hours of reading coursework.
Teachers who have certificates
in the areas of Trades and
Industry are now mandated to
meet a six (6) semester hour
reading requirement.
(6/28/2000)

Specialist and administrative
areas of certification are not
currently affected by the read-
ing regulation. However, if an
individual holds certification in
either a specialist or adminis-
trative area and a teacher area,
he/she must meet the reading
reguirements or forfeit the
teacher area from his’her
certificate.

CertificatesWith an Issuance
Date of 1/01/1999 or Thereafter
Upon receipt of your initidd MD
certificate or upon receipt of
your renewed MD certificate,
you will receive information as
to what reading requirements, if
any, you will need to satisfy via
a Reading Audit. Certificates
will be noted with an (R1), (R2),
(R3)...(R12) which will indicate
the number of credits satisfied to
date.

NOTE: Undergraduate course-
work, with agrade of “C” or
better, that meets the state's
mandated reading course content
will be counted toward meeting



the semester hours of required
reading credit. MSDE-
approved coursework that meets
the state’s mandated reading
course content will count
toward the credits needed.

Process for Requesting an
Evaluation

* APC Evaluation - At the
time of the SPC | renewal,
along with your SPC 11, you
will automatically receive
from the DHR an evaluation
for the APC. This evaluation
shows what approved post-
baccalaureatd coursework
you have satisfied to date
and what additional course-
work you will need to satisfy
to be éigible for the initia
APC. (Please know that you
may send in awritten
reguest at any time to the
DHR Certification Audit
Officer requesting an APC
evaluation.)

* 60-Hour Evaluation - Upon
receipt of awritten request,
sent to the attention of the
Certification Audit Officer in
the DHR, an evaluation will
be done for you that will
reflect the coursework you
have satisfied to date. The
person must hold an
Advanced Professional

Certificate. Sixty (60) post-
baccalaureate credits must
be earned to qualify for the
60-hour salary scale. A mini-
mum of 30 graduate-level
creditsis required. The tran-
script must indicate “gradu-
ate credit.” The individual
must hold or be €eligible for
the APC. Theremaining 30
credits may be approved
MSDE CPD credits, or, in
some cases, approved post-
baccalaureate undergraduate
credits. (7/1/2000)

Evaluation to Add An
Additional Areato Current
Teaching Certificate - Upon
receipt of awritten request
sent to the attention of the
Certification Audit Officer in
the DHR, an evaluation will
be done for you that will
reflect the coursework that
you need to satisfy the
specific area of certification
you are seeking. A request
for an evaluation to add an
areato ateaching certificate
is limited to two per school
year. Only individuals
under contract asa
teacher, specialist, or
administrator with the
FCPSare€dligibleto
request an evaluation
through the FCPS
Certification Audit Officer.



Areas of Certification

Administrator | (Supervisor)

Administrator Il (Principal)

Agriculture 7-12

Art N-12

Audiologist

Biology 7-12

Business Education 7-12

Chemistry 7-12

Computer Science 7-12

Coop Vocationa Ed 7-12

Early Childhood N-3

Earth/Space Science 7-12

Economics 7-12

Educational Media Generalist

Elementary 1-6 & Middle

English 7-12

ESOL

Foreign Language 7-12

(French, German, Latin,
Russian, Spanish)

Geography 7-12

Guidance Counselor

Health Education 7-12

Health Occupations 7-12

Hearing Impaired

History 7-12

Home Economics 7-12

Industrial Arts/

Technology Education 7-12

Marketing Education 7-12
Mathematics 7-12

Music 7-12

Physical Education N-12
Physical Science 7-12

Physics 7-12

Political Science 7-12

Pupil Personnel Worker

Psychology 7-12

Reading Specialist

School Psychologist

Severely & Profoundly
Handicapped

Social Studies 7-12

Sociology 7-12

Special Education Birth-Grade3

Special Education 1-8

Specia Education 6-Adult

Speech Communication 7-12

Speech Pathologist

Superintendent

Supervisor of Guidance

Supervisor of School
Psychologists

Supervisor of Pupil Personnel

Supervisor of Special
Education

Theater 7-12

Trades & Industry 7-12

Visually Impaired



TESTS
(NTE, PRAXISI & 11)

Effective January 1, 1999, the
Maryland State Department of
Education set qualifying scores
for the PRAXIS | ACADEMIC
SKILLSASSESSMENTS
known as the Pre-Professional
Skills Test (PPST) and
Computer Based Test (CBT).
These tests consist of areading
component, awriting
component, and a mathematics
component. (ETS will discon-
tinue the CBT fall 2001)

The PRAXISII CONTENT
AREA ASSESSMENTS con-
sist of testing the knowledge in
the content area and content
pedagogy. The tests are multi-
ple choice and constructed
response.

* Applicants for initial
Certification must take the
required tests for Maryland.

» All candidates applying for
an initial Maryland teach-
ing certificate, except those
coming in viathe experi-
ence route, are required to
present MD qualifying
scores on the Praxis |
Academic Skills
Assessments and the appro-

21

priate Praxis Il Subject
Assessment where
required.

* Registration procedures,
fees, and forms as well as
test dates and locations are
included in The Praxis
Series Registration
Bulletin. Thisis available
through the FCPS
Department of Human
Resources, the FCPS
Media Services and School
Improvement Training,
college and university
teacher education offices,
university test centers, or
from the Educational
Testing Service. You can
also visit ETS' s website at
www.ets.org/praxis.

MD qualifying NTE scores

taken prior to June 30, 2000,

and qualifying CBT scores

taken prior to Fall 2001 will
be accepted from in-state and
out-of-state teacher candidates
for certification.

* When taking tests, please
designate M SDE(#7403) as a
score recipient. Upon receipt

of your score report, please
send a copy to the DHR Audit
Officer for placement in your

personnel file.




PROFESSIONAL
DEVELOPMENT PLAN - A
PDP form is to be filled out by
an employee as a condition of
certificate renewal. Individuals
set agoal for themselves that
will enhance their professional
growth. The plan isreviewed
by the individual’s immediate
supervisor, signed, and submit-
ted to the DHR for signature.

For the SPC |1 holder the plan
needs to state whether they
intend to complete an approved
Master’s degree or an approved
36 credit program.

For the 5-year APC holder the
plan needs to state a goal that
they have set for themselves to
complete over the 5-year vali-
dity period of the subsequent
certificate. A minimum of 6
credits/units is required during
that validity period. All
credits/units must be pre-
approved by the DHR. A
listing of equivalent unit
options can be found on page
14.

22

Please note that the mandated
reading coursework must be a
part of your plan if you have
not already satisfied the
required credits for your
certification area. Refer to
Page 18 Reading Requirements.

The back of the PDP form
contains pertinent information
on what is required of a
certificate holder.



Frederick County Public Schools
Professional Development Plan
As a condition of your Maryland certificate renewal, you will need to design a Professional Development Plan (PDP). Your goal should be one that enhances continued professional
growth and meets the requirements mandated by the Maryland State Department of Education Division of Certification and Accreditation. (REFER TO BACK OF FORM FOR
SPECIFIC RENEWAL REQUIREMENT INFORMATION).

This PDP is designed to meet the requirements toward my (check one) [ 1] initial Advanced Professional Certificate; [ ] APC renewal
Valid

Validity dates of next teaching certificate during which you will complete the goal listed below (circle one): SPC ~ APC to
Name: Social Security Number: Present
School/Work Location Highest degree eamned to date (circle one): Bachelor Master Equivalency ~Master ~ Master+30  Doctorate

Avrea(s) of Certification Listed on Current Teaching Certificate

|. PDP GOAL:
(FOR APC RENEWAL: CREDITS/UNITS MUST BE EARNED DURING THE
Il. PROPOSED ACTIVITIES TOWARD INITIAL APC OR APC RENEWAL: VALIDITY PERIOD OF EACH 5-YEAR CERTIFICATE)
Your goals and proposed activities should be discussed and reviewed with your upervisor. It is that the il supervisor and the certificate holder

use the PDP as an opportunity to engage in dialogue about the professional development goals of the certificate holder.

1. [ ] REVIEWED BY:

Principal’s/Supervisor’s Signature Date Employee’s Signature Date

COMMENTS:

IV. Upon receipt of this form, please submit your proposed and signed PDP stating the goal that you will be working toward during the validity period of the above listed certificate
to the Human Resources Department. After review and signature, the pink copy will be placed in your personnel file, and the other copies will be returned to you.

REVIEWED BY: DATE:
Human Resources Designee’s Signature

Responsibility for professional growth rests with the certificate holder. Your PDP should be developed in congruence with state and school system goals.
PLEASE NOTE THAT PRIOR APPROVAL MUST BE OBTAINED FOR ANY COURSE WORK TAKEN. THIS FORM DOES NOT REPLACE COURSE APPROVAL FORMS.

PDP 12/98 White - Employee Canary - Supervisor Pink ~ Human Resources

1. Complete the PDP form and review it with your
principal/supervisor.

2. The PDP should reflect the goal that you have
set for yourself during the validity period of
your certificate.

3. Send the completed and signed PDP form in to
the DHR to the attention of the Certification
Audit Officer.

4. Upon review by the DHR, one copy will be
placed in your personne file and two will be
returned to you for your records.
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MARYLAND CERTIFICATE RENEWAL REQUIREMENTS

If you hold a 3 year Standard Professional Certificate (SPC I) issued on or after January 1, 1995 you will have three
(3) years to complete the following:

verification of 3 years of satisfactory professional school related experience, 2 years of which are consecutive;

a minimum of 6 semester hours of approved acceptable credit; SEE below for Special Education/Reading
requirements;

a Professional Development Plan designed to satisfy the requirements for the Advanced Professional Certificate
(APC).

If you hold a 7 year Standard Professional Certificate (SPC Il) issued on or after January 1, 1995 you will have seven
(7) years to complete the following:

verification of 4 years of satisfactory professional school related experience, 2 years of which are consecutive,
completed within the 7 years preceding the issuance date of the APC;

an approved master’s degree or 36 post BA approved credits (21 graduate and the 15 additional graduate,
undergraduate, or MSDE approved credits). At least 6 semester hours should be related to the individual’s
assignment. SEE below for Special Education/Reading requirements;

If you have earned an approved master’s degree or an approved master’s equivalency please indicate this. You
will need 6 semesters hours of approved credit during this 7 year period;

A teacher in a vocational area which does not require a bachelor’s degree shall complete an approved 34 hour
planned program. SEE below for Special Education/Reading requirements.

If you hold a 5 year Advanced Professional Certificate (APC) issued on or after January 1, 1995 you will have five (5)
years to complete the following:

verification of 3 years of satisfactory professional school-related experience completed within the 5 years
immediately preceding the issuance of the renewed APC;

6 semester hours of approved acceptable credit or the equivalent as verified by the local school superintendent.
SEE below for Special Education/Reading requirements;

a Professional Development Plan (PDP) for the subsequent APC.

MISCELLANEOUS INFORMATION

The Frederick County Public School system is requiring all certificated personnel to complete a three (3) credit
special education course as part of your renewal credit. If you don’t have an (S) on your current certificate, and
know that you have NOT met this requirement, you must meet this requirement as a condition of certificate
renewal.

For teaching certificates with an issuance date of 1/01/1999 and thereafter, teachers seeking renewal of early
childhood education, elementary education or special education (birth-grade 3 and grades 1-8) certificates are
required to have 12 semester hours in reading coursework. Teachers seeking renewal of secondary education
areas, special education (grade 6-12 and K-12), art, music, and physical education certificates are required to
have 6 semester hours of reading coursework.

Approval for coursework needs to be obtained through the Department of Human Resources, via the course
approval form available in your school office, prior to taking any college coursework or MSDE approved
continuing professional development credit.

The equivalent unit option is only available toward the renewal of a 5 year Advanced Professional Certificate.
Equivalent units do NOT count toward advancement on the salary schedule.

NOTE: As goals change the Professional Development Plan may need to be revised. If a revision is necessary a
new PDP form should be completed and submitted. If you transfer from another Maryland county in which you
already developed your PDP, please submit to the Department of Human Resources, and your current principal,
a copy of your plan for their review.
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Employment Contingencies
MSDE regulations allow local
school systems to establish
standards for employment
higher than those required for
certification. Employment con-
tingencies are requirements
imposed by FCPS that exceed
those required for issuance of
a certificate by MSDE.
Receipt of a Maryland profes-
sional certificate does not nec-
essarily mean that employment
contingencies have been met.
For example, within FCPS, in
order to teach science and
mathematics at the middle
school level you must be certi-
fied in the specific area either
by way of the local endorse-
ment or Maryland certifica-
tion. If you have not satisfied
an approved 3-semester hour
special education course, this
must be satisfied as a condi-
tion of certificate renewal.

Assignment

Each teacher employed in the
public school systems of
Maryland shall hold a profes-
sional certificate in the
teacher’s area of mgjor assign-
ment.

A local school system some-
times finds it necessary to
assign a teacher to teach out-
side the teacher’s area of certi-
fication.

For each consecutive year after
the first year that ateacher is
assigned to teach outside of the
teacher’s area of certification,
the teacher shall earn at least 6
semester hours per year toward
certification in the out-of-area
assignment before continuing
the assignment.



7

Questions??

Provided you are under con-
tract and continuous employ-
ment with FCPS, if you have
guestions you can contact the
FCPS Certification Audit
Officer at 301-644-5098.

* All other individuals must
directly contact MSDE at
(410) 767-0412.

For more information, visit
| http://www.msde.state.md.us |
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Thank you!

A specia word of thanks to
each of you for the continued
dedication you extend and the
guidance you provide to the
students of Frederick County.
Thank you.



http://www.msde.state.md.us
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