Certificate Renewal Process

Annual Cycle
	Date
	Activity
	Notes

	OCT 15
	Goal-Setting Conferences completed for “on-year” staff 
	Copy of goals filed at school and sent to DO

	OCT 15
	Changes to goals completed as needed for “off-year” staff
	Copy of goals filed at school and sent to DO

	Ongoing
	Consideration of PD plans by school-level administrator
	Form submitted by staff member

	Ongoing
	Approval of PD activity plans by school-level administrator (in consultation w/DO as necessary)
	Approval filed at school with copy to staff member

	MAY 1
	Final Conferences completed for “on-year” staff 
	GBE forms filed at school and sent to DO

	JUN 30
	Proper documentation of completed PD activities submitted to school renewal coordinator (attach approval form(s) and computation sheet)
	Computation sheets forwarded to DO; documentation maintained at school

	JUN 30
	Renewal credits submitted to SDE from DO
	


