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These procedures apply to all full-time teachers whose teaching certificates expire on or after September 1, 1988.

Persons who are not employed by the district on a full-time basis are not subject to these procedures.  Such persons shall refer to the rules of the State Board of Education to determine how to obtain certificate renewal credit.

Basic Requirements
For certificate renewal, a teacher shall complete six semester hours of credit within the five-year period preceding the date of application of renewal.

Acceptable credits earned prior to September 1, 1988 and within the five-year period prior to the date of application shall be accepted for renewal credit.  "Acceptable" credits are those that are set forth in state law and the rules of the State Board of Education (until Sept. 1, 1988).

Any acceptable credits earned by a teacher prior to development of a recertification plan shall be approved by the Board and incorporated into the recertification plan.  The remaining credits addressed in the recertification plan shall be acceptable credits and subject to Board approval insofar as practicable.

Schedule a Formal Discussion
1.
The building administrator or appropriate designee shall schedule a conference with each teacher at least 24 months prior to the expiration of the teacher's certificate for the purpose of developing a recertification plan.  A teacher may request that a conference be scheduled at an earlier date at a mutually agreeable time.

2.
The building administrator or designee shall give the teacher at least 10 school days written notice of the time for the conference.  The notice shall contain a statement, when applicable, that development of a recertification plan will address weaknesses or problems identified in the employee's evaluation.

3.
The teacher shall be prepared to present at the conference a proposal for obtaining acceptable renewal credit prior to the expiration of the certificate.

4.
The administrator shall be prepared to offer suggestions at the conference for renewal credit in areas that will be beneficial to the school district based on district goals and objectives and complement the teacher's preparation and assignment.  The administrator shall take into consideration availability of programs, location, cost and other pertinent factors in making any recommendations for renewal credit.

Develop a Recertification Plan
1.
The building administrator or designee and the  teacher shall meet at the appointed time to discuss formally the employee's proposal for recertification.  The parties shall formalize the plan in writing on the form provided by the district for this purpose.

2.
The administrator shall recommend for Board approval a plan that meets the requirements of state law, considers the staffing needs of the district and, when applicable, addresses any problems or weaknesses that have been identified through the evaluation process.

3.
If the plan is recommended for Board approval, the building administrator or designee and the teacher shall both sign the plan.  A copy of the plan shall be transmitted to the Board for consideration at its next regular meeting.  If the plan is approved, it shall be signed by the Board president.  If it is not approved, it shall be returned to the parties along with appropriate comments about any suggested revisions.  The building administrator shall schedule another conference with the teacher to reconsider the plan.

4.
A copy of the approved plan will be placed in the teacher's file and shall be available upon the teacher's request for transmission to the Colorado Department of Education for certificate renewal.

5.
The plan may be amended if mutually agreeable to both parties.  Any amendment shall be in writing, signed by both parties, attached to the original plan and placed in the file.

6.
The teacher shall submit official documentation to the superintendent's office to evidence completion of the hours of renewal credit so that the superintendent can sign a verification on behalf of the Board that the teacher has completed the hours of renewal credit.  This signed verification shall be available to the teacher to transmit to the Colorado Department of Education.

7.
All other administrative tasks to obtain certificate renewal including completion of the application, payment of fees and transmission of the necessary documentation shall be the sole responsibility of the teacher.

Appeal Process
1.
Any disagreement with the recertification plan that cannot be resolved during the formal discussion process may be appealed by the teacher within 30 calendar days of the date of the conference.

2.
The teacher shall submit a written statement to the building administrator or designee which includes the specific reason for disputing the recertification plan.

3.
The building administrator or designee, upon receipt of the teacher's statement shall write a brief statement in response and then forward the two statements, a copy of the recertification plan and any other pertinent information to the superintendent.

4.
The superintendent shall consider the written statements and at his discretion schedule a meeting with both parties to review the information.  The superintendent shall issue his findings to the teacher within 10 calendar days of receipt of the written information or the date of the conference, whichever is later.

5.
The teacher may appeal the decision of the superintendent by forwarding a written statement to the Board which includes the specific reason for disputing the plan within 10 calendar days  of receipt of the superintendent's decision.  The superintendent shall transmit a copy of his findings and send a copy of the recertification plan along with a brief written statement to the Board.

6.
The Board shall consider the appeal at its next regular meeting.  Oral comments from the teacher and administrator shall be allowed at the Board's discretion.  If no oral statements are presented, the Board shall rely solely on the written information in making its decision.  The decision of the Board shall be provided to the teacher within 15 calendar days.

7.
A teacher dissatisfied with the resolution of the matter in the school district is entitled to appeal to the State Board of Education in accordance with the appeals process regarding recertification plans established in state board rules.  A copy of thee rules shall be made available to the teacher upon request.

Teachers New to the District
The school district shall honor all renewal credits accumulated by a teacher who has changed employment within Colorado during the five-year recertification period.  A teacher new to the district who previously had a recertification plan approved by another employing board shall submit a copy of the plan and the credits completed to date to the building administrator or designee. 

Unless all renewal credits have been obtained, the building administrator shall schedule a conference in accordance with these procedures to update the recertification plan and make any appropriate modifications.
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