The 1% step of completing an application for WS1 to WS2 conversion application should be that you prepare your 1
Professional Development Plan—“Proposed Plan” and have your CTE Director approve it. This is a statement of objects
or goals that you’d like to accomplish over the next 5 years toward the renewal of your WS2 license. This will remain on
file with your CTE-Director.

2. InStep 1 of the Application Process, choose “Conversion” from the drop down menu, then choose your license

number and then press “NEXT”.
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3. InStep 2 of the application process, you will indicate an employment institution if you have not already done so.
Then you will press “Next”
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4. In Step 3 of the application process, you will answer all legal questions. If you answer “yes” to any of these you
must upload supporting documentation explaining the situation.
a. You will press “Next” when done.
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6. InStep 5 of the application process, you will be given a summary of your application. If everything looks fine,
please read the Loyalty Affidavit at the bottom and then hit Submit Application.
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7. You will then be taken to a page that looks like this. Please click on “Click here” to pay for all pending

applications.

a. ed and you will be given a confirmation.
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Professional Development Plan — Workplace Specialist - REPA

Name: Program Area:

Expiration Date of Current License:
{Note: Expiration date of current license, not new license being requested)

A minimum of ninety (90) hours of professional development experience is required during the five (5) year period
of the WS 1I license. Typically, the professional development must be a mixture of at least two of the following:

1) teaching skills, 2) trade skills, and 3) basic skills. Carefully review the Point Chart and the Objectives and
Activity Description document. Then, specify your plan here: ’

Professional Development:

Objective 1:

(A statement identifying a weakness in skill or knowledge that a candidate intends to improve through an activity)

Activity 1:

(How the new or improved knowledge and skills are to be gained)

Objective 2:

Activity 2:

Objective 3:

Activity 3:

Approval: Date: Approval: Date:

(CTE Area Director Signature) (Teacher Signature)

NOTE: Copies must be retained by career and technical education director and workplace specialist teacher.
Building administrators or support staff may not approve or verify completion.



Professional Development Plan
Change Request Form - REPA
NOTE: Attach copy of original PDP with the request to the PDP representative.

Name: ) Program area:

Request change of activity FROM:

Request change of activity TO:

Reason for making change request:

New Objective: (If applicable)

Approval Date Completion Date
(Teacher) (Teacher)
(C & T Area Director) (C & T Area Director)

NOTE: This form must be attached to original PDP when applying for a renewal of a WSII license.
Copies must be retained by career and technical education director and workplace specialist teacher.
Building administrators or support staff may not approve or verify completion.

PLEASE TYPE OR WORD PROCESS — HANDWRITTEN DOCUMENTS WILL NOT BE ACCEPTED!




Common mistakes on PDP’s

There are many common mistakes or misunderstandings related to preparing PDP’s. The
list below gives examples of scenarios that are not acceptable for PDP’s that are
frequently submitted.

Please note:
These are examples of PDP’s and/or single activities that would not be acceptable.

1) If using 45 points for trade content related curriculum development combined with 45
points of trade related updating or trade related college course work (like ISU summer
workshop).

2) Summer work with special arrangement for a one time or annual internship for a single
individual.

3) Home show (or other trade show) general attendance.
(Note: conferences and trade show general attendance does not apply, only workshop and
seminar time that can be documented at these events apply)

4) Any activity that cannot be documented with official evidence (certificates, transcripts,
or other documentation as identified in point chart)

5) Tours of other schools programs.
6) Student field trips.

7) Consultation with other teachers (except as specifically noted and documented in
point chart)

8) Presentations to other teachers for in-service when the presentation is for any school
within the employing school system.

9) Summer employment within a related trade, unless this is related to a recognized
internship.

10) Training and education that do not have a specific application or benefit to the
program area of the license held such as: physical education, music, art, religious studies,
etc (whether college courses or other formats).

11) Independent educational strategies that cannot be well documented. (Some
correspondence, online education, or other distance learning instruction is delivered
without any supporting evidence. Be sure these types of activities are documented with
transcripts, certificates, CEU’s or CRU’s.)



12) Professional organization membership. (Note: Only professional activities within
an organization qualify, such as: serving on an active committee, chairing a committee or

holding a primary officers position in the organization.)
13) Publications in school newsletters or local newspapers.

14) Informal peer assistance. (Any peer assistance used must be documented and
arranged through the primary school administrator).
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Objectives and Activity Descriptions

There is a distinct difference between objectives and activities as they apply to PDP’s.
Below each term is described and examples of acceptable statements are given. Each
numbered objective example is matched to the similarly numbered activity. Note that the
minimum total must be equal to 90 points. Be familiar with limits on points allowable
for any single category of training or format of training. There are very few options that
will allow all 90 points to be in a single type of activity or objective. Be sure to match
objectives to activities. Each objective should have at least one activity related to it.

An objective is a statement identifying a weakness in skill or knowledge that a
candidate intends to improve through an activity. It does not identify the format of
training involved.

Examples of acceptable objectives:

1) Improve knowledge and skills related to classroom management or discipline.
2) Learn to use PowerPoint software for classroom presentations.

3) Learn sign language to better communicate with hearing impaired students.
4) Explore new methods, materials, and tools used in building trades.

5) Expand knowledge related to student learning styles.

6) Improve effectiveness of the marketing CTSO program.

7) Update and improve the nursing curriculum.

8) Expand involvement in ACTE at the national level.

An activity is a statement of how the new or improved knowledge and skills are to be
gained. In other words, a description of the training, education, or other professional
development format to be used to learn. (Please note that each activity should indicate
the minimum number of hours and the total of all activities should be equal to 90 points.)

Examples of acceptable activities:

1) Complete a 3 three credit hour course in classroom management at an accredited
teacher education institution (45 points).

2) Complete 30 hours of workshop and/or seminar training for PowerPoint software (30
points)

3) Complete a 45 clock hour class at the Indiana Deaf School (45 points).

4) Complete an internship of a minimum of 45 clock hours through an established
carpenters union internship program (45 points).

5) Take 30 clock hours of level one 4-Mat training (30 points).

6) Involve CTSO members in regional, state, and/or national competition (minimum of
30 points) [Note points vary according to level attained by students]

7) Revise 6 units of curricula for the nursing program involving a minimum of 45
documented clock hours (45 points)

&) Serve as a national officer for ACTE for one year (president, regional vice president)
(90 points).



Web URL’s of interest.

General Occupational/Workplace Specialist infermation.
http://scotton.iweb.bsu.edu/os.htm

PDP forms, instructions, point chart, and advisor contact information.
http://scotton.iweb.bsu.edu/PDP.htm

IDPS homepage: http://www.doe.state.in.us/dps/

Specific OS links at IDPS:
http://www.doe.state.in.us/dps/licensing/occupational/welcome.html
http://www.doe.state.in.us/dps/licensing/assignmentcode/welcome htm

IDOE homepage: http://ideanet.doe.state.in.us/

Office of CTE - IDOE homepage: http://www.doe.state.in.us/octe/welcome.html

BSU internet or distance education links:

Online undergraduate general studies degrees (associate’s and bachelor’s)
http://www.bsu.edu/distance/independent/

Schedules for internet, televised, or live workshop classes (primarily graduate)
http://www.bsu.edu/distance/schedule/

Online CTE or Tech Ed graduate degree programs
http://www.bsu.edu/distance/article/0,,7488--,00.html

BSU homepage: http://www.bsu.edu

Also contact Dr. Sam Cotton: scotton@bsu.edu or 1-765-285-5640

ISU internet or distance education links:

Distance education homepage
http.//www.indstate.edu/distance/

Industrial Technology Department Homepage (with links to CTE information)
http://www.indstate.edu/ite/

Also contact Dr. Tony Gilberti
tchgilb@isugw.indstate.edu or 1-800-468-5236

ISU Homepage: http://www.indstate.edu/

Purdue internet or distance education links:
Distance education homepage:
hitps://www.continuinged.purdue.edu/distance/courses/
Purdue homepage: http://www.purdue.edu
Also contact Dr. James Greenan
jgreenan@purdue.edu or 1-765-494-7314




