
 AGENDA 
B O A R D  O F E D U C AT I O N    L E V I T T O W N ,  N E W  Y O R K  
 
LEVITTOWN UNION FREE SCHOOL DISTRICT  TOWN OF HEMPSTEAD  LEVITTOWN, NEW YORK 

www.levittownschools.com 

 

 

 
PLANNING SESSION   LEVITTOWN MEMORIAL EDUCATION CENTER 

                                                                                                           Wednesday, July 27, 2016 

Immediately following the Special Meeting 

                                                

                                              Success for Every Student 

 
(Note:  Items on this Planning Session appear in order of intended discussion.  As per previous understanding with 

the Board, any items which are not reached during the meeting will be carried forward to subsequent Planning 

Sessions or Ad Hoc portion of Regular Meetings.) 

I. INFORMATIONAL ITEMS 

1. Student Recognitions at Board Meetings 

2. Drivers Education 

3. LMEC Football Field and Track 

4. Longterm Solution for Abbey Lane Residency 

5. Consent Agenda 

II. MOTION TO ADJOURN 

6. Policy #5512 Reserve Funds - First Read Enclosure 

7. Policy #6213 Professional Certification - First Read Enclosure 



LEVITTOWN SCHOOLS    

  POLICY  # 5512 
                                              Page 1    

 

NON-INSTRUCTIONAL/BUSINESS OPERATIONS 

 

  
SUBJECT: RESERVE FUNDS 
 
 Reserve funds (essentially a legally authorized savings account designated for a specific 
purpose) are an important component in the District's financial planning for future projects, 
acquisitions and other lawful purposes. To this end, the District may establish and maintain reserve 
funds in accordance with New York State Laws, Commissioner's Regulations and the rules and/or 
opinions issued by the Office of the New York State Comptroller, as applicable. The District shall 
comply with the reporting requirements of Article 3 of the General Municipal Law of the State of New 
York and the Governmental Accounting Standards Board (GASB) issued GASB Statement Number 
54, Fund Balance Reporting and Governmental Fund Type Definitions. 
 
 Any and all District reserve funds shall be properly established and maintained to promote the 
goals of creating an open, transparent and accountable use of public funds. The District may engage 
independent experts and professionals, including but not limited to, auditors, accountants and other 
financial and legal counsel, as necessary, to monitor all reserve fund activity and prepare any and all 
reports that the Board may require. 
 
Periodic Review and Annual Report  
 
 The Board of Education will periodically review all reserve funds. The District will also prepare 
and submit an annual report of all reserve funds to the Board of Education. The annual report shall 
include the following information for each reserve fund: 
 

a) The type and description of the reserve fund; 
 

b) The interest earned by the reserve fund; 
 

c) Capital gains or losses resulting from the sale of investments of the reserve fund; 
 

d) The total amount and date of each withdrawal from the reserve fund;  
 

e) An analysis of the projected needs for the reserve fund in the upcoming fiscal year and a 
recommendation regarding funding those projected needs. 

 
 The Board shall utilize the information in the annual report to make necessary decisions to 
adequately maintain and manage the District's reserve fund balances while mindful of its role and 
responsibility as a fiduciary of public funds.  
 
 The Superintendent shall develop any necessary and/or appropriate regulations to implement the 
terms of the Board's policy. 
 
 
 
Adoption Date:  December 9, 2015
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NON-INSTRUCTIONAL/BUSINESS OPERATIONS 

 

  
SUBJECT: RESERVE FUNDS 
 
 Reserve funds (essentially a legally authorized savings account designated for a specific 
purpose) are an important component in the District's financial planning for future projects, 
acquisitions and other lawful purposes. To this end, the District may establish and maintain reserve 
funds in accordance with New York State Laws, Commissioner's Regulations and the rules and/or 
opinions issued by the Office of the New York State Comptroller, as applicable. The District shall 
comply with the reporting requirements of Article 3 of the General Municipal Law of the State of New 
York and the Governmental Accounting Standards Board (GASB) issued GASB Statement Number 
54, Fund Balance Reporting and Governmental Fund Type Definitions. 
 
 Any and all District reserve funds shall be properly established and maintained to promote the 
goals of creating an open, transparent and accountable use of public funds. The District may engage 
independent experts and professionals, including but not limited to, auditors, accountants and other 
financial and legal counsel, as necessary, to monitor all reserve fund activity and prepare any and all 
reports that the Board may require. 
 
Periodic Review and Annual Report  
 
 The Board of Education will periodically review all reserve funds. The District will also prepare 
and submit an annual report of all reserve funds to the Board of Education. The annual report shall 
include the following information for each reserve fund: 
 

a) The type and description of the reserve fund; 
 
b) Possible uses of reserve fund 
 
c) As best as can be determined, the optimal funding levels of the reserves; 

 
b)d) The interest earned by the reserve fund; 

 
c)e) Capital gains or losses resulting from the sale of investments of the reserve fund; 

 
d)f) The total amount and date of each withdrawal from the reserve fund;  

 
e)g) An analysis of the projected needs for the reserve fund in the upcoming fiscal year and a 

recommendation regarding funding those projected needs. 
 
 The Board shall utilize the information in the annual report to make necessary decisions to 
adequately maintain and manage the District's reserve fund balances while mindful of its role and 
responsibility as a fiduciary of public funds.  
 
 The Superintendent shall develop any necessary and/or appropriate regulations to implement the 
terms of the Board's policy. 
 
Adoption Date:  December 9, 2015 

Revised:  
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NON-INSTRUCTIONAL/BUSINESS OPERATIONS 

 

  
SUBJECT: RESERVE FUNDS 
 
 Reserve funds (essentially a legally authorized savings account designated for a specific 
purpose) are an important component in the District's financial planning for future projects, 
acquisitions and other lawful purposes. To this end, the District may establish and maintain reserve 
funds in accordance with New York State Laws, Commissioner's Regulations and the rules and/or 
opinions issued by the Office of the New York State Comptroller, as applicable. The District shall 
comply with the reporting requirements of Article 3 of the General Municipal Law of the State of New 
York and the Governmental Accounting Standards Board (GASB) issued GASB Statement Number 
54, Fund Balance Reporting and Governmental Fund Type Definitions. 
 
 Any and all District reserve funds shall be properly established and maintained to promote the 
goals of creating an open, transparent and accountable use of public funds. The District may engage 
independent experts and professionals, including but not limited to, auditors, accountants and other 
financial and legal counsel, as necessary, to monitor all reserve fund activity and prepare any and all 
reports that the Board may require. 
 
Periodic Review and Annual Report  
 
 The Board of Education will periodically review all reserve funds. The District will also prepare 
and submit an annual report of all reserve funds to the Board of Education. The annual report shall 
include the following information for each reserve fund: 
 

a) The type and description of the reserve fund; 
 
b) Possible uses of reserve fund 
 
c) As best as can be determined, the optimal funding levels of the reserves; 

 
d) The interest earned by the reserve fund; 

 
e) Capital gains or losses resulting from the sale of investments of the reserve fund; 

 
f) The total amount and date of each withdrawal from the reserve fund;  

 
g) An analysis of the projected needs for the reserve fund in the upcoming fiscal year and a 

recommendation regarding funding those projected needs. 
 
 The Board shall utilize the information in the annual report to make necessary decisions to 
adequately maintain and manage the District's reserve fund balances while mindful of its role and 
responsibility as a fiduciary of public funds.  
 
 The Superintendent shall develop any necessary and/or appropriate regulations to implement the 
terms of the Board's policy. 
 
Adoption Date:  December 9, 2015 

Revised:  
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LEVITTOWN SCHOOLS  
  POLICY  # 6213 

                                              Page 1 of 3   

 

PERSONNEL 
 
 
 
 
SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 

DEVELOPMENT REQUIREMENT 
 
 All District employees who hold professional teaching certificates for classroom teaching are 
required to complete professional development hours to maintain the validity of their certificates. 
Professional certificate holders must complete 175 hours every five (5) years. The five-year 
professional development period commences on July 1 after the effective date of the triggering 
certificate, and each subsequent five-year period thereafter. Each professional development year of the 
five-year cycle of professional development begins on July 1 and ends the following June 30. The 
professional development requirement may be completed at any time during the five-year professional 
development period. 
 
 Decisions regarding content, delivery and providers of such professional development are within 
the purview of the School District and shall be made within the context of the District Professional 
Development Plan. The Professional Development Plan shall describe how the School District will 
provide teachers it employs holding a professional certificate with opportunities to maintain such 
certificates in good standing based upon successfully completing 175 hours of professional 
development every five (5) years in accordance with Commissioner's Regulations. 
 
 If the professional certificate holder wishes to maintain the validity of his/her New York State 
professional certificate, he/she must satisfy the professional development requirement. If the 
certificate holder teaches less than ninety (90) days in a given school year for any reason, including an 
approved leave, the required hours are reduced by ten percent (10%) for each school year during 
which this is the case. 
 
District Recordkeeping Responsibilities 
 
 If the School District provides professional development to teachers in its schools, or 
professional development is provided by other entities on behalf of the District, the District must 
maintain a record of professional development completed by its teachers who are required to complete 
this requirement. Such records shall include those items enumerated in Commissioner's Regulations 
Section 100.2(dd)(5): 
 

a) The name of the professional certificate holder; 
b) His/her teacher certification identification number; 
c) The title of the program; 
d) The number of hours completed; and 
e) The date and location of the program. 

 
 These records shall be retained by the District for at least seven (7) years from the date of 
completion of the professional development by the professional certificate holder and shall be 
available for review by the State Education Department (SED). 
 
 
 

(Continued) 
 

1.7.a

Packet Pg. 8

A
tt

ac
h

m
en

t:
 P

o
lic

y 
N

o
. 6

21
3 

P
ro

fe
ss

io
n

al
 C

er
ti

fi
ca

ti
o

n
 -

 1
75

 H
o

u
rs

 O
f 

P
ro

fe
ss

io
n

al
 D

ev
el

o
p

m
en

t 
R

eq
u

ir
em

en
t 

 (
23

56
 :

 P
o

lic
y 

#6
21

3 
P

ro
fe

ss
io

n
al



LEVITTOWN SCHOOLS  
  POLICY  # 6213 

                                              Page 2 of 3   

 

PERSONNEL 
 
 
 
 
SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 

DEVELOPMENT REQUIREMENT  (Cont'd.) 
 
District Reporting Responsibilities 
 
 Annually, the School District must report to the New York State Education Department 
(SED) Office of Higher Education's Office of Teaching Initiatives (OTI) the number of all 
approved professional development hours completed by each teacher who is employed by the 
District and subject to the professional development requirement, regardless of the professional 
development provider. 
 
 All hours of completed professional development reported by Districts will become part of 
the certificate holder's certification record maintained by OTI. Teachers with professional 
certificates must complete the required number of hours of professional development every five 
(5) years for their certificates to remain valid. 
 
 The School District is required to report professional development hours for its employees 
online directly via the Web-based computer system TEACH (Teacher Education and 
Certification Help). 
 
Certificate Holder Responsibilities 
 
 All professional certificate holders must keep records of all of their approved professional 
development activities/programs/coursework, regardless of the provider, for at least seven (7) 
years from the date of completion of the program and shall be available for review by SED. Such 
records shall include those items enumerated in Commissioner's Regulations Section 80-3.6(f): 
 

a) The title of the program; 
b) The number of hours completed; 
c) The sponsor's name and any identifying number; 
d) Attendance verification; and 
e) The date and location of the program. 

 
 While it is the responsibility of the District to report hours, it is in the interest of every 
professional certificate holder to verify that their professional development hours are reported 
and that their individual record is complete. It is recommended that professional certificate 
holders develop their personal professional development plan in consultation with the District, 
and obtain District approval before commencing any professional development activities. 
 

(Continued) 
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LEVITTOWN SCHOOLS  
  POLICY  # 6213 

                                              Page 3 of 3   

 

PERSONNEL 
 

 
 
 
SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 

DEVELOPMENT REQUIREMENT  (Cont'd.) 
 
 
Staff Development 
 
 The Board of Education believes that the success of educational programs and 

operational goals depends on the professional growth and effectiveness of the entire staff. The 

Board also recognizes its responsibility to encourage staff development through goal setting, 

budgetary commitment, and monitoring the staff development activities. The Board encourages 

individual pursuit of staff development experiences. The Superintendent of Schools will have the 

authority to approve release time and expenses for individual staff members’ attendance at 

professional training conferences, study councils, in-service courses, workshops, summer study-

grants, school visitations, professional organizations, etc., within budgetary constraints. 
 
8 New York Code of Rules and Regulations (NYCRR) Subpart 80-3 and Section 100.2(dd) 
 
NOTE: Refer also to Policy #6160 -- Professional Growth/Staff Development 
 
 
 
 
 
      
Re-Adopted:  September 10, 2012 
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POLICY 
2016 6213 

1 of 2 
 
Personnel 

SUBJECT: REGISTRATION AND PROFESSIONAL DEVELOPMENT  
 
Registration 
 
 All employees holding a lifetime certificate in classroom teaching, teaching assistant, or educational 
leadership service (school building leader, school district leader, or school district business leader) must 
register with the State Education Department (SED) every five years through the TEACH system. Only 
registered employees may teach or supervise in the District. 
 
 Teachers and administrators with a permanent, professional, or a Level III teaching assistant 
certificate issued before July 1, 2016 must apply for initial registration during the 2016-2017 school 
year during their birth month. These certificate holders must thereafter renew their registration every 
five years during their birth month. 
 
 Teachers and administrators with a professional or a Level III teaching assistant certificate issued 
on or after July 1, 2016 will be automatically registered. These certificate holders must thereafter renew 
their registration every five years during their birth month.   
 
 Certificate holders who do not timely register may not be employed and may be subject to monthly 
late fees after the first, transitional five-year registration period. Employees who change their name or 
address must also update SED within 180 days through the TEACH system.  
 
Continuing Teacher and Leader Education (CTLE) Credit Hours 
 
 All District teachers and educational leaders with a professional or Level III teaching assistant 
certificate must complete 100 hours of acceptable CTLE during each five-year registration period to 
maintain a valid certificate. This requirement may be completed at any time over the course of a five-
year period. Credit hours cannot carry over, however, to subsequent registration periods.   
 
 SED sets high standards for courses, programs, and activities that qualify for CTLE credit, and it 
must approve all CTLE sponsors. Generally, acceptable CTLE will be in the content area of any 
certificate title held by an individual or in pedagogy. Further, the CTLE will be aligned with professional 
development standards created by the New York Professional Standards and Practices Board for 
Teaching.  
 
 The District will describe opportunities for teachers and administrators to engage in CTLE in its 
Professional Development Plan. The District will provide CTLE opportunities that improve student 
performance and the teacher's or administrator's pedagogical or leadership skills, and that promote 
professionalism. A peer-review teacher or principal acting as an independent trained evaluator who 
conducts a classroom observation as part of a teacher evaluation under relevant sections of the Education 
Law may apply the observation time to fulfilling CTLE requirements. Time spent mentoring may also 
be counted toward required CTLE credit hours. 
 
 
 
 

(Continued) 
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POLICY 
2016 6213 

2 of 2 
 
Personnel 

SUBJECT: REGISTRATION AND PROFESSIONAL DEVELOPMENT  (Cont'd.)  
 
Language Acquisition CTLE and Exemption 
 
 Employees holding an English to speakers of other languages certificate or bilingual extension 
annotations are required to complete 50 CTLE hours in language acquisition aligned with the core 
content area of instruction taught, including a focus on best practices for co-teaching strategies, and 
integrating language and content instruction for English Language Learner (ELL) students. All other 
certificate holders must complete at least 15 CTLE hours dedicated to language acquisition addressing 
the needs of ELLs, including a focus on best practices for co-teaching strategies and integrating language 
and content instruction for ELLs. Employees holding a Level III teaching assistant certificate must 
complete at least 15 CTLE hours in language acquisition addressing the needs of ELLs and integrating 
language and content instruction for ELLs. 
 
 Employees may be eligible for a waiver of language acquisition CTLE requirements. Each school 
year when there are fewer than 30 ELL students enrolled in the District or ELLs make up less than 5% 
of the total student population, the District may obtain an exemption. If the District obtains this 
exemption, employees would be exempt from the language acquisition CTLE requirement for each year 
that they are employed in the District. 
 
CTLE Adjustments 
 
 The Commissioner may adjust an employee's number of CTLE hours or time to complete them due 
to poor health, as certified by a health-care provider; extended active duty in the Armed Forces; or other 
acceptable good cause.   
 
 Any employee who obtains certification from the National Board for Professional Teaching Standards 
will be considered CTLE-compliant for the registration period in which he or she obtains this certification. 
The employee must still meet any language acquisition requirements, however. 
 
Recordkeeping and Reporting Requirements 
 
 Employees must maintain a record of completed CTLE for at least three years from the end of the 
applicable registration period. The District will maintain a record of any professional development it 
conducts or provides for at least seven years from the date of completion. The District will also submit all 
required reports to SED each year. 
 
 
 
Education Law §§ 3006, 3006-a, 3012-d 
8 NYCRR §§ 80-6, 100.2(dd) 
 
 
 
NOTE: Refer also to Policy #6160 -- Professional Growth/Staff Development 
 
Adoption Date 
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LEVITTOWN SCHOOLS  
  POLICY  # 6213 

                                              Page 1 of 3   

 

PERSONNEL 
 
 
 
 
SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 

DEVELOPMENT REQUIREMENT 
 
 All District employees who hold holding a lifetime professional teaching certificates for  in 
classroom teaching, teaching assistant, or educational leadership service  (school building leader, 
school district leader, or school district business leader) must register with the State Education 
Department (SED) every five years through the TEACH system. Only registered employees may 
teach or supervise in the District. 
are required to complete professional development hours to maintain the validity of their 
certificates. Professional certificate holders must complete 175 hours every five (5) years. The 
five-year professional development period commences on July 1 after the effective date of the 
triggering certificate, and each subsequent five-year period thereafter. Each professional 
development year of the five-year cycle of professional development begins on July 1 and ends 
the following June 30. The professional development requirement may be completed at any time 
during the five-year professional development period. 
 
 Teachers and administrators with a permanent, professional, or a Level III teaching assistant 
certificate issued before July 1, 2016 must apply for initial registration during the 2016-2017 
school year during their birth month. These certificate holders must thereafter renew their 
registration every five years during their birth month. 
 
 Teachers and administrators with a professional or a Level III teaching assistant certificate 
issued on or after July 1, 2016 will be automatically registered. These certificate holders must 
thereafter renew their registration every five years during their birth month. 
 
 
 Decisions regarding content, delivery and providers of such professional development are 
within the purview of the School District and shall be made within the context of the District 
Professional Development Plan. The Professional Development Plan shall describe how the 
School District will provide teachers it employs holding a professional certificate with 
opportunities to maintain such certificates in good standing based upon successfully completing 
175 hours of professional development every five (5) years in accordance with Commissioner's 
Regulations. 
 
 If the professional certificate holder wishes to maintain the validity of his/her New York 
State professional certificate, he/she must satisfy the professional development requirement. If the 
certificate holder teaches less than ninety (90) days in a given school year for any reason, including 
an approved leave, the required hours are reduced by ten percent (10%) for each school year during 
which this is the case. 
 
 Certificate holders who do not timely register may not be employed and may be subject to 
monthly late fees after the first, transitional five-year registration period. Employees who change 
their name or address must also update SED within 180 days through the TEACH system.  
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LEVITTOWN SCHOOLS  
  POLICY  # 6213 

                                              Page 2 of 3   

 

PERSONNEL 
 
 
SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 

DEVELOPMENT REQUIREMENT  (Cont'd.) 
 
Continuing Teacher and Leader Education (CTLE) Credit Hours 
 
 All District teachers and educational leaders with a professional or Level III teaching 
assistant certificate must complete 100 hours of acceptable CTLE during each five-year 
registration period to maintain a valid certificate. This requirement may be completed at any time 
over the course of a five-year period. Credit hours cannot carry over, however, to subsequent 
registration periods.   
 
 SED sets high standards for courses, programs, and activities that qualify for CTLE credit, 
and it must approve all CTLE sponsors. Generally, acceptable CTLE will be in the content area of 
any certificate title held by an individual or in pedagogy. Further, the CTLE will be aligned with 
professional development standards created by the New York Professional Standards and Practices 
Board for Teaching.  
 
 The District will describe opportunities for teachers and administrators to engage in CTLE 
in its Professional Development Plan. The District will provide CTLE opportunities that improve 
student performance and the teacher's or administrator's pedagogical or leadership skills, and that 
promote professionalism. Time spent mentoring may also be counted toward required CTLE credit 
hours. 
 
Language Acquisition CTLE and Exemption 
 
 Employees holding an English to speakers of other languages certificate or bilingual 
extension annotations are required to complete 50 CTLE hours in language acquisition aligned 
with the core content area of instruction taught, including a focus on best practices for co-teaching 
strategies, and integrating language and content instruction for English Language Learner (ELL) 
students. All other certificate holders must complete at least 15 CTLE hours dedicated to language 
acquisition addressing the needs of ELLs, including a focus on best practices for co-teaching 
strategies and integrating language and content instruction for ELLs. Employees holding a Level 
III teaching assistant certificate must complete at least 15 CTLE hours in language acquisition 
addressing the needs of ELLs and integrating language and content instruction for ELLs. 
 
 Employees may be eligible for a waiver of language acquisition CTLE requirements. Each 
school year when there are fewer than 30 ELL students enrolled in the District or ELLs make up 
less than 5% of the total student population, the District may obtain an exemption. If the District 
obtains this exemption, employees would be exempt from the language acquisition CTLE 
requirement for each year that they are employed in the District. 
 
CTLE Adjustments 
 
 The Commissioner may adjust an employee's number of CTLE hours or time to complete them 
due to poor health, as certified by a health-care provider; extended active duty in the Armed Forces; 
or other acceptable good cause.   
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LEVITTOWN SCHOOLS  
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PERSONNEL 
 
 
SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 

DEVELOPMENT REQUIREMENT  (Cont'd.) 
 
 Any employee who obtains certification from the National Board for Professional Teaching 
Standards will be considered CTLE-compliant for the registration period in which he or she obtains 
this certification. The employee must still meet any language acquisition requirements, however. 
 
 
 
District Recordkeeping Responsibilities 
 
 If the School District provides professional development to teachers in its schools, or 
professional development is provided by other entities on behalf of the District, the District must 
maintain a record of professional development completed by its teachers who are required to 
complete this requirement. Such records shall include those items enumerated in Commissioner's 
Regulations Section 100.2(dd)(5): 
 

a) The name of the professional certificate holder; 
b) His/her teacher certification identification number; 
c) The title of the program; 
d) The number of hours completed; and 
e) The date and location of the program. 

 
 These records shall be retained by the District for at least seven (7) years from the date of 
completion of the professional development by the professional certificate holder and shall be 
available for review by the State Education Department (SED). 
 
 
 
District Reporting Responsibilities 
 
 Annually, the School District must report to the New York State Education Department 
(SED) Office of Higher Education's Office of Teaching Initiatives (OTI) the number of all 
approved professional development hours completed by each teacher who is employed by the 
District and subject to the professional development requirement, regardless of the professional 
development provider. 
 
 All hours of completed professional development reported by Districts will become part of 
the certificate holder's certification record maintained by OTI. Teachers with professional 
certificates must complete the required number of hours of professional development every five 
(5) years for their certificates to remain valid. 
 
 The School District is required to report professional development hours for its employees 
online directly via the Web-based computer system TEACH (Teacher Education and Certification 
Help). 
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PERSONNEL 
 
 
SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 

DEVELOPMENT REQUIREMENT  (Cont'd.) 
 
Certificate Holder Responsibilities 
 
 All professional certificate holders must keep records of all of their approved professional 
development activities/programs/coursework, regardless of the provider, for at least seven (7) 
years from the date of completion of the program and shall be available for review by SED. Such 
records shall include those items enumerated in Commissioner's Regulations Section 80-3.6(f): 
 

 a) The title of the program; 
b) The number of hours completed; 
c) The sponsor's name and any identifying number; 
d) Attendance verification; and 
e) The date and location of the program. 

 
 While it is the responsibility of the District to report hours, it is in the interest of every 
professional certificate holder to verify that their professional development hours are reported and 
that their individual record is complete. It is recommended that professional certificate holders 
develop their personal professional development plan in consultation with the District, and obtain 
District approval before commencing any professional development activities. 
 
Recordkeeping and Reporting Requirements 
 
 Employees must maintain a record of completed CTLE for at least three years from the end of 
the applicable registration period. The District will maintain a record of any professional development 
it conducts or provides for at least seven years from the date of completion. The District will also 
submit all required reports to SED each year. 
 
Staff Development 
 
 The Board of Education believes that the success of educational programs and 

operational goals depends on the professional growth and effectiveness of the entire staff. The 

Board also recognizes its responsibility to encourage staff development through goal setting, 

budgetary commitment, and monitoring the staff development activities. The Board encourages 

individual pursuit of staff development experiences. The Superintendent of Schools will have the 

authority to approve release time and expenses for individual staff members’ attendance at 

professional training conferences, study councils, in-service courses, workshops, summer study-

grants, school visitations, professional organizations, etc., within budgetary constraints. 
 
8 New York Code of Rules and Regulations (NYCRR) Subpart 80-3 and Section 100.2(dd) 
 
NOTE: Refer also to Policy #6160 -- Professional Growth/Staff Development 
 
 
Re-Adopted:  September 10, 2012 
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LEVITTOWN SCHOOLS  
  POLICY  # 6213 

                                              Page 1 of 2   

 

PERSONNEL 
 
 
SUBJECT: REGISTRATION AND PROFESSIONAL DEVELMENT 
 
 
Registration 
 
 All employees holding a lifetime certificate  in classroom teaching, teaching assistant, or 
educational leadership service  (school building leader, school district leader, or school district 
business leader) must register with the State Education Department (SED) every five years through 
the TEACH system. Only registered employees may teach or supervise in the District. 
 
 Teachers and administrators with a permanent, professional, or a Level III teaching assistant 
certificate issued before July 1, 2016 must apply for initial registration during the 2016-2017 
school year during their birth month. These certificate holders must thereafter renew their 
registration every five years during their birth month. 
 
 Teachers and administrators with a professional or a Level III teaching assistant certificate 
issued on or after July 1, 2016 will be automatically registered. These certificate holders must 
thereafter renew their registration every five years during their birth month. 
 
  
 Certificate holders who do not timely register may not be employed and may be subject to 
monthly late fees after the first, transitional five-year registration period. Employees who change 
their name or address must also update SED within 180 days through the TEACH system.  
 
 
 
Continuing Teacher and Leader Education (CTLE) Credit Hours 
 
 All District teachers and educational leaders with a professional or Level III teaching 
assistant certificate must complete 100 hours of acceptable CTLE during each five-year 
registration period to maintain a valid certificate. This requirement may be completed at any time 
over the course of a five-year period. Credit hours cannot carry over, however, to subsequent 
registration periods.   
  
 SED sets high standards for courses, programs, and activities that qualify for CTLE credit, 
and it must approve all CTLE sponsors. Generally, acceptable CTLE will be in the content area of 
any certificate title held by an individual or in pedagogy. Further, the CTLE will be aligned with 
professional development standards created by the New York Professional Standards and Practices 
Board for Teaching.  
 
 The District will describe opportunities for teachers and administrators to engage in CTLE 
in its Professional Development Plan. The District will provide CTLE opportunities that improve 
student performance and the teacher's or administrator's pedagogical or leadership skills, and that 
promote professionalism. Time spent mentoring may also be counted toward required CTLE credit 
hours. 
 

(Continued) 
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PERSONNEL 
 
 
SUBJECT: REGISTRATION AND PROFESSIONAL DEVELMENT  (Cont'd.) 
  
  
Language Acquisition CTLE and Exemption 
 
 Employees holding an English to speakers of other languages certificate or bilingual 
extension annotations are required to complete 50 CTLE hours in language acquisition aligned 
with the core content area of instruction taught, including a focus on best practices for co-teaching 
strategies, and integrating language and content instruction for English Language Learner (ELL) 
students. All other certificate holders must complete at least 15 CTLE hours dedicated to language 
acquisition addressing the needs of ELLs, including a focus on best practices for co-teaching 
strategies and integrating language and content instruction for ELLs. Employees holding a Level 
III teaching assistant certificate must complete at least 15 CTLE hours in language acquisition 
addressing the needs of ELLs and integrating language and content instruction for ELLs. 
 
 Employees may be eligible for a waiver of language acquisition CTLE requirements. Each 
school year when there are fewer than 30 ELL students enrolled in the District or ELLs make up 
less than 5% of the total student population, the District may obtain an exemption. If the District 
obtains this exemption, employees would be exempt from the language acquisition CTLE 
requirement for each year that they are employed in the District. 
 
 
CTLE Adjustments 
 
 The Commissioner may adjust an employee's number of CTLE hours or time to complete them 
due to poor health, as certified by a health-care provider; extended active duty in the Armed Forces; 
or other acceptable good cause.   
 
 Any employee who obtains certification from the National Board for Professional Teaching 
Standards will be considered CTLE-compliant for the registration period in which he or she obtains 
this certification. The employee must still meet any language acquisition requirements, however. 
 
 
Recordkeeping and Reporting Requirements 
 
 Employees must maintain a record of completed CTLE for at least three years from the end of 
the applicable registration period. The District will maintain a record of any professional development 
it conducts or provides for at least seven years from the date of completion. The District will also 
submit all required reports to SED each year. 
 
8 New York Code of Rules and Regulations (NYCRR) Subpart 80-3 and Section 100.2(dd) 
 
NOTE: Refer also to Policy #6160 -- Professional Growth/Staff Development 
 
Re-Adopted:  September 10, 2012 
Revised: 
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