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175/75 HOUR 

Professional Development Requirement 

Guidelines 

From the Professional Development Committee 

(PDP) 

  
 These guidelines are intended to assist newly certified Teachers (after February 1, 2004) and all Teaching 
Assistants in identifying professional development activities as they comply with certification requirements 
requiring continuing professional development. 
 
 Teachers must complete 175 hours and Teaching Assistants 75 hours of professional development every 5 
years in order to maintain certification. 
 
 This booklet, also available on our website, lays out many of the ways certified staff can fulfill the require-
ment through participating in programs from institutes of higher learning, Teacher Centers, BOCES, VISTA, 
SETRC, NERIC, school districts and independent professional development service providers.  In addition, the 
PDP Committee has also identified locally determined options that will qualify for credit (subject to your su-
pervisor’s approval that they apply to your situation).  Application to participate in professional opportunities 
is available on-line at http://www.capregboces.org/instrucservices/profdev/index.asp.   For staff required to  
document their hours, scroll to the bottom of the page for PDP Timekeeper. 
 
 Professional development results in a demonstrated increase in knowledge and understanding, skillfulness 
and professional values.  Enhanced teaching and learning is the foundation upon which individuals and our 
BOCES plan the content of all professional development.  These activities should clearly connect to the NYS 
Learning Standards (www.emsc.nysed.gov/ciai/pub.html) and to Charlotte Danielson’s Rubrics (page 2) and 
be responsive to student achievements.  Data, such as your annual professional performance review or your 
growth plan, also shapes professional development. 
 
 Content of courses, workshops, and other professional development experiences should be directly related 
to the Ten Standards for High Quality professional development adopted by the NYS Board of Regents: 
  
 
 
 
 
 
 
 
 

ACTIVITIES THAT ARE DEEMED PART OF ROUTINE EMPLOYMENT DUTIES  
WILL NOT BE CREDITED. 

 

TEACHERS 

PD designed on data Content knowledge and quality 
teaching 

Researched-based professional 
learning 

Collaboration Diverse learning Student learning 

Parent, family, community  
engagement 

Data driven professional  
development 

Technology 

 Evaluation  

 
  
 
 
1a:  Demonstrating Knowledge of Content and Pedagogy 
        Knowledge of content 
        Knowledge of prerequisite relationships 
        Knowledge of content-related pedagogy 
1b:  Demonstrating Knowledge of Students 
        Knowledge of characteristics of age group 
        Knowledge of students’ varied approaches to learning 
        Knowledge of students’ skills and knowledge 
        Knowledge of students’ interests and cultural heritage 
1c:   Selecting Instructional Goals 
        Value 
        Clarify 
        Suitability for diverse students 
        Balance 
1d:   Demonstrating Knowledge of Resources 
        Resources for teaching 
        Resources for students 
1e:   Designing Coherent Instruction 
        Learning activities 
        Instructional materials and resources 
        Instructional groups 
        Lesson and unit structure 
1f:   Assessing Student Learning 
        Congruence with instructional goals 
        Criteria and standards 
        Use for Planning 

 
 
 
 
2a:   Creating an Environment of Respect and Rapport 
         Teacher interaction with students 
         Student interaction 
2b:   Establishing a Culture for Learning 
         Importance of content 
         Student pride in work 
         Expectations for learning and achievement 
2c:    Managing Classroom Procedures 
         Management of instructional groups 
         Management of transitions 
         Management of materials and supplies 
         Performance of non-instructional duties 
         Supervision of volunteers and paraprofessionals 
2d:   Managing Student Behavior 
         Expectations 
         Monitoring of student behavior 
         Response to student behavior 
2e:    Organizing Physical Space 
         Safety and arrangement of furniture 
         Accessibility to learning and use of physical resources 
 

 
 

4a:    Reflecting on Teaching 
          Accuracy 
          Use in future teaching 
4b:    Maintaining Accurate Records 
          Student completion of assignments 
          Student progress in learning 
          Non-instructional records 
4c:     Communicating with Families 
           Information about the instructional program 
           Information about individual students 
           Engagement of families in the instructional program 
4d:     Contributing to the School and District 
           Relationships with colleagues 
           Service to the school 
           Participation in school and district projects 
4e:     Growing and Developing Professionally 
           Enhancement of content knowledge and pedagogical skill 
           Service to the profession 
4f:      Showing Professionalism 
           Service to students 
           Advocacy 
           Decision making 

3a:    Communicating Clearly and Accurately 
          Directions and procedures 
          Oral and written language 
3b:    Using Questioning and Discussion Techniques 
          Quality of questions 
          Discussion techniques 
          Student participation 
3c:    Engaging Students in Learning 
          Representation of content 
          Activities and assignments 
          Grouping of students 
          Instructional materials and resources 
          Structure and pacing 
3d:    Providing Feedback to Students 
         Quality:  accurate, substantive, constructive, and specific 
          Timeliness 
3e:     Demonstrating Flexibility and Responsiveness 
          Lesson adjustment 

      Response to students 
      Persistence 

                 Domain 3: 
                                             Instruction 
The heart of teaching—engaging students in the content by creating a 

community of learners. 

Domain 2: 
The Classroom Environment 

Environment 
Interactions that occur in the classroom. 

   Domain 1: 
Planning and Preparation 

How instruction is designed.  Includes knowledge of content,  
approach to topics, assessment methods and is appropriate for the 

range of students in the class. 

Domain 4: 
Professional Responsibilities 

The roles outside of, and in addition to those in the classroom 
with students. 

Components of Professional Practice 

This is the rubric for General Education and Itinerants.  Others for Special Education-Classroom, Guidance, Special Education-Non-Classroom, Social 
Work, Special Education Related Services, Career & Technical Education-Non-Classroom, Career & Technical –Classroom may be found on-line at 
http://www.capregboces.org/instrucservices/profdev/index.asp. 



Professional Development Activities and Clock Hours of Credit to be Awarded 
(Identified by the NY State Department of Education and the 

Capital Region BOCES Professional Development Committee) 

Credit Bearing University or College Credits— 
each semester hour of credit = 15 clock hours. 
All BOCES Sponsored Offerings—(VISTA, 
NERIC, School Support Services (IRS, CAPIT, 
Library), RSE-TASC) - hour for hour credit for 
seat time, as determined by the presenter. 
All Teacher Center Offerings—hour per hour 
credit for seat time, as determined by the Teacher 
Center. 

Mentors and Interns—hour for hour up to 50 hours 
in year I and 15 hours in year II. 
Continuing Education Units—(as required for  
continued licensure, eg. Speech and Language  
Pathology, Cosmetology, etc.) hour for hour as  
approved by the licensing committee. 
Credit as Indicated by the Supervisor for: 
• Strand Meetings 
• Faculty Meetings-(part related to pedagogy, NYS 

Learning Standards) 
• Team Meetings 
• Group and Committee Work 
• In-Classroom Consultation 
• Peer Review Process 
• Strategic Planning Committees 
• PDP Committee and Sub-committee Meetings 
• On-line courses, Webinars (not university or col-

lege credit bearing) 
• Teaching/Teaching Assistant Lead Courses 
• Action Research & Study Groups 
• In-classroom training of Teaching Assistant by 
 Teacher, Therapist or other BOCES staff. 
Conferences—Hours of attendance in actual learning 
settings only (no time given for travel or overnight 
stays). 
Credit will only be given for activities that are 
deemed not to be part of routine employment  
duties. 

SED Approved Local Options 
Hours Determined by the  

Supervisor 

Local Options 
Hours Determined by the  

PDP Committee 

Mini-Grant Recipients—15 hours of credit per 
grant. 
Project for APPR Process—A project designed 
with your supervisor. 
 
BOCES Superintendent’s Conference Day—That 
portion of the day that fulfills the Commissioner’s 
Regulations as determined by the Director of  
Human Resources. 
 
Reading Professional Materials– Up to 5 hours/
year (unless attached to a course, in which case no 
additional credit will be given), requires brief  
written summary to Supervisor. 
 

Presentations at District, Regional, State or Na-
tional Conferences—up to 15 hours per event as 
determined by the supervisor. 
 

Unpaid Participation in Service to the School  

*Other, unique professional development opportuni-
ties with pre-approval of the Supervisor may be  
requested 
*National Board of Professional Teaching Standards 
holders are exempt for the 5 year period in which 
the award was received. 

PROCESS TO APPLY FOR AND AUTOMATICALLY  
RECORD 

YOUR PROFESSIONAL DEVELOPMENT ACTIVITIES 

 

175/75 Hour Professional Development 
Recording Process 

Is it a  
conference? 

Do you 
want to 

appeal the  
decision? 

Determine 
how  

you will  
document 

your  
attendance 

Sit down with  
supervisor to 
discuss and 

then  
Director if still 

not resolved 

Thank you and best wishes for fulfilling professional growth.  From the PDP Committee:   
Maryella Bell,  Barbara Burnham, Kathleen Collins, Colleen Condolora, Charles Gallup*, Kathryn Gerbino*, Patricia 
Gollub, James Haas, Deven Horne, Inge Jacobs*, Nancy Jones, Susan Kusalonis, Jennifer Russo, Jodie Smith,  Paula 
Williams, Robert Zordan*  

Communi-
cation must 

include 
name of 
offering,  

presenter, # 
of hours, 
date/time  

correlation 
to APPR 
rubrics. 

Communi-
cation back 

to  
employee 
informing 
them of  

acceptance 

Teacher or 
TA 

notifies 
supervisor 
of intent to 
participate 

in an  
offering 

Teacher or 
TA selects a 

PD activity to  
participate in 

Opportunities avail-
able can be found thru 
catalogs, mailings, on-

line, colleagues,  
supervisor  

recommended  
activities, APPR 

Growth Plan,  
evaluation of student  

performance, etc. 

Record-
keeping 

system to 
FM system 
for annual 
review by 
individual, 
program 
and PDP 

Supervisor 
submits the 
activity to 
the record 
keeping 
system 

Teacher or 
TA  

completes PD 
activity and  
communi-

cates  
completion to  

supervisor 

Supervisor 
approves or 
disapproves 
participation 

based on  
criteria of 

PDP 

Signature 
and sign off 
of supervisor 

on the  
completion 

End 

Document 
and proof of  
completion 

NO YES 

YES 

NO 


