	
	
	
	
	Minnesota Board of Teaching
&
Minnesota Department of Education



	
	
	
	
	                                                  
[image: image1.png]



RECOMMENDATION FOR LICENSURE

VIA PORTFOLIO

GUIDELINES

AUTHORIZATION

8700.7620 TEACHER LICENSURE CANDIDATE ASSESSMENT ALTERNATIVES
Subpart 1.  Commissioner's assessment process.  A teacher qualification assessment process established and maintained by the commissioner of education may be authorized by the Board of Teaching for recommending candidates for teacher licensure upon the commissioner's submitting evidence that the process ensures that candidates recommended by the commissioner have demonstrated all qualifications required for the licensure for which they are recommended. 

Subp. 2.  Board assessment process.  The Board of Teaching may authorize its executive director to recommend candidates for teacher licensure when the executive director determines that recommended candidates have demonstrated all qualifications for the licensure for which they are recommended. 
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 Recommendation for Licensure via Portfolio      



Eligibility for Portfolio Process



  Process





Recommendation for Licensure

 Via Portfolio Evaluation

What is the purpose of this process?

Licensure via Portfolio provides a state licensure process to assess the level of knowledge, skills, and competencies of candidates who have not completed a regionally accredited and state-approved college/university teacher preparation program in the licensure field being sought.  The process is based on current licensure standards and procedures, which assess teacher competence, and includes new provisions for flexibility and accessibility.  The process uses the standards for teacher licensure set by the Minnesota Board of Teaching as stated in board rules, and is administered through the Educator Licensing Division in the Minnesota Department of Education. All requirements for licensure must be met based on the Minnesota Board of Teaching requirements at the time of portfolio submission.  Use the Licensure via Portfolio Licensure Requirements table to determine the licensure requirements for your specific submission window. View the requirements table. ((http://education.state.mn.us/mdeprod/groups/EducLicen/documents/Schedule/014749.pdf) (see APPENDIX G, page 27)
What is a licensure portfolio?

· A licensure portfolio is an alternative pathway to a Minnesota professional (5-year) license.

· A licensure portfolio is a collection of documents evidencing how a candidate meets the knowledge, skills and competencies required in Minnesota licensure standards for a specific licensure field. 

Who may apply for eligibility to pursue this pathway?

1. Any individual holding a professional (5-year) Minnesota license or a limited Minnesota professional license who wants to expand the grade level of the current license or add an additional field to the license. 

2. Any individual who has a minimum of a baccalaureate degree, in fields other than education, and has teaching and/or related experiences (non-traditional). Candidates must evidence a GPA of at least 2.5 in the major field of study for which they are applying.
Note:  A candidate using this process must be able to demonstrate sufficient teaching and/or related experiences and preparation to meet Minnesota Board of Teaching standards.  Teaching experience may be in public, private or international schools, and must have occurred in the field and at the level in which the licensure is sought, and have occurred within the past 5 years.     

Who is not eligible to use this process?

1. Individuals who do not hold a baccalaureate degree.                                                                                                                                                

2. Individuals who are enrolled in or who have partially completed a teacher preparation program.
3. Individuals who have academic degrees in fields other than education with little or no teaching and/or related experiences.
4. Individuals who have academic degrees in fields other than education with little or no teacher preparation.

5. Individuals who do not evidence a GPA of at least 2.5 in the major field of study for which they are applying.
6. Individuals in related service areas, including school counselors, nurses, psychologists, social workers or educational speech/language pathologists.
(See APPENDIX A – page 17 for other Preparation and Licensure Options)

What is a standards-based licensure system?

Requirements for Minnesota teaching licensure are based on meeting standards of professional knowledge and subject matter, and are identified in Board of Teaching Rules:

· 8710.2000
 Minnesota Standards of Effective Practice for Teachers

· 8710.3000 - 8080
Specific subject matter standards 

View the Board of Teaching Rules online.  (https://www.revisor.mn.gov/rules/?id=8710)
These standards have been validated by professionals in the field, and are set in rule and approved by the Board of Teaching.  They are the set of standards which must be used to measure the skills and knowledge required to teach in a specific field.

What role does the school district have in this process?

The district can be of assistance by providing support to the candidate. Professional development funds may be utilized for required fees or tuition. Districts may assist in the development of a professional development plan that allows the teacher to evidence unmet competencies. Districts can assist teachers on variances to obtain high-quality professional development aligned to subject matter standards.  

Can the HOUSSE criteria used under federal requirements in “No Child Left Behind” be useful in this process?

Individuals may include in the portfolio documentation of relevant experiences, activities or accomplishments in the field that may have been used to demonstrate compliance with federal requirements of NCLB.  However, state licensure requirements far exceed the minimum requirements of NCLB, and candidates should anticipate needing additional evidence beyond these requirements.

What are the steps to completing the portfolio process?

1. Determine eligibility: Submit the eligibility checklist, official academic transcripts, and a written description of teaching and/or related experiences to the Educator Licensing Division of the Minnesota Department of Education. The checklist can be downloaded from the department’s Website.   A Licensing Division eligibility committtee will determine eligibility and notify the candidate of the determination.  
Eligibility must be determined before beginning the licensure via portfolio process.
2. Visit eFolioMinnesota home page and set up an account. (http://www.efoliominnesota.com) Additional information will be provided about the use of the software once eligibility has been determined.  
3. Submit a Notice of Intent to pursue Licensure via Portfolio. The form can be downloaded from the department’s Website.  The Notice of Intent must be submitted a minimum of 30 days prior to sending in the portfolio.
NOTE:  STEPS #3 through #5 will take up to 120 days, provided that a Notice of Intent was submitted.  Filing a Notice of Intent provides the state with time to secure the necessary reviewers.

4. Submit an electronic portfolio for evaluation to Educator Licensing.  Portfolios not following the guidelines as stated in the Recommendation for Licensure via Portfolio Guidelines will not be reviewed and will be returned to the candidate.  Portfolios may be submitted during three, two-week submission windows.  Portfolios received outside of a submission window will be held until the next submission window.   

5. BOT/MDE Reviewers evaluate the electronic portfolio.  The reviewers may request additional clarifications and/or additional information from the candidate during the review phase.

6. Final Report and Recommendation.  A final report of the findings is completed by MDE/BOT staff and submitted to the Executive Director of the Minnesota Board of Teaching and the Director of Educator Licensing at the Minnesota Department of Education.
What is the timeline for submission and review?

Portfolios may be submitted during three, two-week submission windows. Portfolios submitted during the submission windows will be subject to a 120 day review period. A Notice of Intent must be submitted a minimum of 30 days prior to sending in the portfolio. Portfolios received outside of a submission window will be held until the next submission window, and the review timeline will not begin until 10 days after the close of the submission window. 

2011 Submission Windows

Window 1: February 1, 2011 – February 15, 2011

Window 2: June 6, 2010 – June 17, 2011

Window 3: October 3, 2010 – October 14, 2011

2011 Review Periods

Portfolio submitted in Window 1 will be reviewed by Friday, June 24, 2011

Portfolio submitted in Window 2 will be reviewed by Friday, October 28, 2011

Portfolio submitted in Window 3 will be reviewed by Friday, February 24, 2012

2012 Submission Windows

Window 1: January 30, 2011 – February 10, 2012

Window 2: June 4, 2011 – June 15, 2012

Window 3: October 3, 2011 – October 14, 2012

2012 Review Periods

Portfolio submitted in Window 1 will be reviewed by Friday, June 29, 2012

Portfolio submitted in Window 2 will be reviewed by Friday, October 26, 2012

Portfolio submitted in Window 3 will be reviewed by Friday, February 22, 2013

If it is determined that the candidate has met all the required standards, the review process ends and candidate begins the application process.  If it is determined that the candidate has not met all the required standards, the candidate will have 90 days from the date that the findings are mailed to submit any additional information not presented in the original portfolio for consideration. If additional time is needed, the portfolio window is open for one year from the date the portfolio is first received.   The portfolio assessment window is 12 months from the time of submission of the portfolio.   


How will the assessment process be carried out?

The Educator Licensing Division will coordinate the review.  The review process:

· Is based on objective evaluation criteria using the Board of Teaching rules. 

· Involves content specialists in the Minnesota Department of Education, college/university faculty, and teachers in the field.

· The Final Report and Recommendation will show either (1) that standards are met and the candidate will be recommended for licensure; or, (2) that standards are not sufficiently evidenced for licensure.
Who makes the recommendation for licensure?

Portfolio Approved and Recommended for Licensure:

If the portfolio review determines that the candidate meets both the professional standards and the subject matter standards, the report along with a recommendation for licensure is forwarded to the Executive Director of the Board of Teaching and the Director of Educator Licensing.  Both directors must recommend the candidate for licensure to the Board of Teaching for action.  

Licensure:  The candidate will be notified within 10 working days of the board’s action.  The candidate is then eligible to submit a complete Minnesota Teaching Licensure Application and the processing fee.  Licensure application requires evidence of passing the required subject matter test, and other exams as applicable.  Candidates for licensure must provide an official score report with license application.  Only licensure tests adopted by the Board of Teaching are acceptable.  (See APPENDIX C, page 21, for licensure application procedures).

Portfolios not approved:

A report summarizing the findings will be returned to the candidate.  Any standards not evidenced will be identified in the report.

The candidate will have 90 days from the date that the findings are mailed to submit any additional information not presented in the original portfolio for consideration. If additional time is needed, the portfolio window is open for one year from the date the portfolio is first received. Information submitted after the end of the portfolio window will not be accepted and the review is closed.
What if the candidate wants to “try it again”?

In the event that the candidate wishes to resubmit in the future (after the portfolio window is closed, one year from the date the portfolio is first received), they will need to begin the process again, including any applicable fees.

Portfolio Review Fee

The Minnesota Board of Teaching implemented a fee for all portfolios submitted for review.  The fee for the first portfolio is $300. The fee for each additional portfolio is $200. 

Payment Submission
Beginning June 6, 2011, the portfolio review fee must be paid electronically, through the Minnesota Department of Education's online payment system.  Payment is made using VISA or MasterCard through a secure site at U.S. Bank.  Candidates should not submit a payment if have permission to submit a portfolio within the upcoming submission window has not been received.
The “Submit Payment Online” link can be .

http://education.state.mn.us/MDE/Teacher_Support/Educator_Licensing/Licensure_Via_Portfolio/index.html
Guidelines for Determining Eligibility

Licensure via portfolio is a pathway for those who have the knowledge, skills and competencies for a specific field of licensure.  An eligible candidate has a combination of professional, educational and life experiences that reflects the standards established by the Minnesota Board of Teaching.  Determining eligibility is important for the successful completion of a portfolio.  

Getting Started
Individuals with a Minnesota Teaching License

Candidates holding a professional (5-year) Minnesota license or a limited Minnesota professional license shall:

· Provide official transcripts that demonstrate academic preparation in the content area for the proposed licensure via portfolio.

· Describe in writing the teaching experience or related experience that demonstrates teaching students at the grade level and content area for the proposed licensure via portfolio. 

· Review the Evidence of Competency Grids that identify the standards in each licensure field.  Each rule specifies the “subject matter standards” and content specific pedagogy required for the field. The Evidence of Competency Grids are located on page 20 of the Recommendation for Licensure via Portfolio Guidelines. Select the Evidence of Competency Grid for the proposed licensure via portfolio.
· Download and complete the Eligibility Checklist for Individuals with a Minnesota

      Teaching License.

· Submit the Eligibility Checklist for Individuals with a Minnesota Teaching License, college transcripts and written description of teaching or related experiences to Educator Licensing.

Individuals without a Minnesota Teaching License

Any individual who has a minimum of a baccalaureate degree from an accredited institution, in fields other than education, and has teaching and/or related experiences (non-traditional) shall:

· Provide an official transcript that validates a baccalaureate degree from an accredited institution. 

· Provide official transcripts that demonstrate academic preparation in the content area for the proposed licensure via portfolio.

· Describe in writing the teaching experience or related experience that demonstrates teaching students at the age level and content area for the proposed licensure via portfolio. 

· Review the Evidence of Competency Grids that identify the standards in each licensure field.  Each rule specifies the “subject matter standards” and content specific pedagogy required for the field. The Evidence of Competency Grids is located on page 20 of the Recommendation for Licensure via Portfolio Guidelines. Select the Evidence of Competency Grid for the proposed licensure via portfolio.
· Download and complete the Eligibility Checklist for Individuals without a Minnesota

Teaching License
· Submit the Eligibility Checklist for Individuals without a Minnesota Teaching License, college transcripts and written description of teaching or related experiences to Educator Licensing.
Submitting Electronic Portfolios

All portfolios submitted for review must be presented in an electronic format.   All individuals who submit a portfolio for review will use the software eFolioMinnesota™, a web-based portfolio software designed by the Minnesota State College and University System. eFolioMinnesota™ is a free resource available to all Minnesota residents.  

Step 1 Eligibility
You must be eligible to seek a license via portfolio before you can set up an account with eFolioMinnesota™

Step 2 Create an Account
Visit eFolioMinnesota home page and set up an account. (http://www.efoliominnesota.com) 

Contact Trudy.Hervey@state.mn.us at Educator Licensing for the necessary code.  

Step 3 Licensure via Portfolio Template
All portfolios submitted for review must have the design of the model portfolio template. View the model portfolio template for appropriate portfolio design. (http://mdelicensure.v2efoliomn.mnscu.edu/Home) 
Portfolio Submission

1. Send a copy of the “Notice of Intent to Submit” document 30 days prior to the targeted submission window.  

2. Send an e-mail notice to mde.portfolio@state.mn.us when your electronic portfolio is ready for review. The e-mail should include the URL and password for the portfolio. In the subject area of the e-mail put your name and the license you are seeking.  

Example:  John Doe – Communication Arts and Literature 5-12

3. Send an electronic copy of the completed competency grid to Trudy.Hervey@state.mn.us. 

GUIDELINES FOR PREPARING A PORTFOLIO

Minnesota’s licensure standards are performance-based.  The attainment and demonstration of the standards may be evidenced through a variety of means. The candidate must compile an electronic portfolio for submission following the prescribed guidelines.  An electronic portfolio not following the prescribed design will not be reviewed and the candidate will be notified.

A candidate holding a valid Minnesota professional or continuing license who is using the portfolio to add an additional license need only submit an electronic portfolio of the subject matter standards.  The issuance of the initial professional license in Minnesota was based on the teacher having met professional standards at the time of issuance, and this need not be repeated.

All other candidates must submit two electronic portfolios. One electronic portfolio must demonstrate Minnesota Standards of Effective Practice 8710.2000; and one electronic portfolio must demonstrate Minnesota Subject Matter Standards 8710.3000 – 8080.  Both electronic portfolios must be submitted at the same time.

Getting Started
Candidates should review the standards for the licensure field.  

1) Board of Teaching Rules 8710.3000 through 8710.8080 identifies the standards in each licensure field.  Each rule specifies the “subject matter standards” and content-specific pedagogy required for the field.  

If the candidate does not hold a Minnesota professional teaching license, evidence of competency in Minnesota Standards of Effective Practice for Teachers (8710.2000) is also required.  View the Board of Teaching Rules online.  (https://www.revisor.mn.gov/rules/?id=8710)
Important
· Understand that the time and effort required compiling a portfolio documenting your competence to be a licensed teacher is considerable.  Information from other states that have implemented this type of process suggests that candidates have invested 100 hours or more to compile a comprehensive portfolio. 
· Understand that every standard must be evidenced via a verifiable document presented in your portfolio of evidence. It is the candidate’s responsibility to clearly indicate how and which standard(s) the experience is demonstrating. Candidates must highlight and label the specific standard addressed in the document. Reviewers will not search documents to identify evidence of competency. Note:  Any given document may evidence more than one standard.  The format is described on pages 10-16.  Reviewers with expertise in the field of licensure will evaluate the documentation to verify that each standard is professionally and sufficiently met.

· Understand that standards identify the knowledge and skills required of a teacher in the specific content field and in pedagogy.   “Knowledge” is what the candidate has learned and “competence” is the skill the candidate has in applying that knowledge. Documentation of competence in teaching the specific content will be required.

Documentation
The electronic portfolio must be presented in the prescribed format.  The documentation will be reviewed to verify that the candidate has the subject matter knowledge and competency in the licensure field; and when required, the professional knowledge/skills (Minnesota’s Standards of Effective Practice for Teachers).  

Standards identify the knowledge and skills required of a teacher.  “Knowledge” is what the candidate has learned and “competence” is the skill the candidate has in applying that knowledge.  Some standards require only demonstrated competence with the intent that one cannot be competent without being knowledgeable.  Some standards are written specifically to address the attainment of “knowledge.”  Reviewers need to be able to verify attainment of “knowledge” or demonstration of  “competence” accordingly. Documents must be labeled with standard codes and organized so that reviewers can easily locate the evidence.

Reviewers will not make assumptions on whether or not standards are addressed in any given experience.  It is the candidate’s responsibility to guide/direct the reviewer to the exact documentation submitted to evidence each standard.  The candidates must use the Evidence of Competency Grid to clearly identify what document(s) to evaluate, and where in the portfolio to find the evidence.  The actual documents should be highlighted and labeled so the reviewer is directed to the pertinent parts of a document that align with the standards (standard’s number/letter).  Following these procedures will direct the reviewer to consider all evidence submitted. Further, a Narrative Summary Sheet must be completed and placed right behind each tab articulating how the experience demonstrates competency for the identified standard(s). This is the candidate’s opportunity to connect the evidence to the standard by describing how the evidence demonstrates understanding and application of knowledge outlined in the standard. The Narrative Summary Sheet is located in the eFolioMinnesota software.  Some documents are more important than others.  That is, some documents carry more weight in demonstrating the candidate’s knowledge and competencies.

Primary evidence:  These documents convey what the candidate has done first hand. They document learning experiences/activities in which the candidate has participated (teaching, training, course work, degrees, life experiences).  These experiences need to be documented so that a reviewer can verify their relevance to the licensure standards.

Examples:
Transcripts (of coursework at accredited institutions)

 




Performance evaluations          




Professional development certificates with descriptions




Evidence of presentations given, with descriptions




Evidence of serving on curriculum or subject related committees




Documentation of teaching experience




Video of candidate teaching and student interaction 




Curriculum design




Project of collaboration




Interdisciplinary projects




Samples of student assessments




Data collection and interpretation to improve instruction




Publications




Course descriptions/syllabi of courses taken or taught




Licenses, credentials

(Certificates or documentation without Narrative Summary Sheets cannot be accepted).
Secondary evidence:  When someone else attests to your accomplishments or acknowledges your skill, it is “secondary evidence” (examples: letters of recommendation, letters from students/parents).  It is difficult for reviewers to verify secondary evidence; therefore it is not as valuable as primary evidence for this process.  If submitted, evidence needs to directly align to specific content standards.
All submitted documentation must be aligned with licensure standards and summarized in the Evidence of Competency Grid.   
It is recommended that each standard be addressed with more than one piece of evidence that demonstrates knowledge and application of the standard.
Organization of Materials
The following forms are available online and are to be used in the construction of the electronic portfolio.  (http://education.state.mn.us/MDE/Teacher_Support/Educator_Licensing/Licensure_Via_Portfolio/index.html)
· Notice of Intent to Submit  (see APPENDIX E, page 23, for sample)
· Table of Contents
        (See APPENDIX E, page 24, for sample)
· Affidavit of Authenticity     (see APPENDIX E, page 25, for sample)
· Competency Grids
All portfolios submitted for review must be submitted in an electronic format. Organize and submit your portfolio using eFolioMinnesota™ software, a Web-based portfolio software designed by the Minnesota State College and University System. eFolioMinnesota™ is a free resource available to all Minnesota residents.  

Tab 1: Place a copy of the “Notice of Intent to Submit,” a copy of your resume and the notarized “Affidavit of Authenticity” in Tab 1.   

Tab 2: Place a copy of the completed Table of Contents in Tab 2.  
Tab 3: Place the completed Evidence of Competency Grid in Tab 3.   
Tab 4 and Subsequent Tabs:  Each document must have its own tab and the tab identification number should be listed in the last column of the Table of Contents you provided under Tab 2 of the portfolio. A completed Narrative Summary Sheet articulating how the experience demonstrates competency for the identified standard(s) must follow each tab. Documents should be grouped by the categories as defined in the Table of Contents.  Standards addressed in each document must be highlighted and labeled identifying sections of document where evidence is specific to the standard.
PARTS OF THE PORTFOLIO - DETAILS

ORGANIZATION OF THE PORTFOLIO

Submit documents in an electronic portfolio that includes the following parts and adheres to these uniform components.  Submit subject matter standards, and professional knowledge/ pedagogy, if required, in separate electronic portfolios.

Tab 1:
Notice of Intent to Submit a Portfolio for Evaluation: 

1) A copy of the faxed “Notice of Intent to Submit” that contains personal contact      information 

2) Resume – maximum of two pages. 

3) Notarized “Affidavit of Authenticity” 
A Notice of Intent must be submitted to the Educator Licensing Division of MDE when a candidate begins working on the Licensure via Portfolio process. This notice alerts the Educator Licensing Division to make arrangements for the processing of a portfolio on the date the candidate has selected.  
Tab 2: Table of Contents

The Table of Contents provides a comprehensive listing of all documentation grouped into the four categories provided below.  For each document, identify its location by a Tab (numbered) so that a reviewer can quickly locate the document.
NOTE: Documents/artifacts within each of the following categories must be correlated to numerical TABS to facilitate the specific location during the review process. 

Academic Preparation: List all transcripts of college/university course work completed in the academic field with syllabi or course descriptions that identify standards that would be addressed.  All work must have been successfully completed at a regionally accredited college/university or technical institution.

Professional Development*, Training, Workshops: List documentation of high- quality professional development activities. Certificates of attendance must include published descriptions of content addressed (including number of hours/number of meetings aligned to the requested licensure field) and presentations attended and conducted (with attachment of agendas, program content, completed project/activities). Certificates without descriptions of the specific content cannot be evaluated
Teaching or Related Experiences:  Document with community-based programs, tutoring, volunteer work, and public and private school teaching experience documented in the subject field and duration including grade level(s) and learner achievement data. This will include position descriptions, work products, learner achievement data and evidence of related work experiences.
Other Professional Activities: List all documentation indicative of the criteria applied in receiving honors, awards, fellowships, publications and similar related professional activities that specifically relate to given licensure standards.

Tab 3:  Evidence of Competency Grid

Select the Evidence of Competency Grid(s) for the licensure field being sought.  The Evidence of Competency Grid contains all of the standards for the requested licensure field.  

The candidate will insert their sources of evidence and references to documentation submitted in the portfolio.  This grid then serves as the map for a reviewer to locate the documentation to be evaluated in order to determine candidate competency.  The candidate must complete the grid and include a copy under the Tab 3 of the portfolio.

When completed by the candidate, the Evidence of Competency Grid is a standard-by-standard overview/summary of how the candidate meets the licensure standards.  It is essential that the candidate complete the grid as thoroughly as possible. The completed grid provides a summary of the contents of the portfolio and will guide/direct the reviewer to evidence in the portfolio demonstrating attainment of each standard.  The reviewer must be able to move from the activities identified in the grid (Tab 3) to the actual documentation found in subsequent tabs.  Each standard must be evidenced.

If appropriate, a document may be used to verify more than one standard.  However, the candidate must clearly indicate (via labeling/coding (A1, A2, A3, B4 etc.) highlighting, listing, circling, describing, etc.) what part/aspect of the document is being presented to address each of the standards for which the document is used.

In the Competency Grid, the candidate must provide for each standard:

1. A tab reference where the documentation will be found.
2. Identify the specific experience/course/opportunity by name/title.
3. Date(s) of the experience(s).
Tab 4 and Subsequent Tabs:  Documentation 

Each document within a category must be placed under a separate tab and be identified in the Table of Contents. A Narrative Summary Sheet must be attached to each document articulating how the experience demonstrates competency for the identified standard(s). The Narrative Summary Sheet connects the evidence to the standard.  It is recommended that each standard be addressed with more than one piece of evidence that demonstrates knowledge and application of the standard.

Note: Each document must be highlighted and labeled identifying sections of document where evidence exists demonstrating competency of a specific standard. Reviewers will not make assumptions on whether or not standards are addressed in any given experience and will not search documents to identify evidence of competency.
TIPS FROM REVIEWERS TO FACILITATE EVALUATION PROCESS

· Portfolios submitted that do not follow organization requirements will be returned. Follow the specific guidelines.

· Evidence must explicitly demonstrate competency of the standard(s) identified.  Reviewers will not make assumptions. If evidence is questionable or requires supposition by reviewer, it will not be admissible.  

· All college/university courses presented as evidence must include published course descriptions and/or actual course syllabus. Coursework without course descriptions or syllabi will not be evaluated.

· Certificates of attendance for professional develop must be accompanied with detailed descriptions of content addressed. Professional development without detailed descriptions will not be evaluated.
· The Competency Grid should include multiple sources of evidence for each standard. However, evidence should not include everything completed in this area that might apply. Evidence must be specific.  Be selective, reviewers will examined the first three to four pieces of evidence listed for each standard. List evidence in order of significance.

· Evidence listed on the Competency Grid should not be copied from one standard and pasted for other standards. Remember, evidence must be specific. Reviewers will not search through documents for evidence.
· Evidence must be clearly identified. 

· Candidate must highlight and identify the evidence specific to the standard addressed in the document. 

· Highlighted material must be labeled with the number of the specific standard (A1, A5, B3, etc.). 

· If not clearly identified, reviewer will be instructed to mark the standard “not met” and go onto the next standard.

· If documents are not properly highlighted and labeled, all materials will be returned to the candidate.
· A Narrative Summary Sheet must precede each piece of evidence. This is your opportunity to explain how the evidence you selected demonstrates competency of the standard. It connects the standard to the evidence.

· An Affidavit of Authenticity must be notarized and included reflecting authenticity of document and information included in the portfolio.
APPENDIX A

Preparation & Licensure Options

Individuals who do not find the portfolio review process viable have several options to meet Minnesota licensure standards.

Individuals may contact a Minnesota college/university for an analysis of the previous academic work and a determination of necessary requirements to meet licensure standards.  Many of the thirty-two post-secondary institutions in Minnesota offering teacher preparation programs have special post-baccalaureate programs leading to teacher licensure. (see APPENDIX F, page 26). These programs are designed for the adult and non-traditional student and will allow individuals who have completed a baccalaureate degree to meet licensure requirements without completing a second or advance degree.  Institutions will evaluate previous experiences and award credit as appropriate. 

1. Individuals may contact the Minnesota Department of Education, Educator Licensing) to explore other available alternative routes to teacher preparation.  (Licensure via Portfolio Coordinator, 651-582-8383).  This office may assist with programs such as Troops to Teachers, Teach for America, and state administered alternative routes. 
Temporary Licensure Options:

2. When districts need short-call substitute teachers, individuals with at least a baccalaureate degree from regionally accredited colleges may apply for Limited Short-Call Substitute Licenses.  This license is valid for short-call substitute teaching in Minnesota Public Schools for two years.  A short-call substitute teacher may substitute an unlimited amount of time in Minnesota schools, but cannot substitute in a single teaching assignment for more than fifteen consecutive schools days.
When school districts need and cannot find a fully licensed teacher for a full or part-time teaching assignment, the district may request a Temporary Limited License for an individual they wish to hire.  The Temporary Limited License authorizes the individual to teach full or part-time in an assignment field for which the individual holds at least a baccalaureate degree (though not a teaching degree) from a regionally accredited college, and at least a major or minor in the subject.  Individuals must contact the Human Resource Department of the interested school district. Some degreed individuals find the Limited and Limited Short-Call options good opportunities while they are completing teacher preparation.  Visit Educator Licensing online for additional information on temporary licensure options.  (http://education.state.mn.us/MDE/Teacher_Support/Educator_Licensing/Licensing_Info/index.html)
Teachers holding a Minnesota teaching license that are may be asked to teach out of their licensure field to meet the temporary need of a school may work through their district to obtain a Personnel Variance.  The option for a Personnel Variance may be considered to temporary teach one or two courses out of field for which the teacher has a minimum level of academic preparation.  
Subpart 1.  Authority to issue personnel variances. The Board of Teaching hereby authorizes the issuance of personnel variances, which permit a teacher to teach in related subjects or fields for which such teacher is not currently licensed.  The designated administrator of a local school district or charter school may request the Board of Teaching to issue a personnel variance which permits a teacher to teach subjects or fields for which that teacher is not currently licensed.  See the following website for procedures to request, or contact the Minnesota Board of Teaching at 651-582-8739. 

3. Online preparation programs 

All out-of-state applications are individually reviewed to assure the completion of a teacher preparation program that is essentially equivalent to a Minnesota approved licensure program.  Online preparation programs receive the same consideration.

For a license application to be eligible/considered for review by the Minnesota Educator Licensing Division, the completed preparation program (including online programs) must be:

· Be regionally accredited* and state approved.  This means that the program must lead to full licensure in the home state of the institution; 

· Be based on the completion of a minimum of a BS/BA degree and a major in the field; and,

· Include evidence of full-time student teaching in the subject and at the grade level of licensure.

When the above conditions are evidenced, the Educator Licensing Division will proceed with a review of the applicant’s credentials to see if the completed program is essentially equivalent to Minnesota’s.

· Regional accreditation is provided by associations of schools and colleges.  There are six recognized regional associations: 

· -Middle States Association of Colleges and Schools of Higher Education

· -New England Association of Schools and Colleges

· -North Central Association of Colleges and Schools

· -Northwest Association of Colleges and Schools

· -Southern Association of Colleges and Schools

· -Western Association of Colleges and Schools

Additional information on regional accreditation is available from the Higher Learning Commission.  (http://www.ncahigherlearningcommission.org)
APPENDIX B
 LICENSURE FIELDS/Evidence of Competency Grids
This is a comprehensive listing of available grids.

Standards of Effective Practice
8710.2000 Standards of Effective Practice

   (Needed for all initial MN Teaching Licenses)
Fields

8710.3000 Early Childhood 

8710.3100 Parent and Family 

8710.4000 Adult Basic Education 

8710.4150 Bilingual Bicultural  

    [*can only be added to: 

     Elementary Education with Specialty

     K-6 or 1-6 Elementary Education 

            (if issued before 09-01-01) 

     5-12 Health, Mathematics, Science or 

            Social Studies

     7-12 Health, Mathematics, Science or 

            Social Studies (if issued before 09-01-01)]

8710.4525 Keyboarding 

   (Added to a valid license)

Elementary Education With a Specialty Licenses

8710.3200 Elementary Education 

8710.3200 Pre-primary Specialty

8710.3200 5-8 Communication Arts/Literature Specialty 

8710.3200 5-8 Mathematics Specialty

8710.3200 5-8 Science Specialty 

8710.3200 5-8 Social Studies Specialty

8710.3200 K-8 World Language Specialty 

5-12 Licenses

8710.4050 Agriculture 

8710.4200 Business Education

8710.4250 Communication Arts & Literature

8710.4450 Family & Consumer Sciences

8710.4500 Health

8710.4600 Mathematics 

8710.4800 Social Studies 

8710.4825 Coordinators of Work Based 

  (Can only be added to a secondary license)

8710.4850 Technology 

K-12 Licenses

8710.4310 Dance 

8710.4300 Dance and Theatre Arts

8710.4400 English as a Second Language 

8710.4550 Library Specialist 

8710.4650 Instrumental and Classroom Music 

8710.4650 Vocal and Classroom Music

K-12 Licenses continued

8710.4700 Physical Education 

8710.4725 Reading 

   (Added to a valid license)

8710.4320 Theatre Arts

8710.4900 Visual Arts 

8710.4950 World Languages -Classical Languages

8710.4950 World Languages -Modern Languages

8710.4950 World Languages -American Sign Language

Science Licenses

8710.4750 General Science 5-8 

8710.4750 Earth and Space Science

8710.4750 Chemistry 

8710.4750 Life Science 

8710.4750 Physics 

Special Education Licenses

8710.5000 Core Skills of Special Education 

   (Core Skills of Special Education are needed for

     each Special Education License)

8710.5100 Blind or Visually Impaired 

8710.5200 Deaf or Hard of Hearing 

8710.5300 Developmental Adapted Physical Education (DAPE)
    (Can only be added to Physical Education license)

8710.5400 Developmental Disabilities 

8710.5500 Special Education Early Childhood 

8710.5600 Emotional Behavioral Disorders

8710.5700 Specific Learning Disabilities 

8710.5800 Physical and Health Disabilities

8710.5900 Career & Technical with Disabilities 

    (Can only be added to Special Education)
Career and Technical Licenses

8710.8000 Core Skills of Career & Technical 

   (Core Skills of Career & Technical Education are 

     needed for each Career & Technical License)

8710.8010 Communications Technology Careers 

8710.8020 Construction Careers 

8710.8030 Manufacturing Careers 

8710.8040 Medical Careers 

8710.8050 Creative Design Careers 

8710.8060 Early Childhood Careers 

8710.8070 Hospitality Service Careers 
8710.8080 Transportation Careers 

APPENDIX C
MINNESOTA DEPARTMENT OF EDUCATION

APPLICATION FOR TEACHER LICENSURE

(To be completed following review and approval of the Portfolio)

 If a candidate is determined eligible for licensure through this process, the Executive Director of the Minnesota Board of Teaching and the Director of Educator Licensing will make the recommendation for licensure. The candidate must then complete a license application.
Information on filing an application is provided below. Check the website for forms and directions.  Application materials may also be requested by writing:

Educator Licensing Division
1500 Highway 36 West Roseville, MN 55113-4266 - 651/582-8691 - FAX 651/582-8809

http://education.state.mn.us  or website: http://education.state.mn.us/html/intro_licensure.htm 
Application Process
Note:  All required teacher licensure tests must be successfully completed and the official score report submitted with the licensure application form.
Minnesota operates on a single packet submission basis. Only complete application packets will be accepted for processing. Partial or incomplete submissions (pages, signatures, transcripts, fees or other relevant information missing) will be returned to the applicant for completion and resubmission. It is the applicant’s responsibility to collect the items needed for evaluation for licensure and submits them in one envelope to Educator Licensing.   Do not request that any of the items be sent directly to this office. To ensure the submission of a complete packet, review and follow these instructions. The fee is a non-refundable processing fee and will not be returned to an applicant not qualifying for licensure.

Fingerprinting Processes and Fee
Minnesota State Law requires that all candidates applying for initial licensure in this state be fingerprinted for national criminal background checks. The background check requires that one card of the applicant’s fingerprints be submitted with the initial licensure application. A state background check will also be conducted; this background check is for state use only.  There is a $26.00 fee for this service. Personal checks are not accepted. A money order or cashier’s check (valid for six months or more) made payable to the “Bureau of Criminal Apprehension” must accompany the fingerprint card. The fingerprinting must be done at a law enforcement agency in black on a card supplied by our office. You may not use the fingerprint card of another agency. You may be charged a fee for this service. Do not bend or fold the card.  Any license that is issued pending the results of the background check may be revoked based on the results of the background check.

Licensure Processing Fee
A separate personal check, money order, or cashier’s check for $57 must accompany your licensure application. This fee is payable to the “Commissioner of the Department of Education” and is a nonrefundable procession.
APPENDIX D

High Quality Professional Development

Section 9101, Part 34 of Elementary and Secondary Education Act (ESEA) provides the following definition and guidelines for high

quality professional development activities for teachers.

(34) PROFESSIONAL DEVELOPMENT- The term professional development —

(A) includes activities that —

(i) improve and increase teachers' knowledge of the academic subjects the teachers teach, and

enable teachers to become highly qualified;

(ii) are an integral part of broad school-wide and district-wide educational improvement plans;

(iii) give teachers, principals, and administrators the knowledge and skills to provide students with

the opportunity to meet challenging State academic content standards and student academic

achievement standards;

(iv) improve classroom management skills;

(v)(I) are high quality, sustained, intensive, and classroom-focused in order to have a positive and

lasting impact on classroom instruction and the teacher's performance in the classroom; and

(II) are not 1-day or short-term workshops or conferences;

(vi) support the recruiting, hiring, and training of highly qualified teachers, including teachers who

became highly qualified through State and local alternative routes to certification;

(vii) advance teacher understanding of effective instructional strategies that are —

(I) based on scientifically based research (except that this sub clause shall not apply to

activities carried out under part D of title II); and

(II) strategies for improving student academic achievement or substantially increasing the

knowledge and teaching skills of teachers; and

(viii) are aligned with and directly related to —

(I) State academic content standards, student academic achievement standards, and

assessments; and

(II) the curricula and programs tied to the standards described in sub clause (I) except that

this sub clause shall not apply to activities described in clauses (ii) and (iii) of section

2123(3)(B);

(ix) are developed with extensive participation of teachers, principals, parents, and administrators

of schools to be served under this Act;

(x) are designed to give teachers of limited English proficient children, and other teachers and

instructional staff, the knowledge and skills to provide instruction and appropriate language and

academic support services to those children, including the appropriate use of curricula and

assessments;

(xi) to the extent appropriate, provide training for teachers and principals in the use of technology

so that technology and technology applications are effectively used in the classroom to improve

teaching and learning in the curricula and core academic subjects in which the teachers teach;

(xii) as a whole, are regularly evaluated for their impact on increased teacher effectiveness and

improved student academic achievement, with the findings of the evaluations used to improve the

quality of professional development;

(xiii) provide instruction in methods of teaching children with special needs;

(xiv) include instruction in the use of data and assessments to inform and instruct classroom

practice; and

(xv) include instruction in ways that teachers, principals, pupil services personnel, and school

administrators may work more effectively with parents; and

(B) may include activities that —

(i) involve the forming of partnerships with institutions of higher education to establish school-based

teacher training programs that provide prospective teachers and beginning teachers with an

opportunity to work under the guidance of experienced teachers and college faculty;

(ii) create programs to enable paraprofessionals (assisting teachers employed by a local

educational agency receiving assistance under part A of title I) to obtain the education necessary

for those paraprofessionals to become certified and licensed teachers; and

(iii) provide follow-up training to teachers who have participated in activities described in

subparagraph (A) or another clause of this subparagraph that are designed to ensure that the

knowledge and skills learned by the teachers are implemented in the classroom.
APPENDIX E

Tab 1

Affidavit of Authenticity 

Licensure Via Portfolio Evaluation Application
	Personal Information

	Candidate’s Name
	First        M.I.           Last                                        

	Address Number & Street
	
	City, State, Zip
	

	Telephone
	Home
	
	Work
	

	Email
	

	Portfolio Application Submitted for:

	Check The Ones That Apply
	
	Minnesota Standards of Effective Practice

	
	
	Subject Matter Standards and Content Specific Pedagogy

	
	Field 
	
	Grade Level
	


Subject to the provisions of Minnesota  Rule 8700.7500 [Code of Ethics For Minnesota Teachers], I certify that all documentation used as evidence to demonstrate competency of standards for licensure as a teacher in this portfolio, including narrative descriptions, is authentic, my own work, factually true and honestly presented.

  _________________________________________________________________________________

  Candidate’s  Signature





 
Date

The candidate must sign and date this form in the presence of a notary public.

Signed and sworn to (or affirmed) before me this ______ day of _____________, 20___.







____________________________________

             Signature of Notarial Officer

      [Notary Seal] 








APPENDIX F
Tab 1

Notice of Intent to Submit

Licensure Via Portfolio Evaluation Application

This Notice must be submitted a minimum of 30 days before sending in the portfolio.
	Date of this notice
	

	Personal Information

	Applicant’s Name
	First         M.I.           Last                                                 

	Address Number & Street
	
	City, State, Zip
	

	Telephone
	Home
	
	Work
	

	Email
	

	Current Licensure(s)

	Field 
	
	Grade Level
	

	Field 
	
	Grade Level
	

	Field 
	
	Grade Level
	

	Education

	Degree
	
	Major(s)
	

	Portfolio Application Submitted for:

	Check The Ones That Apply
	
	Minnesota Standards of Effective Practice

	
	
	Subject Matter Standards and Content Specific Pedagogy

	
	Field 
	
	Grade Level
	


 I will submit the complete portfolio during the Submission window indicated below *:

____ February 1, 2011 – February 15, 2011


____ June 6, 2011 – June 17, 2011


____ October 3, 2011 – October 14, 2011

____ January 30, 2011 – February 10, 2012

* If the portfolio is not submitted during the window indicated on this form, a new Notice of Intent to Submit is required.

Applicant’s Signature





Date

e-mail to mde.portfolio@state.mn.us
APPENDIX G
Additional Options to meet Minnesota Licensure
The Minnesota Association of Colleges for Teacher Education provides the following resources to help individuals who are seeking a special post-baccalaureate program leading to teacher licensure.  

Measures of Teacher Quality in Minnesota
This web based search engine provides information about approved teacher preparation programs offered by Minnesota Colleges and Universities.  (http://www.ncahigherlearningcommission.org)
The Teacher Center

This resource provides information on teacher education programs offered by Minnesota’s College and University system. The website also has a program search feature. (http://www.teachercenter.mnscu.edu/licensure/fasttrack/index.html)
APPENDIX H
	Dates
	Tests you can take
	Tests that are accepted
	Portfolio format
	Standards

(content grids)

	September 1, 2010
	Praxis tests no longer available
	Pearson tests available
	
	New standards  

(content grids)

	October 2010 submission window
	Pearson Basic Skills, Pedagogy & Content
	Praxis Basic Skills

Pearson Content & Pedagogy 
	Electronic
	New standards and grids

	February 2011 submission window
	Pearson Basic Skills, Pedagogy & Content
	Praxis Basic Skills

Pearson Content & Pedagogy
	Electronic
	New standards and grids

	June 2011 submission window
	Pearson Basic Skills, Pedagogy & Content
	Praxis Basic Skills

Pearson Content & Pedagogy
	Electronic
	New standards and grids

	October 2011 submission window
	Pearson Basic Skills, Pedagogy & Content
	Praxis Basic Skills

Pearson Content & Pedagogy
	Electronic
	New standards and grids

	February 2012 submission window
	Pearson Basic Skills, Pedagogy & Content
	Praxis Basic Skills

Pearson Content & Pedagogy
	Electronic
	New standards and grids

	June 2012 submission window
	Pearson Basic Skills, Pedagogy & Content
	Praxis Basic Skills

Pearson Content & Pedagogy
	Electronic
	New standards and grids

	September 1, 2012
	
	Praxis Test scores no longer accepted
	
	

	October 2012 submission window
	Pearson Basic Skills, Pedagogy & Content
	Pearson Basics, Pedagogy & Content
	Electronic
	New standards and grids


Licensure via Portfolio: Licensure Requirements*

*All requirements for licensure must be met based on the Minnesota Board of Teaching requirements at the time of portfolio submission.  Use this table to determine the licensure requirements for your specific submission window.  
The portfolio provides a state licensure process to assess knowledge, skills and competencies of individuals seeking a license who have not completed an approved teacher preparation program in Minnesota in the licensure field being sought.








Note: The Licensure via Portfolio review process is not a viable alternative path for individuals who: 





do not hold a baccalaureate degree





are enrolled in or who have partially completed a teacher preparation program





have academic degrees in fields other than education with little or no teaching and/or related experiences or teaching preparation








We recommend that you apply for a Minnesota license through the traditional licensure application process first if you have completed:





a regionally accredited and state approved teacher preparation program outside of Minnesota





a teacher preparation program outside of the United States





an alternative preparation program outside of Minnesota











Individuals holding a current 5-year teaching license in any field








Individuals with a minimum of a baccalaureate degree in a field other than education with teaching and/or related experiences





Step 1: Determine eligibility (official transcripts are required)








Step 2: Submit Notice of Intent (minimum of 30 days prior to portfolio submission)





Step 3: Submit an Electronic Portfolio








Content Test





All candidates








Complete application packet.


Teacher licensure test requirements must be completed before completing and submitting a Minnesota teaching license application.











Criminal


Background 


Check





MTLE 


Basic Skills


& Pedagogy Ex  





Human Relations Requirement





3








Recommend 90 days to submit additional evidence not available in original portfolio; however, applicant has a year from the date of submission to complete the portfolio process.











Up to a 120-day


process





First time candidates





Teacher Licensure Tests





MTLE – Basic Skills Exam


MTLE – Pedagogy Exam


MTLE – Content Exam





    








Step 5: Final Recommendation and Report








Step 4: Board of Teaching and MN Department of Education evaluate portfolio








BOT/MDE Not approved








BOT/MDE


Approved
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