Questions and Answers

Guilford County Employees Seeking Renewal Credit

	Questions
	Answers

	Getting Renewal Credit for an Approved GCS Course

	I am a new teacher who needs to take a course. I cannot register because I do not have a GCS email account yet. How can I handle this?
	Go to the GCS Professional Development website. 

Click on the “Obtain PD Account” link. 

An approval e-mail will be sent to you within 24 hours after you submit your information.


	My PD user ID does not work.
	If you are a new employee, have an email account and get an error message when logging on to the PD system, then contact the Office of Professional Development at profdev@gcsnc.com or 378-8811.



	I forgot my User ID or Password?  What can I do?
	Go to the PD Registration homepage – www.solutionwhere.com/guilford/cw/main.asp.
Click on the “Logon to View transcript” link.
Click on the Email My ID button at the bottom of the screen. (You must enter your GCS email account, not your personal email account).

Solutionwhere will email your PD User ID and Password.

	I have kept strict attendance at the sessions, but several of my teachers neglected to go on line and register…how can I give them the credit they deserve if they are not on the roster?
	If participants don’t register, they will not be able to receive CEU credit.  It’s their responsibility to register online.  

	I have a scheduling conflict with two courses.  How do I register and get credit for the course with the scheduling conflict?
	Participants cannot get credit for being in two places at the same time. Since participants cannot receive partial credit for most workshops, participants should only register for courses in which they can attend 100%.  However, if a makeup session is made available, participants should contact the instructor providing the makeup session.  The instructor can either create a “special” Course Session which includes the make-up dates or contact the Office of Professional Development for assistance. 

	I cannot attend a course that I have registered for. How do I unregister?
	Logon to the Professional  Development System.  

Click on the “View transcript” link. 

Click on the View Transcript button.
Scroll down to the Current Course/Registration Status section.

Click on the Course Title. (The Course Title will only be active until 2 days prior to the Start Date).
You will receive a message – “You are about to unregister from course:……   Continue?

Click on the OK button

Please note that you have until 2 days prior to the Start Date of the course to unregister.  After that, you will need to email profdev@gcsnc.com for assistance.

	I signed up for a GCS course, but must have clicked the wrong time.  I need to register for another session.  How can I make this change?  
	Just send an email to profdev@gcsnc.com requesting the change.

	If several instructors teach the workshop, can they receive CEU credit for the time they were a participant?
	Only those registered for a course will receive credit.

	Can substitutes, tutors or retired personnel (non-GCS employees) receive credit for workshops?
	Yes, if space is available.  They can register online and receive a confirmation, but available seats will be given to GCS employees first.  If course registration fills, the instructor may un-register non-GCS employees if additional seats are needed prior to the start date. Non-GCS employees should contact the Office of Professional Development for a PD account. 

	Can I register for a site-based workshop offered at another school?
	Yes, but you must get permission from the Course Contact person first.

	I failed to register for a course and did not receive credit for attending?  How can I get credit now?
	You must register for a course before the end date in order to receive CEU credit.  Credit cannot be awarded to participants who do not register before the course ends.

	I had an emergency and can not attend the course I registered for. What should I do?
	In the event of an emergency, participants may email or call The Office of Professional Development on the day of the workshop and ask to be unregistered. Once the course has begun participants may not unregister and will be identified as a "No Show".

	Getting CEU Credit for a Non-GCS Course



	When do I create an Event Request and when do I register online?


	You create an Event Request for any course, conference or workshop offered outside the Guilford County School System.  Most likely, if you register for a course, conference or workshop outside the school system, then you will need to create an Event Request for approval.  If you register online for an approved GCS Course, then you do not need to create an Event Request.



	I have enrolled in a college / university course.  Do I need to get approval?
	Yes, you must submit an Event Request for approval of all college / university courses prior to the start date.

	I am attending a one-day workshop.  Can I receive renewal credit?
	CEUs are granted for no more than 6 hours of staff development per day.  Additionally, credit will not be given for workshops that are less than 5  total hours.  

	I have also been told by the instructor that there will be assignments to complete and turn in.  If this is a one-day workshop with outside assignments, will the assignments provide the remaining time necessary to earn one hour of renewal credit?
	You cannot receive CEU credit for completing an assignment – only instructional time.

	My principal has asked me to attend a conference / workshop.  Do I still need to get Prior Approval in order to receive renewal credit? What do I need to do?
	Yes, the only way that you can receive renewal credit for attending any conference or workshop offered outside GCS is to create an Event Request.  Participants should follow these directions:

 
How to Request Prior Approval for a Non-GCS Event 
  
1. Go to www.guilford.k12.nc.us 

2. Click on the Professional Development link under the Quick Links menu. 

3. Click on the Register for Courses button at the next screen. 

4. Click on Logon. 

5. Enter your User ID and Password.  Click on the Logon button. 

6. Click on Event Request. 

7. Click on Create New Event. 

8. Fill the data fields.  Fields with a red asterisk are required fields. CEU credit cannot be awarded for any course with less than 5  hours of instruction.    

9. Click on Submit for Approval. 

10. Approval / Denial will be given within 2-3 weeks. 

	 I am taking an approved workshop at NC DPI?  Do I need to get GCS approval also?
	Yes, all state sponsored events and courses not offered through GCS require Prior Approval.   The only way you can receive renewal credit is to submit an Event Request so that data can be entered, processed and posted in the system.



	What does each status mean in the “Event Request” table?
	The status of an Event Request will be one of the following: 

· Pending Approval – The user has submitted the Event Request for approval.

· Approved – The Director of Professional Development has approved the Event Request for renewal credit.

· Pending Verification – The user has completed the Event and has checked the “I Have Completed This Event” button.

· Complete – The Event has been approved, completed, verified and posted to the user’s transcript.

· Denied – The user has submitted incorrect information or the Event Request has been denied as inappropriate or not within the GCS guidelines for approval.  Reasons for denial maybe be 

· course title is not clearly defined

· course is an approved GCS course

· course is less than 5 hours

· course is not directly related to the employee’s professional responsibilities

· incorrect dates

	 I sent to you the prior approval form that was sent back to me approved. Did you receive that information?


	Paper is no longer acceptable.  The only way you can receive CEU credit for a non-GCS course is to create an Event Request.

	I received approval to attend and have completed my workshop / conference.  Why have I not yet received credit and why is it not showing on my transcript?

or

I submitted and received approval for an Event Request, but I have not received credit for a class I took several months ago. Where is my credit?
	Credit for an approved non-GCS course can only be posted once you indicate completion of the course and submit appropriate documentation.  You should follow these directions:

How to get the credit posted after the Non-GCS Event has been completed
 

1. Go to www.guilford.k12.nc.us 

2. Click on the Professional Development link under the Quick Links menu. 

3. Click on Register for Courses located on the left side of the page. 

4. Logon to the Professional Development website. 

5. Click on Event Request. 

6. Check the Status column to verify the Event has been Approved. 

7. Click on the event you have completed. 

8. Scroll down to the bottom of the page and click on “I Have Completed This Event.” 

9. Click on Done located at the bottom of the page. 

10. Submit documentation to the Office of Professional Development, 501 W. Washington Street Annex.
         College Credit: Submit an unaltered copy of Official Transcript

         Non-College Course: Submit Certificate of Completion and Agenda if CEU credit is not printed on the certificate

         Conference: Submit Certificate of Completion, Conference Syllabus and SS-4 form that can be downloaded from the GCS Professional Development website.

	I recently attended a conference. Who do I send the SS-4 form and conference certificate to?


	Send all transcripts, certificates of completion, conference syllabus and SS-4 forms to the Office of Professional Development, 501 W. Washington Street Annex.

	I was registered to take a workshop at my school that was stretched out over the school year. I attended all sessions except the last one. I was unable to attend due to sickness and was told by my school’s PD administrator that I couldn't make-up the session and would not get credit for the workshop. What can I do?


	Make-up policies are set by the schools, not by the Office of Professional Development.   However, many instructors do not have the time, and schools do not have funds to pay for providing “make-up” sessions.  If the course is more than 5 hours, the instructor may request that partial credit be given to those with extenuating circumstances.



	I have received my license and I was reminded about having the required CEU's for renewal next year.  I just completed a Master’s degree.  Can I use any of the classes that I took to satisfy some the CEU's needed?  If so, what is the process for doing such?
	Renewal credit can be awarded for courses, workshops, seminars or activities that are directly related to an employee’s area(s) of licensure and/or professional responsibilities. In order to receive renewal credit for the college/university courses, you should submit an Event Request for each course taken.   Enter the course number and name in the Course Title – example: MSA 779 Strategic Planning & Problem Solving.

	May I unregister for a class after the course is over?
	You may unregister 2 days before the start of the course. After that you must email profdev@gcsnc.com and request to be unregistered. Once the course has started, you may not unregister or request to be unregistered.

	Can I combine workshops to receive 1 CEU of credit?
	No, you may not combine workshops to receive a combined total.

	A NC Association is giving a workshop that will offer renewal credit. The workshop will offer one CEU of credit.  Reading your instructions on how to receive credit, it appears that this workshop will not satisfy the guidelines of GCS which require that each course have a minimum of 5 hours of instruction. Before I send a check to pay for the workshop, could you clarify for me whether the workshop will give me CEUs accepted by GCS?
	CEU credit cannot be awarded for any workshop with less than 5 hours of instruction. The maximum allowed per day is 6 hours of credit. 



	Checking you Transcript

	How do I check the CEUs earned for my current renewal cycle?
	Logon to the PD system

Click on the View transcript link.  Enter the beginning date of your renewal cycle (07/01/yy).  Click on the View Transcript button.

	Does Technology Credit count as general credit?
	Yes. Technology Credit does count toward General Credits, but General Credit does not count for Technology Credit. Since some NC LEAs require 3 technology credits for licensure renewal, it is best to get Technology Credit when appropriate.

	I have been trying to look at my transcript but there is nothing there but my name. I have been a teacher in the system for 15 years and have gotten many printouts over the years with all my courses listed.  Can you tell me what I need to do?
	Your new licensure period began 7/1/2004 and ends 6/30/2009.  When we downloaded the CEU data from HRMS, we only loaded data from your current cycle.  When I look at the CEU data in HRMS, it does not show that you have taken any workshops since 7/1/2004.  Since our PD system displays only courses in your current cycle, the information shown (or lack of information) is correct.   New courses will be added to your transcript as you complete them.   Historical CEU data will remain in HRMS.

	The only courses on the transcript are those registered for through the new Professional Development system.
	Renewal credits were loaded from HRMS to the new PD system for certified employees only.  Included are only those for the current licensure period beginning July 1, 2004.  If you began a new licensure period 7/1/04, then no renewal credits were downloaded from HRMS.

	Historical data only dated back to 7/1/2000.
	Historical data for ALL employees is stored in HRMS and can be viewed or printed through the Principal’s Portal – Hiring – HRMS (vacancy permit, CEUs, Licensure).

	Why do some of my courses not have a grade of “complete”?  Did I get credit?
	All courses listed under the “Courses Taken” heading are complete.  Courses downloaded from HRMS (completed prior to 7/1/2004) and Event Requests will not show a “Complete” grade.

	I was looking at my transcript and noticed that the NC conference 2005 is showing up as complete on my event request but is not showing up as completed on my transcript.  Can you help me with this? 
	Non-GCS workshops or Event Requests do not get a “grade” like courses offered through GCS.  The conference is listed under the “Course Taken” section which means you have received credit and everything has been completed.  If you check the CEU totals under the “Courses Taken” section, you will see that the conference CEUs have been added to your total CEU earned.

	I am a non-certified employee and my paraprofessional hours are not showing on my transcript.  How do I get this posted?
	Renewal credits from HRMS were not downloaded to the new PD system for non-certified employees.  All of your hours (completed prior to 7/1/2004) are still stored in HRMS and can be viewed or printed through the Principal’s Portal – Hiring – HRMS (vacancy permit, CEUs, Licensure).

	Should I be alarmed that an approved non-GCS event for CEU credits is no longer on my transcript?
	Yes – if approved and you have completed the non-GCS event, then you should complete the process.

· Logon to the PD system.

· Click on Event Request.

· Click on the Event you have completed.

· Click on “I Have Completed This Event”. Click on Done.

· Submit documentation to the Office of Professional Development, 501 W. Washington Street Annex.
Credit will not be recorded until appropriate documentation is received.

	I just completed my National Board Certification.  I already have 15 CEUs towards my current renewal cycle. Can I apply them towards my next renewal cycle?
	Completion of National Board Certification is the equivalent of 15 CEUs for one renewal cycle (including reading requirement). You can choose to use the CEUs for your current renewal cycle or “bank” them for the next renewal cycle. In order to receive credit, submit a copy of your congratulatory letter from NBPTS to the Staffing Department and indicate if you wish to use your credit for the current renewal cycle or the next cycle. You cannot use portions of the NBPTS CEU credit for the current renewal cycle and “bank” a portion for the next cycle.

	How would someone check how many renewal credits they need?
	Your supervisor or principal can view and print your licensure and CEU information through the Principal’s Portal. Also, you can check your personal information and CEU through the Employee self service link on the GCS homepage
Licensure renewal is based upon the earning of 15 continuing education units (CEUs) within each five-year period. Each semester hour of college or university credit is equivalent to 1.5 CEUs. For example, a 3-semester hour university course will yield 4.5 CEUs. For training not offered by a college or university, a CEU is equal to ten (10 clock hours of direct training by an instructor).  

Of the fifteen (15) CEUs required for license renewal, up to five (5) CEUs may be earned for teaching experience (1 CEU for each year of teaching during the five-year cycle.).

	Who to call?

	I have a question about my licensure renewal.  Who should I contact?
	You should contact the Office of Staffing Department at 378-8806.

	I have a question about the renewal credit process.  Who should I contact?
	You should contact the Office of Professional Development at 378-8811.

	Will someone provide information about my CEUs prior to the end of my licensure renewal cycle?
	Each year, the Office of Staffing Department will provide each licensed employee a report of his/her accumulated CEU totals earned during the employee’s current renewal cycle. The employee should compare the report with his/her own records or earned renewal credits and notify the Office of Staffing Department in writing of any discrepancies.

	I participated in 3 days of RCA training during the 2003-04 school year. May I complete the missed sessions and receive renewal credit now?
	GCS required that participants complete a course during the school year in which the course was offered. Therefore, participants can only makeup required time during the 2005-06 school year for courses with a start date after 7/1/2005.


31

