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IN-SERVICE CREDIT GUIDELINES AND PROCEDURES

The following is the guidelines and procedures for In-Service Credits.

Applying for In-Service Credit

A. No department or school should advertise that a course will offer In-Service Credit unless the course is approved for In-Service Credit by the Office for Professional Development (OPD). 

B. All requests from Central Departments for in-service credit must be submitted through My Learning Plan (MLP).  OPD will review all courses requesting In-Service Credit through MLP.
C. All requests from schools for In-Service Credit must be submitted on the Application for In-Service Credit and must be approved by the Principal or Headmaster prior to review by the Office of Professional Development 
D. Applications for In-Service Credit must be submitted at least three weeks prior to the beginning of the course.  

E. Applicants should not assume that a submitted application has been approved to offer In-Service Credit. Course sponsors will be notified of In-Service Credit approval or denial by the OPD.

F. Approval of In-Service Credit requests will be based on the alignment of the course with BPS professional development priorities and the quality of course design. 

In-Service Credit Guidelines

A. In-Service courses must require at least 15 clock hours of attendance and active participation. 
B. Course participants must fulfill the learning objectives of the course in order to earn in-service credit and must complete an”observable demonstration of learning” that can include a product, assessment, or presentation. In-Service Credit will not be issued just for seat-time in a course.

C. One In-Service Credit will be awarded for each 15 hours of participation in the course. In-Service Credits are not awarded for fractions of 15 hours. 
Course participants who successfully complete courses that are approved for In-service Credit will receive Professional Development Point (PDP’s), in addition to In-service Credit. 

A participant shall not receive In-Service Credit for a course if the participant:

1. Receives a stipend for participation in the course;

2. Receives graduate course credit for the course;

3. Uses contractually-provided professional development hours for any of the In-Service Credit hours;

4. Attends the course during regular work hours.

In-Service Credit Documentation


A. For courses entered in My Learning Plan, Central Departments are responsible for certifying the completion of course participants, so that participants can print certificates documenting their In-Service Credits.
B. For school-based courses, Principals and Headmasters are responsible for submitting the In-Service Credit Workshop Summary Report (Attachment 2) to the Office of Professional Development and for providing certificates to participants indicating the name of the course and number of credits earned.
C. The department or school responsible for courses awarding In-Service Credits will maintain records on the attendance and performance of participants in each session of the course to document participation in the course.

D. Once a sufficient number of in-service credits have been accumulated for a salary lane change, it is the responsibility of the educator to initiate the salary lane change process by completing a PS03 form to Human Resources. 
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