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How do you obtain in-service credit?

Utica teachers are able to move laterally on the contractual pay schedule by accumulating graduate and/or in-service credit hours.  In order to move over one lateral step, a teacher must have proof of completion of 90 contact hours or 6 credits.  These credits may come from graduate courses, in-service credit hours, or a combination of the two.  For each 15 hours of in-service credit earned, 1 credit can be tallied.  A total of 6 credits allows for the lateral move on the pay schedule.  

In-service credit can only be earned for classes that are taken outside the regular teacher contract hours.  Please review the following bullets to understand in-service credit assignment:

· Courses offered by the Utica Teacher Center have in-service credit already assigned (approved) to them.  

· Course fliers stating the phrase “credit pending” means that an application for in-service credit has been submitted to the In-Service Credit Committee toward approval.  These applications are submitted by the Utica Teacher Center or by individual teachers.  

· For any professional learning classes that are offered elsewhere (that are not already approved, or not pending approval) a teacher can seek in-service credit.  If an individual teacher wants to apply for in-service credit, FORM 1, which can be obtained at the Utica Teacher Center, must be submitted to the In-Service Credit Committee, via the Utica Teacher Center.  

· The teacher should fill in FORM 1 and allow the Utica Teacher Center to submit the application for in-service credit approval.  Form I is on the TC eChalk page under District Resources, as well. 

· In-service credit approval should be sought prior to taking the class. 

· The In-Service Credit Committee returns FORM II to the Utica Teacher Center confirming approval or disapproval.

· Be sure to save any and all certificates of completion at the end of a class; this is the proof that you completed the class.  

· If you did not get a certificate, complete FORM III or the Request for Professional Development Hours form, available at the Utica Teacher Center, the Staff Development Office or the Main Office in your school. The instructor must sign this form.

· Remember to make copies of everything for your own records.

Once you have proof of completion of 90 contact hours and/or 6 credits, you can fill in FORM IV at the Office of Personnel.  Pay attention to the UTA and UTC newsletters so that you know when to submit your hours.  There are only certain times of year when your pay is changed to reflect the lateral move on the pay scale.  

