INstructor Guidelines 
Iowa Licensure Renewal Credit Program
COURSE DEVELOPMENT
Proposals: All instructors must complete a professional learning experience proposal. A proposal template will be provided by the Baker Teacher Leader Center (BTLC). This proposal can be accessed on our professional development website, education.uiowa.edu/tlc/pd or, provided to you via email, tlc@uiowa.edu. Please email the completed professional learning proposal to Drs. Kari Vogelgesang, kari-vogelgesang@uiowa.edu and Mariana Ruggiero Colombo-Kılıç, mariana-colombo@uiowa.edu. This proposal will be sent to the Iowa Board of Educational Examiners (BOEE) for credit approval. Once the learning experience has been approved, the BTLC staff will work with you to create a registration and online course access. We require all approved courses to use our registration and learning management system. 

CREDIT OPTION
Iowa Licensure Renewal Units (ILRU): Approval for one licensure renewal unit requires a course to include 15 clock hours of learning. For two renewal units, the course must include at least 30 contact hours, etc. These clock hours can be offered virtually or face-to-face. Attendance at all scheduled learning times is expected. Course instructors are required to notify the BTLC if a participant does not successfully complete a professional learning experience. 

INSTRUCTOR RESPONSIBILITIES
· Complete course proposals. A template for this proposal will be shared with you by the BTLC staff. 
· Provide registration links to potential credit participants. The BTLC will also provide this link through their PD website. 
· Notify the BTLC of any changes to your professional learning syllabus, or meeting dates/times. 
· Accept Canvas course invite – All licensure renewal listings are associated with a Canvas/UI LEARN course site. You will use this platform to see who registered for the PD ("People" tab) and upload content you wish to share with participants.
· Participants in your learning program will also complete an end-of-learning experience survey in this system. The completion of this survey will generate their completion certificate to submit to the BOEE. This is a completion certificate, not a transcript.
· Charges for required materials: texts, lab fees, additional materials, etc. should be advertised in the course description and will be paid along with registration fees. 


INSTRUCTOR PAYMENT
Document Title
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The University of Iowa prohibits discrimination in employment, educational programs, and activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, associational preferences, or any other classification that deprives the person of consideration as an individual. The university also affirms its commitment to providing equal opportunities and equal access to university facilities. For additional information on nondiscrimination policies, contact the Director, Office of Equal Opportunity and Diversity, the University of Iowa, 202 Jessup Hall, Iowa City, IA 52242-1316, 319-335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu.
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UI Faculty - Instructors set the price for their course, however, to cover the expenses associated with the Iowa Licensure Renewal Program, the BTLC retains the first $50 per credit, per participant. If you choose to charge beyond the $50 minimum, the remaining funds will be transferred into an expense account  for you/your department up to 3 weeks after the course has ended. Please contact Wendy Askling to discuss details as to how you can use these funds. 
Prior to setting the price for your course, we encourage instructors to factor in the cost of materials, printing, time, etc. If you’re using grant funds to cover the cost of the licensure renewal credit for the teachers participating in your project, we ask that faculty include the $50 per participant/per credit cost in their grant budget. 

NON-UI Faculty - Instructors set the price for their course, however, to cover the expenses associated with the Iowa Licensure Renewal Program, the Baker Teacher Leader Center retains the first $50 per credit, per participant. If you choose to charge beyond the $50 minimum, the UI will either direct deposit the funds into a personal/business account, or they will send you a check. Prior to setting the price for your course, we encourage instructors to factor in the cost of materials, printing, and time.




Pay structure example: For a 2-credit course, the BTLC would retain $100 per participant. For a 3-credit course, the BTLC would retain $150 per participant. 
The BTLC does not reimburse instructors for planning time, meals, mileage, or the cost of copies/materials. All learning experiences need to be financially self-sufficient, meaning you may need to require a minimum number of participants. Participant maximums can be negotiated with the Director of the BTLC, Kari Vogelgesang  kari-vogelgesang@uiowa.edu, and will depend on variables such as room capacity, format of class, and best practices for adult professional development. 

REGISTRATION
Online Registration: Participants are required to register and pay for the course via the following link, 
https://tlc-uiowa.catalog.instructure.com. 
If a participant chooses to pay for ILRU credit after the start of a learning experience, they are allowed to register electronically for the credit after the first day of that experience, but no later than 2 weeks after the last session of the learning experience. Participants may need to contact the BTLC, tlc@uiowa.edu, to have the course reopened for registration. 
Withdrawing from a course: To request a refund due to an unforeseen conflict with a course, participants must contact the BTLC, tlc@uiowa.edu, 319-335-1923 up to two weeks prior to the start of the course.
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