5.2.5. Portfolio

If a licensure plan is prepared, the candidate must maintain a portfolio that documents the successful
completion of activities in the plan. The portfolio is to contain the evidence listed in the licensure plan.
Binders and sheet protectors are recommended. The following organization is suggested:

Title Page
Name
School
School District
Date
Licensure Plan (as signed by superintendent and candidate)

Summary of Portfolio
Deficient knowledge and skills

Experience 1—description
Documentation of completion of Experience 1
Experience 2—description

Documentation of completion of Experience 2
Etc.

Process
Follow this procedure:

1. The teacher creates the portfolio.

2. The teacher submits the portfolio to the school district superintendent or designee during the
second year of teaching.

The superintendent is responsible for the review of the portfolio with assistance from the three
or more business representatives listed on the licensure plan.

3. The reviewers determine if adequate evidence exists that the candidate has made sufficient
progress for recommending continued teaching. They may wish to create a rubric to assist them
with this task. The reviewers have the option of collecting additional information/materials from
the candidate and/or other sources.

4. When a decision has been reached, it is the responsibility of the superintendent and NOT
the committee to inform the candidate of the results of the assessment.

5.3. Processing the CTE-37 for Career-Technical Licenses

If the candidate meets the requirements to be issued an Alternative Resident Educator license based
upon the review of the CTE-36, and the school district would like to hire the individual, it is very
important to acquire a university signature on a CTE-37 before hiring the individual. The CTE-37 form is
available by going to the Department of Education home page (www.education.ohio.gov) to access “CTE
Teacher Prep, Licensure” under the Career-Tech drop-down bar. Otherwise, the school district may enter
into a contract with an individual who is then denied admission into an applicable university program.



http://www.education.ode.gov

Universities have the option of establishing admission standards such as minimum grade point average
of previous college course work.

Follow these steps:

1. The school district initiates the CTE-37. Type the name and other requested information in
section A. Then, in section B, select “Alternative Resident Educator)”
or Alternative Resident Educator License with Deficiencies.” In section C, type
teaching field code being requested. Refer to the licensure application for these codes.

If the candidate will miss the summer workshop and/or is being hired using the panel of experts
and licensure plan to address work experience issues, complete section D.

The CTE-37 is then signed by the school district’s superintendent or designee. The signature
must be on file with the Center for Teaching Professions, Office of Educator Licensure office in
the ODE. No one else is authorized to sign the form. Then, type the name of the signatory,
his/her title, and the date of signature.

By signing the CTE-37 on the signature line on the, the signatory is indicating that the candidate
whose name appears on the CTE-37 meets the educational requirements and work experience
(or equivalent) requirements to receive an Alternative Resident Educator license to teach
subjects identified in the EMIS Manual. Go to the Department of Education home page
(www.education.ohio.gov) to access “Education Management Information System” under the
Data drop-down bar.

2. Provide to the candidate a copy of the list of approved teacher preparation programs that
appears in this Guide. Also give the candidate copies of materials that may have been provided
by universities. Such materials may include program descriptions, checklists of courses, and
admissions and registration procedures (including fees). You may obtain these materials by
contacting the individuals listed.

The candidate has the choice of applying for admission into any applicable approved university
program in Ohio as identified.

Once the candidate has selected the university, the candidate checks the name of that
university on the CTE-37, signs and dates the document.

3. The candidate or school district sends the CTE-37, a copy of the CTE-36 and accompanying
materials, and the Licensure Plan (if applicable—see Section 5.2.4) to the contact person at the
university selected. All accompanying materials must be included such as copies of diplomas,
transcripts, and Employment Verification forms. The contacts appear with the list of approved
teacher education programs in this Guide.

4. After receiving the material, the university determines whether or not the candidate meets
entrance requirements. If so, the candidate applies to that institution and enrolls in the summer
course or workshop that proceeds the first year of teaching. If the candidate successfully
completes the course or workshop, the university representative signs the CTE-37, keys in the
requested information, makes a photocopy of it, and returns the original to the candidate. The
candidate then acquires a teaching application at www.education.ohio.gov, search: Go to the
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ODE home page www.education.ohio.gov) to access “Ohio Educator Preparation Programs”
under Educator Preparation under the Teaching drop-down bar., complete it carefully, following
all instructions on the form, and send it along with the CTE-37 and the required check to the
address provided on the teaching application. It is suggested that the school district assist the
candidate with the preparation and mailing of the teaching application. The candidate and
school district should keep copies of the CTE-37 and teaching application.

If the candidate does not meet the entrance requirements of the university, the candidate may
choose another university to which the CTE-37 is to be sent. If the candidate is unable to enroll
in an approved, appropriate licensure program at a university, the CTE-37 will not be signed by a
university representative, and the candidate will not be able to obtain a license.

5. If the CTE-37 is completed after the summer course or workshop and the candidate has not
been hired in time for the summer course or workshop, the same procedure is followed.
However, the CTE-37 is to be marked in the following manner as deficient in Block D.

Late hires must apply and be admitted into an appropriate university teacher education program
immediately. The candidate is to immediately contact the chosen university to apply and, if
admitted, to choose the first course for which she/he is to register. Hiring districts should assist the
candidate with this procedure.
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