FALL CAREER LADDER CHECKLIST Reviewed July 2014
Use this form to check your plan before submitting it to a Career Ladder representative.  You do not need to include this form in your plan.  Plans are due by the last Friday in September.  Most forms must be completed on the computer.

____  INTENT FORM to be completed.  DEADLINE:  September 1.
____DEADLINE is September 1st::  to complete a waiver if applicable…see details in Career Ladder District Plan
____  Submit a Career Ladder Plan that contains the items listed below.  

        DEADLINE:  Last Friday in September.

1. ____  A completed CAREER LADDER APPLICATION form (page 1):

a. ____  Complete name, building, school year, stage and position information.
b. ____  Check all qualifications which apply to current stage.
c. ____  Sign and date the form.
2. ____  A Completed RESPONSIBILITES SUMMARY form (page 2):
a. ____  Complete the name, building, school year and stage number information.

b. ____  Carefully read each statement and initial that you understand the requirement.
c. ____  Sign and date at the bottom.
3. Refer to the chart below for the distribution of hours that must be logged by April 15th.
	Stage
	Minimum Total Hours Logged
	Student Contact                         Hours Logged          
(at least 2/3 of minimum hrs)
	Direct Student Contact 
Hours Logged           
(at least 1/2 of the student contact hrs)
	Tutoring Hours Logged                                (at least 1/2 of the direct contact hrs)
	Other Areas 
(no more than 1/3 of the minimum hrs)

	I
	30
	20
	10
	5
	10

	II
	45
	30
	15
	7.5
	15

	III
	60
	40
	20
	10
	20


4. ____  Educational research (videos, books, etc.) hours cannot be logged. 

5. ____  Place copy of plan in a folder with your name written on the tab and give to a 

committee member.

