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 LOCAL CONTINUING EDUCATION COMMITTEE GUIDELINES 
 

HIAWATHA VALLEY EDUCATION DISTRICT 
 
  
 

PREFACE 
IT IS EACH INDIVIDUAL TEACHER’S RESPONSIBILITY TO BECOME INFORMED OF AND TO COMPLY WITH THE PUBLISHED 
REQUIREMENTS OF THIS LOCAL COMMITTEE.  
  

PURPOSE AND PHILOSOPHY 
The local continuing education committee in Hiawatha Valley Education District #61-6013 is established according to 
the Professional Educator Licensing and Standards Board (PELSB) rules for the purpose of evaluating continuing 
education activities, granting appropriate clock hours for those activities, and recommending renewal of five-year 
continuing or professional teaching and support service licenses. 
 
It is understood that the purpose of continuing education is to enhance the capabilities of the professional educator in 
performing assigned professional responsibilities.  It is not intended to be primarily a reward for effort expended in lieu 
of other compensation.   
 
Since mandated continuing education cannot provide absolute assurance of maturing professionalism, the major 
responsibility for professional growth lies with the individual.  Each person licensed by PELSB must demonstrate 
professional commitment by being a discriminating appraiser of his/her own growth needs and possible growth 
alternatives and by actively pursuing opportunities to upgrade and improve professional capabilities.  The local 
Continuing Education Committee provides assistance through interpretation of state rules and guidelines in order to 
provide equitable implementation and to encourage a variety of growth possibilities. 
 

WHO NEEDS CONTINUING EDUCATION HOURS FOR RE-LICENSURE? 
All individuals with continuing or professional licenses are subject to PELSB continuing education rules.  This includes 
“vocational” licenses previously under the jurisdiction of local “vocational” committees and renewed under separate 
rules.  The same renewal requirements now apply to both “standard” and “vocational” licenses. 
Verification by the local continuing education committee that the applicant has completed 75 approved clock hours 
for a Tier 3 license and 125 approved clock hours for a Tier 4 license is required for renewal. Instruction and 
professional development activities meet requirements to renew licenses only if they address one or more of the 
standards in part 8710.2000. 

 

CORRELATION OF LICENSES 
Effective July 1, 2018 a Tiered Licensing was adopted by the Minnesota Department of Education. For information on 
Tiered Licensing please visit https://mn.gov/pelsb/current-educators/requirements/. The correlation of expiration 
dates will be done as follows: the first license(s) renewed – whether “standard” or “vocational” -- will be renewed to 
the expiration date of the later-expired licenses.  The correlated licenses may then be renewed in the year of expiration 
using a single set of 125 clock hours and a single application fee.  Because clock hours must be earned in the five years 
prior to renewal application, it is possible that some activities may be used for both the first and second renewals of 
such correlated licenses if those activities fall within the five years prior to BOTH renewals.  Correlation of teaching 
licenses and administrative licenses is not included in this automatic process because administrative licenses are under 
the jurisdiction of the Board of School Administrators (BOSA) rather than PELSB.   
 

https://www.revisor.mn.gov/rules/8710.2000
https://mn.gov/pelsb/current-educators/requirements/
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Individuals who have both vocational and standard licenses that already expire in the same year may renew all licenses 
with a single application fee and a single set of 125 clock hours.  Pre-approved administrative clock hours may count 
for both administrative and teaching licensure required hours. Teaching clock hours do not count for administrative 
clock hours. When administrative licenses have become correlated to teaching licenses, he the continuing education 
renewal requirements for administrative licenses are done separately, according BOSA procedure and separate fees 
apply according to BOSA. 

CODE OF ETHICS FOR TEACHERS 
All teachers are expected to know, understand, and abide by the Code of Ethics for Teachers 
(https://mn.gov/pelsb/board/ethics/).   
8710.2100 CODE OF ETHICS FOR MINNESOTA TEACHERS 
(https://www.revisor.mn.gov/rules/8710.2100/#rule.8710.2100.2)  
  

COMMITTEE MEMBERSHIP 
As required in state rules, the local committee consists of the following members: 
 
A.  Five individuals licensed by PELSB and elected by local licensed teachers.  The desired outcome is to have a wide 

representation of disciplines.  
 
B.  One individual who holds a Minnesota administrator’s license elected by the licensed administrators of the 

district. 
 
C.   One resident of the district who is not an employee of the school district and who is designated  by the local 

school board.  School board members are not considered to be employees of the district. 
  

ELECTION PROCEDURES 
The local CEU Committee will hold yearly elections. 
 
Notice of positions open on the committee and solicitation of nominations will be publicized by the chairperson by April 
30 with a written notice to all staff members at least one month before the election. 
 
Eligible voters are persons in the district who are licensed by PELSB.   
Members of the local CEU Committee will be elected in June of each year, for terms to begin no later than the following 
September.  The term of office is two years.  Reelection is subject to no limitations.  Names of committee members will 
be made known to all staff following the elections in each year. 
 
In order to fill vacancies that occur during a term, the CEU Committee will appoint an eligible replacement. 
 

Prior to PELSB’s required deadline each year, the membership roster for the current school year must be 
submitted to PELSB.  Failure to submit the roster by PELSB’s required deadline will result in deactivation of the 
committee’s access to the PELSB Clock Hour Reporting System. 

 

COMMITTEE MEETINGS 
No later than the last day of September of each year, the CEU Committee will hold an organizational meeting, at which 
time a chairperson and secretary will be chosen, and an orientation provided for new CEU Committee members.  This 
meeting is also a regularly scheduled work meeting.  A schedule of meetings will be established and published to those 
subject to the CEU Committee’s jurisdiction.  
 

https://mn.gov/pelsb/board/ethics/
https://www.revisor.mn.gov/rules/8710.2100/%23rule.8710.2100.2
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If it becomes necessary to change the date of the meeting, the CEU Committee will notify the affected persons prior to 
the new meeting date.  Additional meetings may be called by the chairperson of the CEU Committee or by written 
request of three or more of the members.   
 
For the purpose of transacting business, a quorum is more than 50 percent of the total voting membership of the CEU 
Committee.  A majority vote of the CEU Committee members present and voting is sufficient to take action. 
 
In order to facilitate planning of the meeting agenda, licensed staff will submit their applications for clock hours to the 
CEU committee at least one week before a regularly scheduled meeting.  To avoid a backlog of work for the CEU 
Committee at any one meeting, applicants are encouraged to submit requests for final approval of clock hours within 
one year after completion of the renewal activity. 
 
Approval for emergency requests during periods when the CEU Committee does not meet (for example, summers) may 
be obtained by contacting the chairperson or secretary, who are authorized to consult with one or two other CEU 
Committee members and take action on the emergency request.  This procedure is limited to actual hardship situations 
and is not to be employed simply as a convenience measure or as a substitute for proper CEU Committee action. 
 
At regular meetings of the CEU Committee, the chairperson apprises the members of any correspondence.  The CEU 
Committee receives clock hour applications and assigns the numbers of clock hours earned for each licensed staff 
person.  In order to ensure consistent and equitable interpretation, any applications that do not readily conform to 
established guidelines are discussed by the CEU Committee and clock hours assigned based upon a file of past decisions 
and practices that is maintained for each category.  A CEU Committee member’s signature is affixed to each approved 
clock hour application.  
  

COMMITTEE DUTIES 
A.   Establish Written Operational Guidelines. 
 

1. Establish meeting schedule and procedures and assign clock hour allocations for each activity category 
according to state rules.  

 
2. Inform staff of committee membership in the spring through a notice to all teachers via e-mail. 
 
 Complete local bylaws will be posted on the HVED website (www.hved6013.org) whenever significant 

changes are made.   
 
3. Hold an annual open hearing in the fall of each year to allow teachers in the district to review guidelines 

and committee operation. 
  

Notice of the hearing will be provided by written notice from the secretary at least five (5) days in 
advance of the hearing. 

 
  A working draft of local guidelines and proposed revisions will be available on the HVED website  
  prior to the local hearing. 
 

If possible, all committee members will be present at the hearing. 
 
The hearing must continue until everyone who wishes to speak has had an opportunity to do so. 
 

http://www.hved6013.org/
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Although input received at the hearing is not binding, the local committee will consider modifications 
consistent with licensure rules, if the information received during the hearing indicates that changes are 
necessary or desirable. 

 
B.  Provide recommendations to PELSB for the renewal of teaching licenses.  

1. Act, within a reasonable time, upon requests for recommendation for renewal of the continuing 
license by determining whether the applicant has met renewal requirements.  

 
2. Provide supporting evidence to PELSB when an appeal is taken from a decision of the local committee.  

 
C.  Forward to the PELSB the following information:  

1. Prior to November 1 of each year, verification of current membership of the local committee.  
 

2. Prior to November 1, 1980, and every five (5) years thereafter, a copy of the published local committee 
guidelines. At such time that substantial changes are made in local guidelines, a revised copy of these 
guidelines shall be forwarded to PELSB.  

 
3. During February of each year, any recommendations the committee has for modifications in the 

continuing education rule, based upon an evaluation of procedures and criteria for granting clock hours.  
 
D.  Provide those services and reports that may be required from time to time by PELSB.  
 
E.  Provide recommendations to appropriate personnel concerning the in-service needs of the district.  
 

If possible, in order to make recommendations for in-service needs of the district, the committee will have one 
of its members be a part of the school district staff development committee, so that concerns can be reported 
from both groups. 

  
 
 

COMMITTEE MEMBER DUTIES 
In addition to sharing operational duties with other committee members, the chairperson calls and conducts meetings, 
prepares agendas, records approved clock hours into the PELSB Clock Hour Reporting system, provides leadership in 
orienting new committee members, serves as liaison and contact person in the committee’s relationship with outside 
agencies and individuals, and coordinates revision of local guidelines when needed. 
 
In addition to sharing operational duties with other committee members, the secretary records the minutes of each 
meeting and distributes them to the committee members and administration, at least five (5) days before the next 
meeting of the committee, handles committee correspondence and announcements/posting, maintains re-licensure 
records, the secretary also chairs the committee when the chairperson is absent. 
 
Though the officers may not personally perform all of the assigned duties, they are responsible for their timely and 
successful performance. 
 

 
RESPONSIBILITIES OF LICENSEES 
It is the responsibility of the person seeking the renewal of a continuing license to submit the request forms, appropriate 
verification and other supporting materials to the local committee of the employing school district, in accordance with 
procedures and the due dates established by the committee and stated in these guidelines. It is also the responsibility 
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of the applicant to complete the application and submit the processing fee online through the Minnesota Department 
of Education after approval by the committee. Although recordkeeping is one of the committee’s functions, licensure 
is a personal responsibility, and each applicant is urged to keep a duplicate set of records as a safeguard against 
accidental mishap during the re-licensure process.  
 
Clock Hour Approval/Pre-Approval Forms may be obtained online at https://www.hved6013.org/ 
on the “Continuing Education” tab in the Staff Portal.   
CEU hours are submitted via two different forms, depending on the submission.   
All CEU hours awarded by HVED, Infinitec, Region V, Region 10 or MDE should be submitted on the Auto-Approved 
Excel form.  This form should be completed and scanned as the coversheet along with those certificates.   
CEU hours awarded by other organizations must be reviewed by the CEU Committee.  Those hours will require an 
Approval Form for each certificate.  This form should be completed and scanned with each certificate.  
All submissions should be organized and scanned to ProfessionalDevelopment@hved.org.  
 
Licensed staff must submit their requests for clock hours to the committee at least one (1) week before a regularly 
scheduled meeting.  It is the individual’s responsibility to find out the schedule of meetings.   
 
The CEU committee must verify that the applicant has completed 75 approved clock hours for a Tier 3 license and 125 
approved clock hours for a Tier 4 license, per the requirements for renewal. Instruction and professional development 
activities meet requirements to renew licenses only if they address one or more of the standards in part 8710.2000. 
The clock hours must be earned in at least two (2) categories. An applicant who seeks renewal of a Tier 4 license for 
two or more areas should allocate at least 30 clock hours to each of the licensure areas for a total of no fewer than 
125 clock hours, with priority given to work in areas where the candidate is employed during the licensure period. An 
applicant who holds an administrative license or licenses may allocate clock hours for the renewal of their teaching 
license under this subpart.  

 
A teacher’s five (5) -year block includes all clock hour activities granted for experiences prior to the date of license 
expiration.  Clock hours earned after an application for online renewal has been received by PELSB (as indicated by 
“Date Registered” on the website) may be applied to the next renewal period.  
 
IMPORTANT INFORMATION: Clock Hours: Requirements for Renewal of Professional Licenses 
https://www.revisor.mn.gov/rules/8710.7200/. (MN Rules 8710.7200, Subpart 2: Renewal clock hours. Verification by 
the local continuing education/re-licensure committee that the applicant has completed 75 approved clock hours for a 
Tier 3 license and 125 approved clock hours for a Tier 4 license, per the requirements for renewal. Instruction and 
professional development activities meet requirements to renew licenses only if they address one or more of the 
standards in part 8710.2000. 
In addition to selecting the Activity Type, the requirement being met by the training must be selected.  Currently those 
requirements are: 
  General clock hours 
  Accommodation, Modification and Adaptation of Curriculum, Materials, and Instruction 

  Cultural Competency Training (required for Tier 1 license renewal starting June 2019: all license renewals starting  
      June 2020). 
  English Language Learners (minimum 1-hour CEU requirement) 
  Further reading preparation as defined in MN Statute 122A.06, Subd. 4.  This requirement applies to all full    
      professional licenses issued by the Board of Teaching. Exempt: school counselors, school psychologist, school    
      nurses, school social workers, audiovisual directors and coordinators, and recreation personnel. 
  Key warning signs of early-onset mental illness in children and adolescents 
  Positive behavior intervention strategies 
  Suicide Prevention (minimum 1-hour CEU requirement) 

https://www.hved6013.org/
mailto:ProfessionalDevelopment@hved.org
https://www.revisor.mn.gov/rules/8710.2000
https://www.revisor.mn.gov/rules/8710.7200/
https://www.revisor.mn.gov/rules/8710.2000
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  DHH Teachers Only: Minimum 30 of the 125 continuing education clock hours must be on hearing loss topics including 
American Sign Language (ASL), ASL Linguistics, or deaf culture as verified by the local committee. 

 
In order to facilitate clock hour approval, the applicant needs to describe the professional objective(s) and evaluation 
clearly and thoughtfully on the clock hour approval form.  
 
HVED employees may request clock hour approval through one of the member districts.  Employees new to HVED are 
to have clock hours granted by the committee of the district where he/she was employed when the experience was 
completed. If a licensed person employed by a school district becomes employed by HVED during a renewal period, the 
applicant may request the committee to transfer clock hours already earned and granted during that renewal period 
to the local committee in the new district.  
 
Persons who have not been employed by a school district for a period of time will be granted clock hours in one of the 
following ways:  
 
1. Hours may be granted by the local committee of the district where the applicant was last employed, or by the 

local committee of the district where the applicant currently resides, if accepted by the local committee.  
 

2.  Persons who have never been employed on a continuing basis by a school district in Minnesota shall affiliate 
with the local committee in the district in which they reside.  

 
3.  Persons residing out of the state of Minnesota who wish to maintain continuing Minnesota licensure may 

continue a previous committee affiliation or may make application for renewal to PELSB in accordance with 
provisions of the licensure rules governing continuing education.  

 

APPEAL PROCEDURES 
Decision concerning whether to grant clock hours and the number of hours to be granted (within parameters of the 
rule) are made by the local committee, which also must consider other relevant factors.  For example, it may determine 
that hours should not be granted a second time for activities that are not essentially different.  On the other hand, it 
may determine that additional hours are applicable if new dimensions can be validated for a second experience, 
according to the description of the activity and the professional development objectives provided on the clock hour 
request form. 
 
When an applicant has not been granted the requested number of clock hours by a local continuing education/re-
licensure committee, an appeal may be made to the local committee within 20 working days after notification of the 
decision of the local committee.  Failure to file a written request with the local committee for an appeal within 20 
working days constitutes a waiver of the individual’s right to appeal. 
 
Decisions by a local committee for continuing education/re-licensure denying the appeal may be appealed to PELSB by 
the applicant within 30 calendar days after the date the denial is reaffirmed.  Appeals forms for the state level are 
available on the PELSB website.  For local appeal, no special forms are required.  
 
In the event that the clock hours under appeal result in loss of licensure, it shall be the responsibility of the licensee to 
inform PELSB.  The Board shall extend the previous license until all avenues of appeal have been exhausted. 
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CLOCK HOUR CATEGORIES AND INFORMATION 
The first continuing license, valid for five (5) years, is issued to applicants who hold a valid entrance license and have 
met the requirements for the issuance of the continuing license as set forth in the rules of PELSB. 
 
A license renewal period begins on July 1 of the year of expiration. Applications for renewal are accepted for processing 
by PELSB after January 1 of the year of expiration. A valid continuing license will be renewed for subsequent five (5)-
year periods when an applicant presents evidence of having been granted 125 clock hours by the local continuing 
education/re-licensure committee during the five (5)-year period immediately preceding the date on which the renewal 
is to be made effective.  
 
A clock hour is defined as “an hour of actual instruction, supervised group activities, or planned professional 
development.” Current emphasis in continuing education for teachers is on professional development.  
 
All experiences must be appropriate to the licensure area and be justified as experiences that aid the applicant in 
maintaining and improving general, academic, or professional qualifications. Clock hours must be earned from at least 
two (2) activity categories and be accumulated within the five (5)-year period from July 1 of the year of issuance through 
June 30 of the year of expiration. Hours may not be “banked” for use toward future renewals. An applicant requesting 
renewal of a license to teach must earn a minimum of 125 clock hours during each five (5)-year period preceding 
application for licensure renewal. An applicant may not bank clock hours for purposes of re-licensure, but clock hours 
earned after an application for renewal has been submitted may be applied to the next renewal period.  
 
An applicant who seeks renewal of a continuing license for two (2) or more areas should allocate at least 30 clock 
hours to each of the licensure areas for a total of no fewer than 125 clock hours, with priority given to work in areas 
where the candidate is employed during the licensure period. Those candidates possessing administrative licensure 
may allocate clock hours for the renewal of teaching licensure in this same manner.  
 
Forms should be carefully completed, with the month, day, and year of the experience noted as well as the hours 
involved in the experience. A copy of the request form will be returned to the applicant with the committee’s action 
noted. A copy returned and so marked indicates that the clock hours have been entered on the permanent record. A 
memorandum from the CEU indicating progress to date towards licensure requirements will be attached. 
 
The clock hour categories A through I2 are specified in the re-licensure rule and MUST be adopted by all local 
committees.  See “Clarification of Categories” on pages 7 - 11 for a detailed explanation.  Except for item H1, teaching 
experiences for which licensure is required do not qualify for clock hour credit.  
 

CLARIFICATION OF CATEGORIES  
A)   Relevant course work completed at accredited colleges and universities.  
16 clock hours may be earned for each completed quarter hour of college credit: 24 hours for each completed semester 
hour. Copy of transcript or grade slip must accompany request.  
Maximum: 124 clock hours in a five (5)-year block.  
 
(Content may apply to instructional/professional development experience for preparatory and graduation standards.)  

 
NOTE: An audit of a non-credit course (appropriate for professional growth) requires verification from the teacher of 
the course that work completed was equivalent to work required for credit, in which case, clock hours will be equal to 
clock hours for a course for credit. If work was not equivalent, the experience will be treated as a workshop and 
evaluated on a clock hour basis.  
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B) Attendance at educational workshops, conferences, institutes, seminars, or lectures in areas appropriate to 
licenses held.  

One (1) clock hour per hour of experience.  
 
(Content may apply to instructional/professional development experience for preparatory and graduation standards.)  

 
To be verified by attendance certificate or written statement from workshop sponsor, with validation of number of 
hours of participation.  
 
NOTE: These are organized, structured learning experiences presented and attended for the purpose of professional 
development in education. They do not include travel time to the workshop, registration, meal or coffee breaks, 
negotiation sessions, or “business meeting” portions of professional meetings.  
 
Acceptable examples: Educational conferences, community education classes, audited college classes, coaching clinics.  
 
C)  Attendance at staff development activities, in-service meetings, and in-service courses.  
One (1) clock hour per hour of experience.  
 
(Content may apply to instructional/professional development experience for preparatory and graduation standards.)  

 
To be verified by attendance certificate or written statement of in-service sponsor, with validation of number of hours 
of participation.  
 
NOTE: This category does not include regular faculty meetings or preschool workshop hours spent working on 
preparation for one’s own contracted assignment.  
 
Acceptable examples: Local in-service/staff development workshops or courses, portions of fall preschool local 
workshop that are structured educational learning experiences.  
 
 
D)  Building, district, regional, state, national, or international curriculum development.  
One (1) clock hour per hour of experience.  
 
To be verified by written statement of administrator of the educational unit responsible for the curriculum 
development, with validation of number of hours of participation.  
 
Acceptable examples: Development of curriculum, curriculum leadership teams, conference presenter.  
 
E)  Engagement in formal peer coaching or mentorship relationships with colleagues.  
One (1) clock hour per hour of experience.  
 
Acceptable examples: New teacher mentor/mentee.  
 
F)  Professional Service in the following areas:   
 
F1)  Supervision of clinical experiences of persons enrolled in teacher licensure programs.  
Supervision of clinical experiences of persons enrolled in teacher licensure programs for one quarter equals 16 clock 
hours or one semester equals 24 clock hours. No more than 30 clock hours may be granted in a five (5)-year re-licensure 
period for supervision.  
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To be verified by written statement of local administrator or college representative responsible for the student teaching 
experience, with validation of number of hours of participation.  
 
Acceptable examples include supervision of: student teacher(s), practicum(s), teaching assistant(s).  Further 
clarification of hours granted is available upon request.  
 
F2)  Membership on national, state, and local committees involved with licensure, teacher education, or 

professional standards.  
One (1) clock hour per hour of experience.  
 
To be verified by written statement of committee chairperson or representative of agency responsible for committee 
operation, with validation of number of hours of participation.  
 
NOTE: Membership on other committees is NOT INCLUDED in this category.  
 
Acceptable examples: Continuing Ed Committee, Staff Development Committee, NBPTS (National Board for 
Professional Teaching Standards), Professional Education Advisory Programs.  
 
F3)  Participation in national, regional, or state accreditation.  
One (1) clock hour per hour of experience.  
 
To be verified by written statement of representative of accrediting agency, with validation of number of hours of 
participation.  
Acceptable examples: North Central Accreditation, state vocational program evaluation, NCATE (National Council for 
the Accreditation for Teacher Education).  
 
G)  Leadership experiences in the following areas:  
 
NOTE: The rule requires these activities to be “leadership” experiences, meaning beyond normal “membership” or 
“participation.”  
 
G1)  As a leader, development of new or broader skills and sensitivities to the school,  

community, or profession. 
 One (1) clock hour per hour of experience.  

 
To be verified by written statement of representative of the agency or organization in which the activity occurred, with 
validation of the applicant’s leadership role, the hours of participation, and the way in which the service contributed to 
the well-being of the agency or organization.  
 
Acceptable examples: Scouting or 4-H leadership, jury duty, political leadership, region or state advisor, leadership in 
community, chair of a committee or study group, chaperone.  
 
G2)  Publication of professional articles in a professional journal in an appropriate field.  
One (1) clock hour per hour of experience.  
 
To be verified by copy of the article and a summary of the experience, including number of hours and type of research 
used to develop new knowledge for incorporation into the article.  
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G3)  Leadership positions in professional organizations related to the areas of licensure held.  
One (1) clock hour per hour of experience.  
 
To be verified by written statement from an official representative of the professional organization, with validation of 
number of hours and type of active leadership.  
 
Acceptable examples: Leadership positions such as president, committee chair, or other officer in MBEI, MITEA, HEED, 
National Council of Teachers of English, etc.  
 
H)  Opportunities to enhance knowledge and understanding of diverse educational settings in the following 

areas:  
One (1) clock hour per hour of experience.  
 
H1)  Experiences with lifelong learners of another age, ability, culture, or socioeconomic level.  
To be verified by written statement from the administrator of the educational agency for which the teaching was done, 
with validation of number of hours of active student contact and a description of student characteristics in regard to 
being “of another age, ability, culture, or socioeconomic level” compared to the teacher’s regular assignment.  
NOTE: These experiences must not be a matter of teaching the same content repeatedly or of simply teaching one’s 
regular assignment in a different setting or time frame (such as in an extended summer school contract). Repeated 
experiences will be evaluated in terms of diminishing return and the degree to which professional growth results.  
 
Acceptable examples: ESL (confirm current name and acronym) instruction, teaching adult education classes, 
supervision of Community Service Learning students, judging.  
 
H2)  Systematic, purposeful observation during visits to schools and to related business and industry.  
Does not require preapproval.  
 
Preapproved Travel or Work Experience  
One week of preapproved travel or work experience for purposes of improving instructional capabilities equals ten (10) 
clock hours. No more than 30 clock hours may be granted in a five (5)-year re-licensure period for travel or work 
experience. (One week = 5 days/2 per day.)  
 
(Exception: The limit of 30 clock hours may be waived when the local committee determines that the preapproved 
travel or work experience is critical to the teacher’s advanced or current skills for the teacher’s assignment; for example, 
travel to experience language or cultural immersion by a teacher of world language.)   
 
I1)  Travel for purposes of improving instructional capabilities related to the field of licensure.  
Preapproval is necessary. 
  
To be verified by submitting a detailed trip itinerary (including appropriate transportation, lodging, and/or trip receipts); 
clearly stated educational objectives for the trip; a summary report of the experiences undertaken to accomplish the 
objectives; and justification of how the experience contributed to improved instructional capabilities.  
 
I2) Work experience in business or industry appropriate to the field of licensure.  
Preapproval is necessary.  
 
To be verified by written statement from the employer, with validation of work hours and duties. Self-employment is 
to be verified as bona fide work experience by a written statement from a reputable representative of the work field in 
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which the self-employment occurred or from copies of the applicant’s business records, with validation of number of 
hours/duties.  
 
NOTE: The work experience must consist of more than repetition of what the applicant already knows.  
 

EXCEPTIONS (All applicable mandatory requirements must also be met; see last page of this guidebook for 

current PELSB requirements.) 
Exception for National Board Certification  
Verification that a teacher is actively engaged in and making progress toward National Board of Professional Standards 
Certification or other national professional teaching certification approved by PELSB at the time of renewal as 
equivalent to fulfilling all clock hour requirements for Tier 3 or 4 license renewal. Committees shall accept verification 
that a teacher has earned National Board or other approved certification as equivalent to all clock hour requirements 
during the life of the certificate. If the certificate expires during the applicable renewal period, the local committee shall 
prorate hours completed under this exception and require completion of a prorated number of clock hours for the 
years the certificate is not in effect. (https://www.revisor.mn.gov/rules/8710.7200/). 
 
Exception for Certificate of Clinical Competence  
An Educational Speech Language Pathologist’s holding the ASHA Certificate of Clinical Competence is approved as a 
substitute for the 125 clock hours regularly required for renewal of licenses. For license renewal purposes, therefore, 
the Certificate of Clinical Competence parallels the already-approved National Board of Professional Standards 
certification.  
 
A licensee holding this certificate is exempt from the renewal clock hour requirements for the years in which the 
licensee holds that certificate. Thus, for each year of the five (5)-year renewal period in which the certificate is 
maintained, the licensee is exempt from 25 clock hours. Local committees will accept verification of holding that 
certificate as equivalent to fulfilling the clock hour requirements. 

All Speech Language Pathologists renewing licensure must also provide verification to the local continuing education 
committee of meeting MN Rule 8710.7200 Subpart 2 requirements of professional development activities addressing 
all mandates with the exception of the Reading Preparation and English Language Learner mandates.  This is subject 
to changes with the PELSB Renewal Requirements.  See last page of this document for the current chart from PELSB. 

Exception for National Certified School Psychologist (NCSP) - Continuing Education Clock Hour Exemption for School 
Psychologists 
Local committees will accept verification of holding NCSP certification as equivalent to fulfilling the 125 clock hour 
requirements. 

All school psychologists renewing licensure must also provide verification to the local continuing education 
committee of meeting MN Rule 8710.7200 Subpart 2 requirements of professional development activities addressing 
all mandates with the exception of the Reading Preparation and English Language Learner mandates.  This is subject 
to changes with the PELSB Renewal Requirements.  See last page of this document for the current chart from PELSB. 

The HVED CEU Committee requests copies of the NCSP certificates to cover the five (5)-year license renewal 
period.  Hours will be prorated for NCSPs who hold the certificate for less than the entire five (5)-year period.  

https://www.revisor.mn.gov/rules/8710.7200/
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Hiawatha Valley Education District 
Continuing Education Clock Hour Approval/Pre-Approval Request Form 

HOURS AWARDED BY HVED, INFINITEC, REGION V, REGION 10 OR MDE SHOULD BE SUBMITTED ON THE “AUTO-APPROVED HOURS“ EXCEL DOCUMENT 
 

Name:  __________________________________________ Date:   _________________________ 
File Folder number:  ________________________________ License Expiration Date: ___________ 
License(s) to which this applies:  ___________________________________________________________   

 

Activity Category (select one):   See back side for category information and requirements. 
 

 A      B      C      D      E      *F1      F2      F3      G1      G2      G3      H1      H2      *I1 **      I2** 
*Maximum of 30 clock hours                    **Must be preapproved.  Attach one-page rationale and plan. 

       
Check all that apply: 
  General clock hours 
  Accommodation, Modification and Adaptation of Curriculum, Materials, and Instruction 

  Cultural Competency Training (required for Tier 1 license renewal starting June 2019: all license renewals starting  
      June 2020). 
  English Language Learners (minimum 1-hour CEU requirement) 
  Further reading preparation as defined in MN Statute 122A.06, Subd. 4.  This requirement applies to all full    
      professional licenses issued by the Board of Teaching. Exempt: school counselors, school psychologist, school    
      nurses, school social workers, audiovisual directors and coordinators, and recreation personnel. 
  Key warning signs of early-onset mental illness in children and adolescents 
  Positive behavior intervention strategies 
  Suicide Prevention (minimum 1-hour CEU requirement) 
  DHH Teachers Only: Minimum 30 of the 125 continuing education clock hours must be on hearing loss topics including 
      American Sign Language (ASL), ASL Linguistics, or deaf culture as verified by the local committee. 
 
 

Dates and Description of Experience:   Attach certificate of participation or obtain verification signature.      
Attach transcripts for college credits. 

 

Experience: _______________________________________________________________________________ 
Date of Experience: ________________________          Number of Clock Hours: ________________________ 

Description of Experience if Agenda not included:  

  
 
 

 
_____________________________________________ 
Applicant Signature 
 

LOCAL COMMITTEE ACTION:         
  Approved for _____ Clock Hours                                                                     
  Not approved because:                   ___ no verification                                          ___ max reached in category           
      ___ max reached for licensure      ___too old (not with five-year block)           ___other: _________________   
      ___ Pre-approved to I1 (travel) and I2 (work experience).  Attach copy of endorsed pre-approval form for     
              final approval.   
  Included in CEU Exception Tracking Spreadsheet 
 
Committee Signature:  ________________________________________                Date Reviewed: ___________________      
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HIAWATHA VALLEY EDUCATION DISTRICT CONTINUING EDUCATION GUIDELINES 
125 clock hours are required for each 5-year license period in at least 2 categories.  A clock hour is defined as an hour of actual 
instruction, supervised group activities, or planned individual professional development.  Paid positions or activities are not 
eligible.  A semester credit is equal to 24 clock hours.  A quarter credit is equal to 16 hours. 
 
After clock hour approval, you must renew your license online at the Professional Educator Licensing and Standards Board 
website (PELSB): 
https://mn.gov/pelsb/current-educators/renew/ 
Note:  At your first submission of the year, please attach your licensure information on the MDE website which can be found at:  
https://w1.education.state.mn.us/CELApplication/.  You will need your file folder number and license serial number available 
to use this system.  
 
 

A MINIMUM OF 90 CLOCK HOURS ARE REQUIRED IN THE FOLLOWING CATEGORIES: 
(You may earn all 125 clock hours in 2 of these categories.) 

 
A.  Relevant coursework completed at accredited colleges and universities; 
B.  Educational workshops, conferences, institutes, seminars, or lectures in areas appropriate to licenses held; 
C.  Staff development activities, in-service meetings, and courses; 
D.  Curriculum development on site, district, regional, state, national, or international levels; 
E.  Engagement in peer coaching or mentorship relationships with colleagues that addresses one or more of    
      the standards in part 8710.2000. 

 

A MAXIUM OF 35 HOURS MAY BE EARNED IN THE FOLLOWING CATEGORIES: 

(A maximum of 30 clock hours for travel and supervision in each five-year relicense period is permitted.) 

 

F.  Professional Service: 

         (1)  supervision of clinical experiences of persons enrolled in teacher preparation programs (MAX 30); 

         (2)  participation on national, state, and local committees involved with licensure, teacher education, or 

                Professional standards; 

         (3)  participation in national, regional, or state accreditation. 

 

G.  Leadership Experiences: 

         (1)  development of new or broader skills and sensitivities to the school, community, or profession; 

         (2)  publication of professional articles in a professional journal in an appropriate field; 

         (3)  volunteer work in professional organizations related to the areas of licensure held. 

 

H.  Opportunities to enhance knowledge and understanding of diverse education settings: 

         (1)  experiences with student of another age, ability, culture, or socioeconomic level; 

         (2)  systematic, purposeful observation during visits to school and to related business and industry. 

 

I.   Preapproved travel or work experiences: 

         (1)  travel for purposes of improving instructional capabilities related to the field of licensure (MAX 30) 

         (2)  work experience in business or industry appropriate to the field of licensure. 

      One week of preapproved travel = 10 clock hours.  No more than 30 hours may be granted in a five-year   

      re-licensure period. 

 
PLEASE SCAN AND SUBMIT ALL PAPERWORK TO ProfessionalDevelopment@hved.org 

You will receive an update on your CEU hours after hours have been entered. 
 

https://mn.gov/pelsb/current-educators/renew/
https://w1.education.state.mn.us/CELApplication/
mailto:ProfessionalDevelopment@hved.org
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