Application Process for

Workplace Specialist II Proficient Practitioner License -  2009- 2010
(Note: Directors need to call Robin Meyer at 1.866.542.3672 or 317.232.9001 at the Indiana Dept of Education, for a new V-90A form, as the old form mentioning OS licenses will not be accepted.  No more OS licenses are being issued. Some changes to the following may still occur as the transition from OS to WS completes.)
The process and documentation for applying for an initial WS II Proficient Practitioner license or a renewal of an WS II Proficient Practitioner license for 2009-2010 are as follows:  (Note: Be sure to make copies of all documents for both the applicant and the director before mailing any documents, whether to the PDP representative, online instructor, or the Indiana Division of Professional Standards (IDPS).)  WS I Initial Practitioner licenses are requested directly to the IDPS through the local CTE director.  The PDP representatives or OS I/WS I trainers are not involved with the WS application process. NOTE: All teacher applicants for any license must verify a valid CPR certification and provide the results of a recent criminal background check.  See items #4 & #5.
1) Directors only may obtain the State Form 46594; V-90A, “Request for Evaluation of Credentials.”  This form may be photocopied.  

a. This must be obtained by the CTE Director from the Indiana Division of Professional Standards.  They will not be provided by the IDPS directly to teacher applicants. See the information below the heading of this page on h9ow to acquire the new V-90A form.
b. For all applicants, complete sections A, B, C, and F (indicating either WS II Proficient Practitioner renewal, or initial, if first WS II Proficient Practitioner license.  These are five (5) year licenses.)
c. For initial WS II Proficient Practitioner license applicants, also complete sections D and E.

d. Note: Only initial WS II Proficient Practitioner applications require the signature of an online OS I/ WS I instructor.  Renewals do not require a PDP representative signature on the V-90A.

2) For those renewing an WS II Proficient Practitioner license, attach documentation for all activities identified on the PDP and/or change form (also attached).  Affix the teacher and director signatures and dates under “Completion” on the current (completed) PDP.

3) For all WS II Proficient Practitioner applicants, in cooperation with the CTE director, prepare a new proposed PDP for the next license cycle, checking the PDP point chart for Workplace Specialist license applicants to confirm the minimum standards are met.  After the teacher and director are in agreement, both should sign and date the form under “Approval”.  Note that some applicants may have activities required based on Basic Skills test results.  These requirements are to be noted by checking the appropriate lines on the PDP. (Note: This only applies to initial WS II Proficient Practitioner license applicants).  If all three areas (Reading, mathematics, and language) are required, the minimum point requirement will be 135 points, 45 of which may be achieved prior to the WS II Proficient Practitioner license being issued. Courses taken to meet the Basic Skills test requirements require a grade of “B” or better, and the pass/fail or credit/no credit will not apply. Acceptable courses are: From Ivy Tech: For Math: MATH 050, 070 or 080; for Reading: ENG 032, for Language: ENG 025.  Equivalent courses from other institutions may be considered for use as a possible course substitute. Also: Any 100 level or above in appropriate content areas at a four year institution should be acceptable.  
4) Obtain a limited criminal history background check from the Indiana State Police.  This may be requested by most schools systems online for no fee.  It may also be obtained by contacting or visiting a State Police branch office for a fee. Most schools can obtain these electronically for free for a teacher. This may be no more than six (6) months old, so background check used for previous license application will not apply.
5) For all license applicants: Provide documentation of valid CPR certification. 


Visit http://www.doe.state.in.us/dps/cpr_certification.html for additional information.
6) For renewal applicants, send only the current and new PDPs with supporting documentation for completion of the current PDP to the PDP representative for final authorization. (Be sure both the teacher and director have signed before sending.)  Include a stamped envelope addressed to the director for the return of the fully signed form.  The supporting documentation will not be returned, be sure these are copies.
7) For initial WS II Proficient Practitioner license applicants, send the proposed PDP with the teacher and director signatures and dates and a completed V-90A form to the appropriate OS I/WS I online instructor for the final authorization signature.  Include a stamped envelope addressed to the director for the return of the fully signed form.  The V-90A form will only be signed if all OS I /WS I requirements have been completed.  The application will not be valid if any activities for the OS I/WS I training program were not sufficiently completed.

8) Please note that all application materials must be retained in a file by the CTE director by state law.
9) Send completed and fully signed application materials (V-90A, current [renewals] and new PDPs, background check, money order, Basic Skills test completion form [initial applicants only] ), to the Indiana Division of Professional Standards.  Do not include the supporting documentation in the materials sent to the IDPS; these only go to the PDP representatives.

.    IMPORTANT REMINDER:   Copies of all license application documents MUST be kept on file by the 

     Career and Technical Education Director, by state law.   Retain a personal copy as a back up.

