
Continuing Teacher & Leader 
Education Hours (CTLE)
District Process



All Teachers Must Register with the TEACH System

As of July 1, 2016 all certified teachers needed to register with the State Education 
Department’s TEACH System. 

Steps for Registering on TEACH

https://drive.google.com/file/d/0B9Q7a2TEF-fTZ05DUUhaVEw5X01vM1diejdtUlVkQ2dFSmdn/view?usp=sharing


State Regulations for CTLE-                                                             
Continuing Teacher & Leader Education (CTLE) Requirements

As indicated in the chart below, professionally certified classroom teachers/educational 
leaders and Level III Teaching Assistants will be required to complete 100 hours of 
Continuing Teacher & Leader Education hours during each five (5) year registration 
period.  CTLE hours have replaced the 175 hour requirement which was in place prior to 
July 1, 2016.



Acceptable CTLE Activities

Approved CTLE activities will be professional learning which is related to your teaching 
certificate and applicable as pedagogy, content or ELL specific training.  This includes 
activities such as:

● Collaborating with other teachers to examine case studies of student work and development as part 
of an approved activity;

● Participating in courses and other learning opportunities delivered from many providers, such as 
institutions of higher education, teacher centers, BOCES, school districts and independent 
professional development service providers;

● Coursework linked to improvement of instructional technique or content knowledge, which may or 
may not be in pursuit of a teaching or advanced teaching degree;

● Coursework for more advanced certification;



Acceptable CTLE Activities

Approved CTLE activities will be professional learning which is related to your teaching 
certificate and applicable as pedagogy, content or ELL specific training.  This includes 
activities such as:

● Curriculum planning and development;
● Participating in formal programs of peer coaching or participation in peer review;
● Participating in Professional Development School activities or other school-college teacher 

development partnerships;
● Serving on CDEP (Comprehensive District Education Plan), or DCEP (District Comprehensive 

Education Plan), or CEP (Comprehensive Education Plan), or other school leadership activities or 
committees;

● NYSTCE "assessor" or test development committee member;
● Development of Statewide curriculum; 



Ken Ton CTLE Providers

District:

CTLE Eligible activities which take place on 
Superintendent Conference and Early Release 
Days

Dates for 2018/19:

Superintendent Conference Days: 8/29/18, 
8/30/18, 11/6/18, 5/10/19

Early Release Days:  9/27/18, 1/25/19, 3/27/19

Kenmore Staff Development Center:

All workshops which are successfully completed 
may be used as CTLE credits.



Ken Ton CTLE Process
District:

Teachers and administrators who must report 
hours to the TEACH System will submit a 
Verification of Attendance to their supervisors.  
The form is located on the Staff Development 
website.

The original signed form will be sent to the Staff 
Development Center.

The Center will then post the hours and issue a 
District Certificate of completion.

https://www.ktufsd.org/site/handlers/filedownload.ashx?moduleinstanceid=6642&dataid=27215&FileName=DISTRICT%20CTLE%20Verification%20of%20Attendance%202018-19.pdf
https://www.ktufsd.org/site/handlers/filedownload.ashx?moduleinstanceid=6642&dataid=27215&FileName=DISTRICT%20CTLE%20Verification%20of%20Attendance%202018-19.pdf


District CTLE Certificate



Continuing Teacher and Leader Education (CTLE) 
Recordkeeping Requirements

CTLE certificate holders shall maintain a record of completed CTLE, 
which shall include: the title of the program, the total number of hours 
completed, the number of hours completed in language acquisition 
addressing the need of English language learners, the sponsor's name 
and any identifying number, attendance verification, and the date and 
location of the program. Such records shall be retained for at least three 
years from the end of the registration period in which the CTLE was 
completed and shall be available for review by the Department upon 
request. Completion certificates are not to be submitted to the Office of 
Teaching Initiatives unless they are requested.

http://www.highered.nysed.gov/tcert/resteachers/ctle.html#certholder


Continuing Teacher and Leader Education (CTLE) 
Recordkeeping Requirements

You must have an account in TEACH which will trigger a 5-year registration cycle. Professionally 
certified classroom teachers, educational leaders and Teacher Assistant Level III must complete 100 
CTLE hours (every 5 years) which can be a combination of Staff Center and District CTLE credits.  
You will not send CTLE certificates to the state unless specifically asked to do so.  Your job in the 
present is to keep a record of any CTLE hours you have completed during your first 5-year cycle. 
 
If you have a valid email address in TEACH, the state will alert you about 6 months prior to the 5-year 
cycle ending, and then you will re-register for the next 5-year cycle.  When re-registering, you will be 
prompted to "sign" a statement to the effect of: "I attest that I have completed the required 100 CTLE 
hours during my registration period."





Kenmore Staff Development Center CTLE Process

PLEASE FAMILIARIZE YOURSELF WITH YOUR 
CONTRACTUAL GUIDELINES FOR COMPLETION 
OF CREDITS. For example:

The KTA Contract which governs working 
conditions, wages, etc. specifies that each full 
time teacher will take 20 hours of professional 
learning each year of their employ. These hours 
must be completed between the start of the 
summer session (end of June) and the 
completion of the Spring session (mid-May). 

Kenmore Staff Development Center:

Participants who have successfully completed 
workshops will be sent a Certificate of Completion 
for each workshop they attend. 

Staff Development Credits are taken outside of the 
workday and become part of an annual career 
stipend to staff members who are members in one 
of the District’s bargaining units. Each unit has a 
specified number of hours staff must achieve to 
become eligible to receive the stipend.



Kenmore Staff Development Center CTLE Process

Full Time Teachers, teaching assistants and term 
substitutes who work .7 or higher are eligible to 
receive a career improvement stipend ONLY if 
they have successfully completed 20 approved 
hours of coursework.

Part time Teachers, teaching assistants and 
term substitutes who work .6 or less will be 
eligible to earn a prorated career improvement 
stipend. For example a .5 FTE will be required to 
successfully complete ten (10) hours of coursework 
to be eligible to earn a stipend of $1000 (.5 x $2000). 

Kenmore Staff Development Center:

Participants who have successfully completed 
workshops will be sent a Certificate of Completion 
for each workshop they attend. 

Staff Development Credits are taken outside of the 
workday and become part of an annual career 
stipend to staff members who are members in one 
of the District’s bargaining units. Each unit has a 
specified number of hours staff must achieve to 
become eligible to receive the stipend.



KSDC WORKSHOP CERTIFICATE OF COMPLETION



PROFESSIONAL LEARNING TRANSCRIPTS


