
WRITING, SUBMITTING AND COMPLETING YOUR IPDP 

STEP 1 
Read entire LPDC 
Guideline booklet STEP 2 

Complete IPDP 
Form 1 with 3 goals 
written out 

STEP 3 
Send Form 1 to the 
Human Resources Office 

STEP 4 
If approved, IPDP 
Committee recommends 
to LPDC for approval 

STEP 5 
LPDC notifies 
teacher/administrator 
of approval or non-
approval 

If not approved, 
revise and resubmit 

STEP 6 
After approved, take 
coursework or pursue other 
approved professional 
development activities 

 
STEP 7 

Upon completion of IPDP: 
(After Jan. 1 of year license or 
certificate expires) submit  
Form 3 along with appropriate 
documentation.  Coursework 
verification must be official 
transcripts sent from the 
University to the  Human 
Resources Department. 
 
 

STEP 11 
Application mailed to 
Ohio Department of 
Education by Human 
Resources Office 

STEP 10 
Teacher/Administrator 
completes fingerprinting 
process and application and 
returns to Human Resources 
Office along with respective 
checks 

STEP 9 
If approved, license 
application signed by 
LPDC Chairperson, then 
sent to teacher for 
completion. 

STEP 8 
LPDC verifies 
completion of 
coursework (approves 
or non-approves) 

If packet is non-approved, 
teacher/administrator may redo 
it or appeal 

Please be mindful that you must have an approved IPDP on file with the LPDC in 
order to transition a certificate to a five-year license or if you need to renew a five-
year license.   Failure on your part to have an approved IPDP could result in non-
renewal of your license and possibly impact your employment status. 


