The BOARD OF REVIEW Process
for Initial Certification Students

The Board of Review is a faculty committee whose purpose is to evaluate and guide the programs for all ME-PD students. Prior to the completion of nine (9) graduate credits, ME-PD candidates must complete and submit a proposal packet to the Board of Review. The proposal must include a list of chosen coursework, determination of a culminating project, and a professional statement.  

Completing the documents and the Board of Review process is an essential component of the ME-PD program; students who neglect to participate will be blocked from registering and continued progress on their ME-PD degree.

Each ME-PD candidate’s approved proposal acts as a guide through their chosen course of study. Once the process is complete, students will have a clear understanding of the specific requirements necessary for both teacher certification and the ME-PD degree. Once the Board of Review Document is complete, it will act as a tool that will guide you through your course of study. 

DIRECTIONS

Timing
Plan to complete your Board of Review proposal and presentation during your first or second semester in the ME-PD program. Waiting longer than this can result in blocked registration or extending the amount of time you need to complete the degree requirements.

You will be contacted by the ME-PD Graduate Assistant approximately six weeks before your Board of Review documents are due, and provided with templates and examples for each required component of the proposal packet. Please make an appointment with your academic advisor as soon as possible after receiving the documents; your advisor’s signature is required on the forms, and their assistance is beneficial in completing the documents. 
Components
A) Professional Statement:

The professional statement should serve as an introduction to the members of the Board of Review. The professional statement should include a ME-PD student’s:
· Educational and professional experience and background;

· Reasons for choosing to pursue teacher licensure;

· Reasons for choosing the ME-PD program; and
· Objectives for learning throughout the ME-PD program, describing the types of information, skills, and competencies the student hopes to gain through participating in the program. 
For further clarification, use the example statements as a guide. The personal statement should be no longer than a page and a half. Type the statement in Microsoft Word.
B) Graduate Coursework Checklist (#1):
You will a Microsoft Excel file which contains the checklists. Fill out the checklist electronically, and print from Excel. If you need help using this program, please contact the Graduate Assistant at 608-785-5409. 

The graduate coursework checklist is specific to each certification area. Follow the appropriate checklists for your chosen certification level.  A transcript will aid in your completion of these checklists; copies of transcripts may be picked up at the Registrar’s Office in Main Hall.
Enter the credits and grades for all coursework included in your program, including those courses you have not yet taken. 
Enter “IP” for those courses you are currently enrolled in.

For transfer credits, refer to your transcript to find the code listed. Many students begin the initial certification program as special non- degree students or GXXX. Many students begin the initial certification program as special non- degree students or GXXX. Place these GXXX courses in the first column; with the credits for course immediately behind the code. The entry for such a course should look like this:  GXXX(3), GXXT(3) or GXXE(3). Leave the second column blank, as these credits do not count toward your ME-PD minimum. 

If you are transferring credits from another program at UW-La Crosse place these credits in the first column, as well. For example, transfer credits from the Master of Business Administration program should look like this:  GMBA(3). Leave the second column blank, as these credits do not count toward your ME-PD minimum. 
If you are transferring courses from another accredited college or university, enter the name of the institution in the first column. The entry should look like this: UW-Madison (3). Leave the second column blank, as these credits do not count toward your ME-PD minimum.
Enter the total number of 700-level credits and the total number of 500/600 level credits, including those courses you have not yet taken.
C) Undergraduate and Deficiency Checklist (#2): 
You will receive a Microsoft Excel file which contains the checklists. Fill out the checklist electronically, and print from Excel. If you need help using this program, please contact the Graduate Assistant, at 608-785-8673. 

The undergraduate and deficiency coursework checklist is specific to each certification area, and lists courses you need to take for your specified content area. This checklist also lists the undergraduate course requirements that are needed for certification. Additionally, this form contains a checklist for a culminating activity, other important information and an area for signatures. 

Follow the appropriate checklists for your chosen certification level.  A transcript may aid in your completion of these checklists; copies of transcripts may be picked up at the Registrar’s Office in Main Hall.

Enter the credits and grades for all coursework included in your program, including those courses you have not yet taken. 
Enter “IP” for those courses you are currently enrolled in.

Make sure that your declared major/minor is certifiable. This information is available in the ME-PD office or on the ME-PD website (link).
You should have received a major/minor evaluation letter to determine your deficiencies in your content area. The ME-PD office should also have a copy of this letter. Use this evaluation to determine what coursework is placed in the deficiencies section.
Make an appointment with your advisor for approval of your Board of Review document and to receive her/his signature. 

Make sure to sign your document. 
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