
IMPORTANT LICENSE RENEWAL INFORMATION FOR TEACHERS, PARAPROFESSIONALS, & 
RELATED SERVICE PROVIDERS (Renewal year 2017) 

Anyone that has a certificate, license, or permit that needs to be renewed in 2016, should have received an email from 
Human Resources (on or around December 7) informing them of the licenses that need to be renewed.  Certificates, 
licenses and permits need to be in the teacher’s/RSP’s/paraprofessional’s hand prior to the beginning of the school year.  
The certificate, license, or permit expires on June 30 – it saves so much stress if you have your new license in your hand 
by June 30.   

In the email was a detailed letter with lots of information.  That information is also posted on the CTU website.  Here is 
some information and tips to help make the renewal process a smooth process. 

• Starting in 2014, all renewal licensure and permit applications are completed online per ODE requirements.  
Payment for the new license or permit is also done online. 

• Online payment is required by ODE.  Payment must be made by credit card only.  If you do not have a credit card, 
contact ODE for payment options. 

• After applying and paying online, teachers and related service providers must submit a sealed transcript or CEUs, 
IPDP approval email, a copy of current license, and a copy of proof of payment receipt from the ODE website, 
which is issued after successful completion of the online application. Documentation will not be accepted without 
the ODE proof of payment receipt.  Teachers, related service providers, and paraprofessionals must also be 
fingerprinted.   

• Teachers who hold a 4 year Resident Educator License or a 4 year Alternative Resident Educator License you DO 
NOT need 6 semester credits or their equivalent of CEUs to transition to a 5 year Professional License.  
Successful completion of the 4 year Resident Educator Program and passage of RESA is the course work.  RESA 
scores for SY2016-17 are scheduled to be posted by ODE on June 1, 2017. Once you obtain the 5 year 
Professional License you will need to begin to work on obtaining your 6 semester credits or the equivalent of 
CEUs.  If you have any questions, please email Deb Paden (Deborah Paden in the CMSD email). 

• Supporting documentation for PUPIL ACTIVITY PERMIT includes a copy of the Fundamentals of Coaching 
certificate, valid CPR certification, Concussion Training Certificate, and First Aid, Health & Safety for Coaches 
Certificate, and a copy of your proof of payment receipt from the ODE website, which is issued after successful 
completion of the online application. Documentation will not be accepted without the ODE proof of payment 
receipt. 

• District’s IRN is 043786.  LPDC IRN is 014451.  When completing your application under the Signature section, 
add IRN 043786 on the space for Superintendent Signature. 

• Documentation can be dropped off at the Welcome Center at 1111 Superior Avenue (8:00am – 4:30 pm Monday - 
Friday) or in Room 219 at the East Professional Center (MONDAYS 8:30am – 4:00pm).  When certificated staff 
members are dropping off required documents at 1111 Superior Avenue it will only take a few minutes.  CMSD 
has its own Welcome Center where CMSD employees will take your documents.  There are 2 free 15 minute 
parking spots on 12th Street (right by the entrance to 1111 Superior) as well as metered parking.  The CMSD 
Welcome Center is on the first floor and the entrance to the building is on the corner of East 12th & Superior. 

• Certificated/licensed employees that need help submitting the application online can come to Room 219 at CMSD 
East Professional Center on Mondays from 8:30am to 4pm. 

• If you are renewing an Education Aide Permit, you DO NOT need to come to Human Resources.  You DO NOT 
have documentation that is required to be submitted to HR. 

• If you need an IPDP approval email to renew and you do not have your IPDP email, here is what to do.  Go into 
the IPDP system; go to the screen with your name, address, licenses, etc.; on that screen it will show your IPDP 
approval date – print this screen. 

• You need to have an approved IPDP before taking coursework for your renewal, so you probably wrote it and had 
it approved 5 years ago.  That is the IPDP that you use.  An IPDP is written after your license is issued and then it 
is good for your next renewal. 

• If you need IPDP username and password - email Jim Wagner (James Wagner in CMSD), Bonnie Hedges, or 
Tracy Radich. 

• Fingerprints - Educators who are renewing and have lived continuously in Ohio for the previous 5 years and have 
a BCI check on file – will only need to have FBI background check.  If you have NOT lived continuously in Ohio, 
then both BCI and FBI are required.   

• CMSD Safety & Security does fingerprinting at East Professional Center (formerly East High) on Monday, 
Wednesday, & Friday from 9:00-11:00 and 2:00-4:00. You can contact their office at (216) 838-0420 to make sure 
that hours are not changed over break.  The cost for fingerprints through CMSD are BCI = $22.00 and FBI = 



$24.00.  This is payable ONLY by money order.  Again, educators who are renewing and have lived continuously 
in Ohio for the previous 5 years and have a BCI check on file – will only need to have FBI background check. 

• Check your email from HR or go to the License Renewal Documents on the CTU website for specific information 
based on your type of renewal. 

• Once the license or permit is issued by the ODE, it is sent to the email that is in your ODE SAFE account.  The 
credential is also sent electronically to the district as long as you list CMSD on the Signature page of the 
application.  You can view the status of your application via the ODE website. 

• Email Jim Wagner (jwagner@ctu279.org), Bonnie Hedges (bhedges@ctu279.org), or Tracy Radich 
(tradich@ctu279.org) at the CTU if you have any additional questions.  Or to reach the district, 

•  email licensing@clevelandmetroschools.org.


