TEMPLATE for the Faculty Summarizing Completion of the IITE Professional Development Course and Requesting Certificate of Completion

To: 
[IITE Project Director]
Cc:

From:
[YOUR NAME, Department]
Date:
XXXX
Re:
Completion of IITE Professional Development Course Requirements

Thank you for the opportunity to participate in the IITE Professional Development Course provided by the [Name of Institution] during [Dates enrolled in the IITE course].  Appendix A provides the assessment rubric used to conduct the self-assessment of my performance in this course.   Below is a summary and reference to materials in my portfolio that represents my scholarly works which I completed to fulfill the course requirements.   
	Criteria
	Proficiency Level
	Reference

	Develop an ePortfolio within the MERLOT Digital Library
	Not Proficient

Proficient

Exemplary
	www.merlot.org/memberprofile/xxx 

	Develop ICT literacy skills within MERLOT Voices
	Not Proficient

Proficient

Exemplary
	http://voices.merlot.org/LUFIT/xxx
http://voices.merlot.org/ISELU/xxx 

	Contribute to the Academic Staff College IITE PD Portal
	Not Proficient

Proficient

Exemplary
	Attached documents


I have completed all the requirements by the [DATE] deadline, with special note that I completed the minimal requirements of proficiency for creating student learning outcomes for papers and lesson plans using the template by [DATE] (see Appendix A for more details).  
Upon your confirmation of my completing all requirements, I expect to receive the agreed upon stipend and a certificate for successfully completing the program jointly awarded by [NAME OF INSTITUTION]   
APPENDIX A
Assessment Rubric for IITE Professional Development Course
	
	PROFICIENCY LEVELS*

	CRITERIA
	Proficient
	Exemplary

	Develop an ePortfolio within the MERLOT Digital Library
	Expanded Member Profile
	Expanded Member Profile

	
	At least 1 Personal Collection of at least 4 online learning materials
	More than 4 Personal Collections each with at least 4 learning materials

	
	At least 1 lesson plan contributed as a Learning Exercise that implements an inquiry-based learning approach
	More than 4 lesson plans contributed as a Learning Exercise that implements an inquiry-based learning approach

	
	At least 1 professional review contributed as Member Comment
	More than 4 professional reviews contributed as Member Comment

	
	
	At least 4 online materials contributed to the MERLOT Digital Library 

	
	
	Train at least 2 colleagues on how to use MERLOT Digital Library and have them become MERLOT Members

	
	
	

	Develop ICT literacy skills within MERLOT Voices
	Become a member of MERLOT Voices
	Become a member of MERLOT Voices

	
	Contribute at least 10 responses within  online discussions
	Contribute at least 20 responses within online discussions and responses include hyperlinks and images

	
	Upload at least 1 document within a discussion forum
	Upload, download, revise, and upload a document within at least 3 discussion forums

	
	
	Create and facilitate a discussion forum where at least 3 other members contribute replies

	
	
	

	Contribute to the Academic Staff College IITE PD Portal
	Produce peer reviewed SLOs for at least 1 paper (DUE DATE)
	Produce peer reviewed SLOs for 3 papers (DUE DATE)

	
	Produce a peer reviewed lesson plan for at least 1 paper using the lesson plan template that implements an inquiry-based learning approach (DUE DATE)
	Produce 3 peer reviewed lesson plans for at least 2 papers using the lesson plan template that implements an inquiry-based learning approach (DUE DATE)

	
	Produce a peer reviewed article that captures your analysis of the transformation you are making in your teaching and your students’ learning (minimum 3 pages)
	Produce a peer reviewed article that captures your analysis of the transformation you are making in your teaching and your students’ learning (minimum 10 pages or two 5 page articles)

	
	
	


* Not Proficient level is when the participant does not complete any aspect of the tasks required to be minimally proficient by the deadlines assigned.
