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100 Airport Road, 3rd Floor

Frankfort, Kentucky  40601

Telephone:  (502) 564-4606

Toll Free:  (888) 598-7667

FAX:  (502) 564-7080
KTIP/KPIP COORDINATORS DECEMBER 2005 NEWSLETTER

Introduction
By the time you receive this newsletter it will be close to Christmas.  I hope you have a very Merry Christmas and a Happy New Year. This is an incredibly busy time for everyone so we will make the new information in our newsletter short this month and hope you can spend less time reading and more time doing something else you enjoy.  
Things seem to be running pretty smoothly in IMS.  We’ve had quite a few calls about KTIP Committee members needing their passwords reset.  We are most happy to assist with this or committee members can also reset their own passwords from the EPSB homepage at www.kyepsb.net.  

We experienced some confusion regarding ePay, but Sharon sent out an email clarifying that ePay becomes available to the intern after EPSB staff approve the final RTIY.  If any of your interns have difficulty using ePay after the RTIY is approved, please let us know.

Please remind your Resource Teachers that if they chose to complete and submit a Fall and a Spring time sheet, the Fall time sheet is due to be electronically submitted to the Division of Professional Learning and Assessment by December 31, 2005.  Due dates for all electronic reports are listed below. 
Inquiries of the Month:
December

Question:

Why can’t I view my signature on reports in IMS after I sign off?

EPSB Response:
Staff are working on correcting this situation.  For some reason, the electronic reports are staying one signature behind.  This means your signature is not visible until the next person signs off.  If you sign off in the Committee meeting at one time, the signatures do not appear until the KTIP District Coordinator signs off.  We appreciate your patience with this and will let you know when it is corrected.
************************************

November

Question:

How may I obtain a username and password to create an account in the Intern Management System (IMS)?

EPSB Response:

Please :
1.  log on to http://kyepsb.net/
2.  Click on “click here” to the right of the words “Need a login?”

3.  Click “yes” on the Security Warning dialog box that pops up
4.  Enter your social security number and birthdate
5.  Click “Create an Account”
6.  Enter all contact information in the fields provided

7.  Click “Save and Continue”

8.  Click “Continue” on the User Registration page
9.  Use the Username and Password you created to log on
10.  Read Individual User Agreement
11.  Type in password and full name

12.  Click on “Click Here to Agree and Digitally Sign”

13.  This will take you into the system and you can continue work now, or log out and log in later using this same Username and Password to work on reports
14.  You will also receive an email containing information about your account

************************************************************************************

Question:

If I have forgotten my password, how may I obtain it to access my account in the Intern Management System (IMS)?

EPSB Response:
1.  log on to http://kyepsb.net/
2.  Click on “click here” to the right of the words “Forgot your password?”

3.  Click “yes” on the Security Warning dialog box that pops up

4.  Enter your social security number and email address
5.  Click on “Recover Password”
6.  You will see a message that says an email has been sent to you and you have 24 hours to click on the link in the email and reset your password.
7.  Go to your email and open the email from epsbhelp@ky.gov
8.  Click on the website address in the message

9.  Type in your new password, and then retype your new password in the spaces provided
10.  Click on “Reset Password”
11.  You will see a message that says “The password was reset.  Your browser will be redirected to your home page.”  Click “okay”
12.  This will take you into the system and you can continue work now, or log out and log in later using your Username and this same Password to work on reports

13.  You will also receive an email containing information about your password

************************************************************************************

Question:

May an assistant principal who is participating in KPIP also serve in the principal role on an intern’s KTIP Committee?

Response:

If there are more than (2) two interns in a school, the assistant principal who has been trained in KTIP may serve in the principal role on an intern’s KTIP Committee, even if he/she is participating in KPIP.

************************************************************************************
Question:

May KTIP Resource Teachers count time spent entering data into the Intern Management System (IMS) as approvable out-of-class mentoring hours?

Response:

A Resource Teacher may not count time spent entering data into IMS as approvable mentoring hours.  When IMS was first implemented, 16 KAR 7:010 permitted a Resource Teacher to record a maximum of three hours for this activity.  When the regulation was revised, however, that language was removed.

************************************************************************************

Question:

Is there a deadline for when people who want to serve on a KTIP Committee can be trained using the online module?

EPSB Response:

Anyone who has the credentials for serving in a role on a KTIP Committee and would like to be trained online may do so at any time.  

************************************************************************************

Question:

How late in the school year may an internship begin?

EPSB Response:

An internship may begin only when sufficient time remains to complete at least 140 instructional days in the current school year or in one of the following combinations of semesters in subsequent school years 



Year 1





Year 2
Aug – May




NA

Aug – Dec 

and 


Aug – Dec

Aug – Dec 

and 


Jan – May

Jan – May 

and 


Aug – Dec

Jan – May 

and 


Jan – May

For internships that begin late and are to be completed in two consecutive school years, the KTIP Coordinator will need to evaluate the situation to ensure that the internship fulfills the 140-day requirement and is spread equally throughout the 2 semesters.  By having about 70 days in each semester, interns are supported throughout KTIP, forestalling appeals based on improper configuration of the internship.  In any case where the deadline for the Confirmation of Employment (COE) will not be met, the KTIP Coordinator will need to contact our office. 
************************************************************************************
KENTUCKY TEACHER INTERNSHIP PROGRAM
(KTIP)
 ELECTRONIC REPORTS DEADLINE INFORMATION 

Deadlines for submitting electronic forms to the Division of Professional Learning and Assessment are listed below.  All persons involved in the KTIP process, including teacher interns, should become familiar with these deadlines.

FEBRUARY 15:  Confirmations of Employment (COEs) for spring semester (January-May) interns must be electronically submitted to the Division of Professional Learning and Assessment on or before February 15. COEs received after the February 15 deadline may not be accepted and may be required to be resubmitted next school year.

 MAY 1:  Resource Teacher Time Sheets for spring payments must be submitted electronically to the Division of Professional Learning and Assessment on or before May 1.  Resource teachers' stipends will be paid based on the mentoring hours submitted on their time sheets. Therefore, in order for resource teachers to receive their stipends in a timely manner, the time sheets electronically signed by the intern, resource teacher, and principal must be submitted on or before May 1.
MAY 1:  Records of the Teacher Internship Year (RTIYs) for full-year teacher interns must be electronically submitted to the Division of Professional Learning and Assessment on or before May 1. Successful interns will need to ePay $35.00 or send to the Division of Certification a Money Order or Cashier's Check payable to the Kentucky State Treasurer.  No personal checks will be accepted. The RTIYs must be electronically signed by the intern, resource teacher, principal, and KTIP District Coordinator.  For each unsuccessful internship, the intern’s original RTIY and all other original KTIP forms (complete KTIP file), including the intern’s portfolio and video, must be sent to the Division of Professional Learning and Assessment.

MAY 15:  The Record of the Teacher Internship Year (RTIY) Interim Reports for spring semester interns must be electronically submitted to the Division of Professional Learning and Assessment on or before May 15. 

OCTOBER 15:  Confirmations of Employment (COEs) for fall semester (August-December) interns must be electronically submitted to the Division of Professional Learning and Assessment on or before October 15. COEs received after the October 15 deadline may not be accepted and may be required to be resubmitted next school year.

DECEMBER 20:  Records of Teacher Internship Year (RTIYs) for interns completing the second semester of their internships must be electronically submitted to the Division of Professional Learning and Assessment on or before December 20. Successful interns will need to ePay $35.00 or send to the Division of Certification a Money Order or Cashier's Check payable to the Kentucky State Treasurer.  No personal checks will be accepted.  The RTIYs electronically signed by the intern, resource teacher, principal, and KTIP District Coordinator must be submitted on or before December 20.  For each unsuccessful internship, the intern’s original Final Report and all other original KTIP forms (complete KTIP file), including the intern’s portfolio and video, must be sent to the Division of Professional Learning and Assessment.

DECEMBER 31:  Resource Teacher Time Sheets (RTTs) for the fall semester (August-December) must be electronically submitted to the Division of Professional Learning and Assessment on or before December 31. Resource teachers' stipends will be paid based on the mentoring hours submitted on their time sheets.  Therefore, in order for resource teachers to receive their stipends in a timely manner, the time sheets electronically signed by the intern, resource teacher, and principal must be submitted on or before Dec. 31.

KTIP/IECE Trainings
July 2005 – January 2006


http://kyepsb.net/internships/training.asp lists training dates in your area.

KPIP Training Dates

http://kyepsb.net/internships/kpiptraining.asp
Contact Information

Teresa.McGrapth@ky.gov
Sharon.Salsman@ky.gov
Cindy.Owen@ky.gov
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