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	CONFIRMATIONS OF EMPLOYMENT
You may begin entering COEs for the 2011-2012 school year beginning August 1, 2012 for the full-year internships.  Those interns who were denied due to budget for 2011-2012 will receive first priority for approval during the 2012-2013 school year.
If you are a new KTIP Coordinator, please review the training PowerPoint.    The training module may be located by clicking the following link:

Intern Management System District Coordinator Training PowerPoint



Please feel free to contact us for further assistance.

KTIP TPA TRAINING
There is no online training available.  All trainings for TPA or IECE must be completed in a face-to-face setting.  The online homework must be completed prior to the TPA face-to-face training and is available by clicking the following link: www.kyeducators.org 

Choose the “Assessments and Internships” link. 
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Choose “View my EduCart.” 

Choose the “Checkout” button

Complete the demographic information page and choose “Next” and then “Finish”.
 Scroll to the bottom of the page and choose “Return to Website”.
Once you complete the online training homework and evaluation you will receive an e-ticket via the email account you entered into KyEducators.org for the face-to-face training. Please do not wait until the night before the face-to-face training date to complete this as there may not be enough time to receive your required e-ticket.
You MUST complete the Evaluation of the Online Homework module in order for your e-ticket to be forwarded.  This e-ticket must be presented to your face-to-face trainer on your scheduled day.
A list of all training dates and locations can be found on the EPSB web address: http://www.epsb.ky.gov/IMSTraining/ImsTraininginfo.aspx. To access via our homepage at www.epsb.ky.gov, click on Internships, KTIP, and then KTIP Training.  Here you will find dates, locations, and contact information for each training offered.

*For individuals who were trained prior to June 1, 2007, a new KTIP training will be required.  However, individuals who were trained in 2007 or 2008 are also strongly encouraged to attend a training session as a refresher of the skills necessary to guide an intern through KTIP.

KTIP IECE TPA Training

Those individuals who completed the KTIP IECE TPA Training prior to May 2008 will need to be re-trained by completing the KTIP IECE TPA face-to-face trainings which will be scheduled this fall prior to internship committee assignments.

All those serving on IECE committees must be trained in IECE in addition to the regular KTIP TPA training.

KTIP COMMITTEE CYCLES
All full-year RTIYs must indicate observations and committee meetings in accordance with the following protocol:

· The orientation meeting shall be held prior to conducting any formal  classroom observations of the teacher intern;

· The classroom observations by all committee members shall occur prior to the corresponding committee meeting;

· The classroom observations and second committee meeting (Cycle 1) shall be held between one (1) and sixty (60) instructional days following the orientation meeting;

· The classroom observations and third committee meeting (Cycle 2) shall be held between sixty-one (61) and 110 instructional days following the orientation meeting; and

· The taping and reviews of the video or classroom observations and fourth committee meeting (Cycle 3) shall be held between 111 and 140 instructional days following the orientation meeting.
ASSIGNING A PRINCIPAL TO THE CONFIRMATION OF EMPLOYMENT

When assigning committee members, if the principal is not listed in the drop down box, contact your LEAD Coordinator, Human Resource Director or Designee to have the principal assigned the proper role in the Kentucky Educator Certification Inquiry (KECI) data base.
INTERNS HOLDING TEMPORARY PROVISIONAL CERTIFICATES
All interns in alternative programs who hold temporary provisional certificates must have the recommendation from the university before the Confirmations of Employment are entered.  Page four (4) of the TC-TP will indicate whether the institution has approved an internship.  If “Yes” is checked, page five (5) of the TC-TP form must be completed.
INTERN MANAGEMENT SYSTEM

· Log in using your username and password. Click on Intern Management System (IMS) to begin electronic documentation of the internship. 

· Please be sure to answer the hint questions allowing you to reset your password independently. Passwords expire every 90 days. 

· Please verify all personal information, including e-mail address.
NEW FINANCE OFFICERS AND/OR PAYROLL PERSONNEL

New finance officers and/or payroll personnel who handle resource teacher payments should provide contact information to Carol Smith so she may direct all payment information to their attention. You may reach Carol by email or phone: carolj.smith@ky.gov or 502-564-4606 ext. 276. If you are a member of the KTIP Committee and know there is a new staff member responsible for resource teacher payments in your district, the new staff member is probably NOT receiving the emails containing notification of the resource teacher payment information. Please have the new staff member contact Carol Smith so resource teachers may be paid in a timely fashion.
RESOURCE TEACHERS IN PRIVATE SCHOOLS

If you are a resource teacher for a private school and have recently moved, you will need to contact Carol Smith so she may update your address in the financial database prior to submission of any resource teacher time sheets. You may reach Carol by email or phone: carolj.smith@ky.gov or 502-564-4606 ext. 276. This information should match what is located in the Intern Management System.
INFORMATION FOR PRINCIPALS

As chair of the KTIP committees, it is the principal’s responsibility to ensure that all committee meetings adhere within the timeline established in 16 KAR 7:010.  

1. Principals should use the school calendar during the orientation meeting to establish the tentative cycle meetings dates.

2. If the interns’ calendars change due to sick days, inclement weather, or other circumstances, the calendars should be evaluated to ensure compliance with the number of days for each cycle as established in regulation.
New Regulatory Language for EILA Credit  

704 KAR 3:325 (2)(b) An instructional leader shall receive three (3) participant-hours credit for duties performed by serving on one (1) beginning teacher committee established under KRS 161.030(6), and the instructional leader shall receive a maximum six (6) hours if the individual serves on more than one (1) committee.
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