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Instructions on How to Satisfy Competency Review Requirements Through: 
I. Coursework, 
II. Seminar/Workshops, or 
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[bookmark: _Toc210223137][bookmark: _Toc218004703][bookmark: _Toc228879146][bookmark: _Toc213927317]Introduction
[bookmark: _Toc210223138][bookmark: _Toc218004704][bookmark: _Toc228879147]What is a Competency Review?
The process for determining whether the subject matter knowledge requirements for a license have been met in a field for which there is no subject matter knowledge test* and elsewhere as required in the Regulations for Educator Licensure and Preparation Program Approval 603 CMR 7.00, using Department guidelines. * Please note that when a subject matter knowledge test becomes available, a passing score is required. 
[bookmark: _Toc142581289][bookmark: _Toc142582066][bookmark: _Toc210223139][bookmark: _Toc218004705][bookmark: _Toc228879148]Subject Matter Knowledge (SMK) Requirements
Generally, the Department refers to satisfying a subject matter knowledge competency review requirement as “Coverage of” e.g. coverage of a specific subject matter knowledge component of a license not addressed via a test.
There are currently nine options to satisfy competency review requirements for the licenses noted in the Competency Review Overview. Applicants may use any combination of these options to satisfy competency review requirements.
Please refer to the Competency Review Overview for guidance on how to satisfy other options not included in the addendum.
[bookmark: _Toc210208336][bookmark: _Toc210223140][bookmark: _Toc218004706][bookmark: _Toc228879149]Requirement Components
Educators must receive at least 10 hours of instruction specific to and completely covering each competency review requirement; however, many of the competency review requirements have multiple components. Documentation submitted needs to specify that instruction was received specific to and completely covering each component of a requirement. 
[bookmark: _Toc210223141][bookmark: _Toc218004707][bookmark: _Toc228879150]How to Document Completion of Options I-III
[bookmark: _Hlk134078202][bookmark: _Toc210223142][bookmark: _Toc218004708][bookmark: _Toc228879151][bookmark: _Hlk210213461]Option I Coursework: 
Documented by an official college /university transcript and a letter. If a competency review requirement(s) has been completely satisfied through coursework, please submit a letter using the Coursework Verification Letter Template.
[bookmark: _Toc210223143][bookmark: _Toc218004709][bookmark: _Toc228879152]Option II Seminar or workshop:
Documented by a letter from the organization that provided the seminar or workshop. If a competency review requirement(s) has been completely satisfied through the seminar or workshop, please submit a letter using the Seminar/Workshop Verification Letter Template. Additional guidance is provided in the Option VIII section.
[bookmark: _Toc210223144][bookmark: _Toc218004710][bookmark: _Toc228879153][bookmark: _Hlk134078725]Option III School-based mentored employment/peer coaching: 
Documented by a letter on official letterhead and signed by the superintendent (or equivalent in a private/non-public school). If a competency review requirement(s) has been completely satisfied through mentored employment/peer coaching, the letter must include all the information noted in the Mentored Employment/Peer Coaching Verification Letter Template. 
Please note that the mentor must have been trained as a mentor, hold a Massachusetts Initial or Professional license in the field of the license sought at the appropriate grade level, and have at least three full years of experience under the Initial and/or Professional license.
Providers of professional learning experiences may be in a position to write a letter as noted above; however, it is at the discretion of the provider to issue such a letter, and it is not a requirement or expectation of the Office of Educator Licensure. All documentation submitted in support of a competency review will be reviewed and considered. The Office of Educator Licensure may seek further clarification if needed.
[bookmark: _Toc228879154]Teacher of Students with Moderate Disabilities (PreK-2, PreK-8, and 5-12)
Below is a list of the “coverage of” requirements for the Massachusetts Teacher of Students with Moderate Disabilities (PreK-2, PreK-8, and 5-12) licenses followed by the three letter templates to document that one or more requirement(s) have been completely satisfied with at least 10 hours of instruction for each requirement through coursework, seminars, workshops and/or mentored employment/peer coaching.
Coverage Of:
1. Educational terminology for students with mild to moderate disabilities.
2. Preparation, implementation, and evaluation of Individualized Education Programs (IEPs).
3. Design or modification of curriculum, instructional materials, and general education classroom environments for students with moderate disabilities.
4. Federal and state laws and regulations pertaining to special education.
5. Knowledge of services provided by other agencies.
6. Ways to prepare and maintain students with disabilities for general education classrooms.

7. [bookmark: _Toc210920159][bookmark: _Toc213926325]Instruction on the appropriate use of augmentative and alternative communication and other assistive technologies.
2
[bookmark: _Toc218004712][bookmark: _Toc228879155]Directions for Providing a Competency Review Letter
[bookmark: _Toc218004713][bookmark: _Toc228879156]Option I Coursework Verification
Required Components 
A college/university may provide a letter to verify that a course(s) provided an applicant with at least 10 hours of instruction specific to and completely covering a competency review requirement(s). If providing such a letter, please use the letter template for coursework found on the next page. The letters must:
· be on official college/university letterhead;
· [bookmark: _Hlk210222448]include both attestation statements verbatim;
· include course titles (include prefix and number);
· include all “coverage of” components addressed verbatim;
· be hand-signed by one of the following: course instructor, licensure officer, appropriate department chair, program director, assistant dean, dean, registrar, provost, vice-president, president, or chancellor. Adobe Acrobat digital signatures are also acceptable;
· include printed name and title of signee; and
The authorized signee should delete any requirements that have not been completely satisfied.
Please note: The Department may contact the signees if any clarification is needed. Documents may be uploaded into your ELAR account.
If not already submitted, please upload a copy of an official college/university transcript verifying completion of the noted coursework.
[bookmark: _Toc218004714][bookmark: _Toc228879157]Coursework Verification Letter Template
Attestation Statement:
[Insert the student’s name and MEPID] received at least ten (10) hours of instruction specific to and completely covering each Competency Review Requirement listed below for the Massachusetts Teacher of Students with Moderate Disabilities [insert grade level] license through the successful completion of the following coursework.
Insert prefix(es), number(s) and title(s) of course(s):

The following are Competency Review Requirements. The authorized signee should delete requirements that have not been completely satisfied within the identified coursework.
1. Educational terminology for students with mild to moderate disabilities.
2. Preparation, implementation, and evaluation of Individualized Education Programs (IEPs).
3. Design or modification of curriculum, instructional materials, and general education classroom environments for students with moderate disabilities.
4. Federal and state laws and regulations pertaining to special education.
5. Knowledge of services provided by other agencies.
6. Ways to prepare and maintain students with disabilities for general education classrooms.
7. Instruction on the appropriate use of augmentative and alternative communication and other assistive technologies.
[bookmark: _Toc218004715][bookmark: _Hlk210919357][bookmark: _Toc210223147][bookmark: _Toc213926330]I certify that the attestation statement above is true and accurate and that all the competencies listed in this document were completely addressed as attested to by my signature and title:
Printed Name: 					Signature: 
Title:							Date:
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[bookmark: _Toc228879158]Directions for Providing a Competency Review Letter
[bookmark: _Toc218004716][bookmark: _Toc228879159]Option II Seminar/Workshop Verification
Required Components
A seminar/workshop provider may provide a letter to verify that a seminar(s)/workshop(s) provided an applicant with at least 10 hours of instruction specific to and completely covering a competency review requirement(s). If providing such a letter, please use the letter template for a seminar/workshop found on the next page. The letter must:
· be on official letterhead of the organization that provided the professional learning experience;
· include the name of the seminars/workshops;
· include both attestation statements verbatim;
· include all “coverage of” components addressed verbatim;
· be hand-signed by an appropriate representative of the organization that provided the professional learning experience (e.g., instructor, director, principal, executive director, superintendent, etc.). Adobe Acrobat digital signatures are also acceptable;
· Include printed name and title of signee; and
The authorized signee should delete any requirements that have not been completely satisfied within the identified professional learning experience(s).
Please note: The Department may contact the signee if clarification is needed. Documents may be uploaded into your ELAR account.
[bookmark: _Toc218004717][bookmark: _Toc228879160][bookmark: _Toc213926331]Seminar/Workshop Verification Letter Template
Attestation Statement:
[Insert the student’s name and MEPID] received at least ten (10) hours of instruction specific to and completely covering each Competency Review Requirement for the Massachusetts Teacher of Students with Moderate Disabilities [insert grade level] license listed below through the successful completion of the following professional learning experience(s). These hours of instruction were delivered by [Insert the name of the organization that provided the professional learning experience] appointed instructor(s).
Insert title of seminar(s) and/or workshop(s):

[bookmark: _Hlk218007459]The following are Competency Review Requirements. The authorized signee should delete requirements that have not been completely satisfied within the identified seminar/workshop.
1. Educational terminology for students with mild to moderate disabilities.
2. Preparation, implementation, and evaluation of Individualized Education Programs (IEPs).
3. Design or modification of curriculum, instructional materials, and general education classroom environments for students with moderate disabilities.
4. Federal and state laws and regulations pertaining to special education.
5. Knowledge of services provided by other agencies.
6. Ways to prepare and maintain students with disabilities for general education classrooms.
7. Instruction on the appropriate use of augmentative and alternative communication and other assistive technologies.
I certify that the attestation statement above is true and accurate and that all the competencies listed in this document were completely addressed as attested to by my signature and title:
Printed Name: 					Signature: 
Title:							Date:
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[bookmark: _Toc218004718][bookmark: _Toc228879161][bookmark: _Toc210223148][bookmark: _Toc213926333]Directions for Providing a Competency Review Letter
[bookmark: _Toc218004719][bookmark: _Toc228879162]Option III: Mentored Employment or Peer Coaching Verification
Required Components
A superintendent or principal (or an equivalent administrator in a private/non-public school, e.g., executive director) may provide a letter verifying that an applicant was provided with at least 10 hours of instruction through mentored employment/peer coaching specific to and completely covering a competency review requirement(s). If providing such a letter, please use the letter template for mentored employment/peer coaching found on the next page. The letter must:
· be on official school letterhead;
· include both attestation statements verbatim;
· include the mentor’s name and MEPID or License # (please refer to the Competency Review Overview for a definition of an acceptable mentor);
· include the start and end dates of the mentored employment/peer coaching;
· include the name of the school/school district;
· include all “coverage of” components addressed verbatim;
· be hand-signed by the superintendent or principal (or equivalent administrator in a private school). Adobe Acrobat digital signatures are also acceptable;
· include printed name and title of signee;
The authorized signee should delete any requirements that have not been completely satisfied through mentored employment/peer coaching).
Please note: The Department may contact the signee if clarification is needed. Documents may be uploaded into your ELAR account.

[bookmark: _Toc228879163]Mentored Employment/Peer Coaching Verification Letter Template
Attestation Statement:
[Insert the student’s name and MEPID] received at least ten (10) hours of instruction through mentored employment and/or peer coaching specific to and completely covering each of the competency review requirements for the Teacher of Students with Moderate Disabilities [insert grade level] license listed in this letter. The mentor noted below delivered this mentored employment and/or peer coaching.
Insert Mentor’s Name and MEPID/License #:
Insert Start Date of Mentored Employment/Peer Coaching:
Insert End Date of Mentored Employment/Peer Coaching:
Insert Name of School/District:
The following are Competency Review Requirements. The authorized signee should delete requirements that have not been completely satisfied within the identified professional development.
1. Educational terminology for students with mild to moderate disabilities.
2. Preparation, implementation, and evaluation of Individualized Education Programs (IEPs).
3. Design or modification of curriculum, instructional materials, and general education classroom environments for students with moderate disabilities.
4. Federal and state laws and regulations pertaining to special education.
5. Knowledge of services provided by other agencies.
6. Ways to prepare and maintain students with disabilities for general education classrooms.
7. Instruction on the appropriate use of augmentative and alternative communication and other assistive technologies.
I certify that the attestation statement above is true and accurate and that all the competencies listed in this document were completely addressed as attested to by my signature and title:
Printed Name: 					Signature: 
Title:							Date:
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