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HOW TO APPLY FOR INITIAL CERTIFICATION

· For initial Wisconsin certification

· Obtain license application form from the Wisconsin Dept of Public Instruction website

http://dpi.wi.gov/tepdl/licguide.html
· Click on License Applications

The form (PI-1602-IS) can be printed and filled out by hand or the information can be filled in on the computer and then printed.  Please print the application on plain white paper – not a colored paper or heavy resume paper.
· Return completed license application, $100 processing fee payment, and any other required materials such as fingerprint cards (if applicable) to the Field Experience/Certification Office (Brewer Hall 151).  
Fingerprint cards for WI licensure are available in the rack outside Brewer Hall 153.
· Payment can be in the form of a personal check, money order, or credit card.  Cash is not acceptable.  If you wish to pay with a credit card (MasterCard or Visa only), fill in the account number and expiration date and sign the cover sheet.  

· For initial Minnesota certification

· Obtain license application from the Minnesota Dept of Education website
http://education.state.mn.us/mde/index.html
Fingerprint cards for MN licensure are available in the rack outside Brewer 153.

· Return pages 1 and 2 of the Minnesota application along with a self addressed, stamped envelope, to the Field Experience /Certification Office (Brewer Hall 151) for endorsement.  
· The Certification Officer will obtain an official transcript (in a signed, sealed envelope as Minnesota requires).  The two pages of the application, a human relations requirement letter and the transcript will be returned/mailed to you when applying for licensure in Minnesota.
· For other Out-of-State applications

· Make direct contact with the Department of Education in that state.  The University of Kentucky College of Education (www.uky.edu/education/tep/usacert.html) maintains a website that attempts to collect the teacher certification requirements for all 50 states.
· Follow procedures indicated.  When processing out-of-state applications, the Certification Officer will obtain and forward an official UWEC transcript with each out-of-state application.

· Completing a Wisconsin License Application

· Complete instructions with examples on how to fill out the forms are attached to this information.

· A sample form can also be found on the Field Experience Website under Licensure & Certification.  http://www.uwec.edu/coehs/fieldexperienceoffice/InitialinstatelicWEB.doc
· Fingerprint Cards:

· In 1994, a law took effect in Wisconsin which mandates all education professionals who are/were non-residents and who are applying for Wisconsin licensure need to return completed fingerprint cards with their license application materials.  If you have NEVER lived, worked or gone to school in any state other than Wisconsin since age 17, you do NOT need to complete fingerprint cards.

· Non-residency under this statute means 1) an out-of-state endorsing educational institution for initial licenses; or 2) an out-of-state address for all initial licenses and renewals; or 3) out-of-state employment and/or residency in the last twenty years (or since age 17).  Study abroad experiences do not require finger print cards.

· Fingerprint Cards can be obtained from the rack of forms outside Brewer Hall 153 or by calling  DPI’s toll-free number 1-800-266-1027.  Only fingerprint cards preprinted with Wisconsin code numbers can be used for this purpose.

· Contact the University Police Office, 836-2222, on campus or a sheriff/police department in your area to prepare your fingerprint cards or to identify a certified fingerprinting service.  There may be a charge for fingerprints taken at a site other than the University Police.
· When to Apply for your License
· Initial License Applications may be submitted to the Field Experience/Certification Office (Brewer Hall 151) at any time after the completion of ALL requirements for the degree or for a certification-only program.  
· The earliest that Initial License Applications will be accepted in the Field Experience/Certification Office is two weeks prior to graduation.
· Make a copy of your license application.  When applying for teaching jobs, many districts will accept a copy of the license application prior to receiving the DPI License.
· Institutional Endorsement or “How long does it take to process my application?”
· Before the Certification Officer can sign the license application and send it along to Madison, the Final Degree Review must be completed in the Registrar's Office, and the verified completion of an approved program degree posted to the student's record.

· The Registrar sets the final degree based on:
Completion of Student Teaching

Recorded Final Grades for all classes including student teaching

A verified passing score on Praxis II


Assessment of Student Portfolio


No Financial holds on the student’s record and all 



exit interviews completed
· When a student’s degree is set by the Registrar and after the final date of student teaching/interning for the semester….. work on applications is accomplished within two-three weeks by the Certification Officer.  All applications are signed, recorded and forwarded to Madison as soon as possible. 
· Processing time at the Department of Public Instruction (DPI) is approximately 8-12 weeks.
· To monitor  processing of License you may check the DPI website and click on “License Look-up.”

· Verification Letter

· When applying for positions prior to graduation and prior to the time a student can apply for a teaching license, many school districts will ask for proof of licensure.  UWEC can only verify that the student is “a candidate for graduation.”  A “Verification Letter” will be issued to each student at the second Professional Seminar.  Keep the original and make copies to send with your applications as needed.  

· Program Completion Form
· Once the student’s license application has been signed and sent to Madison, a “program completion form” can be sent to the student for use in applying to school districts.
· District Administrators in Wisconsin have been notified to accept the “program completion document” as evidence that a recent graduate qualifies for a license.  
· The form may be requested from the Field Experience/Certification Office (Brewer Hall 151) by:
1) including a self-addressed, stamped envelope with the license application or 

2) submitting a written request to pick up the certificate.  

The completion form cannot be prepared and signed until all grades are in and the Registrar has posted the degree.  It may take several days from the time a request is submitted before the completion form is ready to be picked up.  Please call the office to verify it is ready to pick up before making a special trip to campus.

· License Renewal

· Wisconsin Initial Educator Licenses are valid for up to five years (five years and one semester for a  December/January graduate).  You must complete a PDP to advance to the Professional Educator License.
· NO RENEWAL NOTICE WILL BE SENT TO YOU.  It is up to you to keep track of your license and remember when it will be time to renew.  

· Emergency Licenses

· Occasionally a school district needs to fill a position with an applicant who is not licensed in the field.  For example, a person who is licensed for CD (ECA) and Regular Education (MCEA) may be hired for a position that involves a multi-disciplinary classroom of CD and LD students.  

· An emergency license must be initiated by a district administrator and obtained from the Department of Public Instruction.  
· This license is for one year and must be renewed annually.[image: image1.png]



�





Debra Moen


College of Education and Human Sciences


UW-Eau Claire


Eau Claire, WI  54702-4004


moendm@uwec.edu


715-836-2281


715-836-4748	FAX








3

