


Initial Certificate Holders


Moving from Initial to Standard:
There are two parts to moving from an initial certificate to a standard certificate.  You may file and apply online or in person with hardcopy forms.  In both cases, you must submit letters of teaching experience to this office.  
NOTE:  If this current school year is your fourth year of teaching, the letter from the district verifying your fourth year cannot be dated any earlier than April 1 of the current year in order for you to get full credit for the complete school year.
1.) Submit proof of professional development completed and four years of teaching experience.  
2.) Apply for Standard Certificate.
	
Submitting Professional Development online:
1.) Go to www.isbe.net/certification and click on ECS.  
2.) Click on “Professional Development.”
3.) Click on “Professional Development Activity” to enter your professional development.
4.) Follow instructions and complete.
5.) Click on “Statement of Assurance” and follow instructions.

Once you submit your professional development online, you must also submit letters of teaching experience to the Will County R.O.E.  Let the R.O.E. know if you will be applying for your standard certificate online so that they can review your statement of assurance and letters and do the recommendation for you to move from initial certificate to standard on ECS.
 
If you plan on applying for your certificate online, please allow some time for the R.O.E. to review your statement of assurance and letters in order to submit recommendation on ECS.  YOU CANNOT APPLY FOR YOUR CERTIFICATE ONLINE UNTIL THE R.O.E. MAKES THE RECOMMENDATION.

Applying for Standard Teaching Certificate online:
1.) Go to www.isbe.net/certification and click on ECS.  Log in.
2.) Click on “Applications”.
3.) Click on “Initial to Standard”.
4.) Follow directions.
5.) Once a standard certificate has been issued to you, you will have to register the certificate to its full validity.  In your ECS certification file, go to “Register Certificates” (upper right-hand of screen) and follow the steps.  This is the final step and must be completed in order for your certificate to be considered current and valid.




PROCEDURES IF YOU PREFER PAPER:

You may submit your professional development online or submit a hardcopy form with the rest of your documentation and fees.

1.) Submit the following forms, documents and fees to the R.O.E.
a. Form 73-03C-Application for Teaching Certificate (one per 				certificate),
b. Form 73-10-Registration Form
c. Form 73-97-Statement of Assurance
d. Verification of 4 years of teaching experience from school district(s)
e. $75.00 fee (per certificate) in the form of a cashier’s check made out to STATE SUPERINTENDENT OF EDUCATION.
f. $50.00 registration fee if your certificate is up for renewal this school year.  If your certificate is not up for renewal but you have met the four years of teaching experience, registration fees might vary.  Please check with the R.O.E. if you are not sure how much you should pay in registration fees.  This fee is a separate fee from the one listed above.  This fee can be submitted in the form of cash or personal check.  Checks should be made out to Will County R.O.E.  

Please note that if any of these items are not submitted or not submitted correctly, this could delay processing of your application(s).

All forms can be downloaded from the ISBE website by clicking on “Forms” at www.isbe.net/certification.


INITIAL CERTIFICATE HOLDERS THAT ARE UP FOR RENEWAL BUT HAVE NOT COMPLETED FOUR YEARS OF TEACHING

You will simply register your certificate(s) for another 4 year increment.  Please note that once you complete your fourth year of teaching, you are required to exchange your initial certificate for a standard certificate even if your certificates are not up for renewal.

To register online in ECS:  
· Login and open your certification file
· Click on the upper-right hand corner of the screen and click on “Register Certificates”
· Follow the steps to register
To register in person or by mail:
· Download Registration Form 73-10 and complete it
· Submit Registration Form and $40.00 registration fee to the R.O.E.
· Personal checks or money orders should be made out to Will County R.O.E.
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