the Accountability System for Educator Preparation (ASEP) 

VERSION 1.2 (August 2013)
WHAT’S NEW IN THIS VERSION
This is version 1.2, published August 2013.  Previous versions are outdated and should be ignored. 
The following sections have been added or changed since version 1.1:

· TEAL Quick Reference 
· Name Change Information
· Candidate Transfer Information 
· Deactivation of Probationary Certificate

· Field Supervisor Summary Record
· Sample FERPA Agreement for Practicum
· GPA Transcript Review Record 
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ASEP POLICIES AND METHODOLOGIES
Texas Education Code (TEC)

The Accountability System for Educator Preparation (ASEP) was created by the Texas Legislature and is based on Texas Education Code (TEC) 21.045.     

Texas Administrative Code (TAC)

The State Board for Educator Certification (SBEC)’s rules to implement those sections of TEC are found in Texas Administrative Code (TAC) Chapter 229. In summary – which does not supersede the actual language of the rule – there are four standards which programs can meet or fail to meet. Below is a description of how each is calculated. 
Standard 1: Pass Rates

The definition of pass rate is in TAC §229.2: (emphasis added)
“ (26) Pass rate--For each academic year, the percent of tests passed by candidates who have finished all educator preparation program requirements for coursework; training; and internship, candidate teaching, clinical teaching, or practicum by the end of that academic year. For purposes of determining the pass rate, candidates shall not be excluded because the candidate has not been recommended for certification, has not passed a certification examination, or is not considered a "completer" for purposes of the Higher Education Act or other applicable law. The pass rate is based solely on the examinations required to obtain certification in the field(s) for which the candidate serves his or her internship, candidate teaching, clinical teaching, or practicum. Examinations not required for certification in that field or fields, whether taken before or after admission to an educator preparation program, are not included. The rate reflects a candidate's success only on the last attempt made on the examination by the end of the academic year in which the candidate finishes the coursework; training; and internship, candidate teaching, clinical teaching, or practicum program requirements, and does not reflect any attempts made after that year. The formula for calculation of pass rate is the number of successful (i.e., passing) last attempts made by candidates who have finished the specified educator preparation program requirements divided by the total number of last attempts made by those candidates.” 
In TAC §229.4, Standard 1 says “the pass rate performance standard of certification examinations of EPP candidates shall be:    
(A) 70% for the 2009-2010 academic year;     
(B) 75% for the 2010-2011 academic year; and    
(C) 80% for the 2011-2012 academic year;”
Pass Rate Primer
The following example is meant to illustrate how pass rates are calculated.  It may not take into account every possible scenario, and it does not supersede the language of the rule. 
	 TAC §229: definition of pass rate 

	What it says…. 
	What it means… 

	For each academic year, 
	September 1 to August 31 

	the percent of tests passed 
	<formula is defined below> 

	by candidates who have finished all educator preparation program requirements for coursework; training; and internship, candidate teaching, clinical teaching, or practicum by the end of that academic year. 
	For only those who you mark as “finisher” status in your ASEP finisher list for that year. That should be those who successfully completed your coursework/training requirements as well as an internship, candidate teaching, clinical teaching or practicum experience. 

	For purposes of determining the pass rate, candidates shall not be excluded because the candidate has not been recommended for certification, has not passed a certification examination, or is not considered a "completer" for purposes of the Higher Education Act or other applicable law. 
	The candidate should still be in your finisher list even if he or she hasn’t tested, hasn’t passed a test, or doesn’t get certified for other reasons. 

	The pass rate is based solely on the examinations required to obtain certification in the field(s) for which the candidate serves his or her internship, candidate teaching, clinical teaching, or practicum. Examinations not required for certification in that field or fields, whether taken before or after admission to an educator preparation program, are not included. 
	Tests which don’t lead to certification in the finisher field aren’t computed in the pass rate. 

	The rate reflects a candidate's success only on the last attempt made on the examination by the end of the academic year in which the candidate finishes the coursework; training; and internship, candidate teaching, clinical teaching, or practicum program requirements, and does not reflect any attempts made after that year. 
	All tests are looked at until the last date of the finisher year – the last attempt is considered a “pass” or a “fail” (Tests before the finisher year starts are included, too!) A candidate can still attempt to pass a test after the year ends: those attempts just won’t compute into the pass rate. 

	The formula for calculation of pass rate is the number of successful (i.e., passing) last attempts made by candidates who have finished the specified educator preparation program requirements divided by the total number of last attempts made by those candidates. 
	After all the exclusions above, each rate is computed which a simple percentage of passes out of attempts. Candidates who didn’t test at all aren’t considered. 


For example: an EPP has this finisher list upon lockdown. (Some columns are not shown.)

	Name
	TEA ID
	Certificate Description
	Verify

	Annie Aransas
	xxxx
	Generalist EC-6
	Finisher

	Betty Beaumont
	xxxx
	Generalist 4-8
	Finisher

	Charlie Chico
	xxxx
	LOTE EC-12 - Spanish
	Finisher

	Dana Decatur
	xxxx
	Generalist 4-8
	Finisher

	Dana Decatur
	xxxx
	Physical Ed EC-12
	Finisher

	Ellie Ector
	xxxx
	Social Studies 8-12
	Finisher

	Ellie Ector
	xxxx
	ESL Supplemental
	Finisher

	Fannie Frenship
	xxxx
	Generalist EC-6
	Finisher

	George Garrison
	xxxx
	Generalist EC-6
	All But Clinical

	Hattie Hemphill
	xxxx
	Generalist 4-8
	Finisher

	Ida Irving
	xxxx
	Social Studies 8-12
	Finisher

	Jerry Jefferson
	xxxx
	Generalist 4-8
	Finisher

	Ken Kemp
	xxxx
	Math 8-12
	Finisher

	Larry Lexington
	xxxx
	Bilingual Supplemental- Spanish
	Other Enrolled

	Larry Lexington
	xxxx
	Generalist 4-8
	Other Enrolled

	Mel Moulton
	xxxx
	Social Studies 8-12
	Finisher

	Nancy Navasota
	xxxx
	Physical Ed EC-12
	Other Enrolled

	Oscar Oglesby
	xxxx
	LOTE EC-12 - Spanish
	Finisher

	Patrice Pampa
	xxxx
	Generalist EC-6
	Finisher

	Patrice Pampa
	xxxx
	Bilingual Supplemental- Spanish
	Finisher

	Quinn Quanah
	xxxx
	Generalist EC-6
	Finisher

	Quinn Quanah
	xxxx
	Bilingual Supplemental- Spanish
	Finisher

	Reed Redwater
	xxxx
	Generalist 4-8
	Finisher

	Sally Savoy
	xxxx
	LOTE EC-12 - Spanish
	Finisher


1: The pass rate calculation will not include George, Larry, or Nancy, as they are not finishers – so let’s remove them.
	
	
	
	

	Name
	TEA ID
	Certificate Description
	Verify

	Annie Aransas
	xxxx
	Generalist EC-6
	Finisher

	Betty Beaumont
	xxxx
	Generalist 4-8
	Finisher

	Charlie Chico
	xxxx
	LOTE EC-12 - Spanish
	Finisher

	Dana Decatur
	xxxx
	Generalist 4-8
	Finisher

	Dana Decatur
	xxxx
	Physical Ed EC-12
	Finisher

	Ellie Ector
	xxxx
	Social Studies 8-12
	Finisher

	Ellie Ector
	xxxx
	ESL Supplemental
	Finisher

	Fannie Frenship
	xxxx
	Generalist EC-6
	Finisher

	Hattie Hemphill
	xxxx
	Generalist 4-8
	Finisher

	Ida Irving
	xxxx
	Social Studies 8-12
	Finisher

	Jerry Jefferson
	xxxx
	Generalist 4-8
	Finisher

	Ken Kemp
	xxxx
	Math 8-12
	Finisher

	Mel Moulton
	xxxx
	Social Studies 8-12
	Finisher

	Oscar Oglesby
	xxxx
	LOTE EC-12 - Spanish
	Finisher

	Patrice Pampa
	xxxx
	Generalist EC-6
	Finisher

	Patrice Pampa
	xxxx
	Bilingual Supplemental- Spanish
	Finisher

	Quinn Quanah
	xxxx
	Generalist EC-6
	Finisher

	Quinn Quanah
	xxxx
	Bilingual Supplemental- Spanish
	Finisher

	Reed Redwater
	xxxx
	Generalist 4-8
	Finisher

	Sally Savoy
	xxxx
	LOTE EC-12 - Spanish
	Finisher


2: Let’s retrieve all the tests that these candidates took.
	Name 
	TEA ID 

(or test date) 
	Certificate Description 

(or test name/number) 
	Verify 

(or test pass fail) 

	Annie Aransas 
	xxxx 
	Generalist EC-6 
	Finisher 

	Annie 
	Oct 2009 
	191: Generalist EC-6 
	F 

	Annie 
	Dec 2009 
	191: Generalist EC-6 
	F 

	Annie 
	Feb 2010 
	191: Generalist EC-6 
	F 

	Annie 
	Apr 2010 
	191: Generalist EC-6 
	P 

	Annie 
	Feb 2010 
	160: PPR EC-12 
	F 

	Annie 
	Apr 2010 
	160: PPR EC-12 
	P 

	Betty Beaumont 
	xxxx 
	Generalist 4-8 
	Finisher 

	Betty 
	Oct 2009 
	111: Generalist 4-8 
	P 

	Betty 
	Oct 2009 
	110: PPR 4-8 
	F 

	Betty 
	Dec 2009 
	110: PPR 4-8 
	F 

	Betty 
	Feb 2010 
	110: PPR 4-8 
	F 

	Betty 
	Apr 2010 
	110: PPR 4-8 
	P 

	Charlie Chico 
	xxxx 
	LOTE EC-12 - Spanish 
	Finisher 

	Charlie 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 

	Charlie 
	Feb 2010 
	160: PPR EC-12 
	P 

	Dana Decatur 
	xxxx 
	Generalist EC-6 
	Finisher 

	Dana Decatur 
	xxxx 
	Physical Ed EC-12 
	Finisher 

	Dana 
	Dec 2009 
	158: Physical Ed EC-12 
	F 

	Dana 
	Apr 2010 
	158: Physical Ed EC-12 
	P 

	Dana 
	Apr 2010 
	160: PPR EC-12 
	F 

	Ellie Ector 
	xxxx 
	Social Studies 8-12 
	Finisher 

	Ellie Ector 
	xxxx 
	ESL Supplemental 
	Finisher 

	Ellie 
	Dec 2007 
	132: Social Studies 8-12 
	P 

	Ellie 
	Jan 2010 
	154: ESL Supplemental 
	P 

	Ellie 
	Feb 2010 
	130: PPR 8-12 
	P 

	Fannie Frenship 
	xxxx 
	Generalist EC-6 
	Finisher 

	Fannie 
	Dec 2008 
	191: Generalist EC-6 
	F 

	Fannie 
	Mar 2009 
	191: Generalist EC-6 
	F 

	Fannie 
	Oct 2010 
	191: Generalist EC-6 
	P 

	Fannie 
	Dec 2008 
	194: PPR EC-6 
	F 

	Fannie 
	Dec 2008 
	194: PPR EC-6 
	F 

	Fannie 
	Mar 2009 
	194: PPR EC-6 
	F 

	Fannie 
	Oct 2010 
	194: PPR EC-6 
	F 

	Hattie Hemphill 
	xxxx 
	Generalist 4-8 
	Finisher 

	Hattie 
	Oct 2009 
	111: Generalist 4-8 
	P 

	Ida Irving 
	xxxx 
	Social Studies 8-12 
	Finisher 

	Ida 
	Oct 2009 
	132: Social Studies 8-12 
	F 

	Ida 
	Dec 2009 
	132: Social Studies 8-12 
	F 

	Ida 
	Feb 2010 
	132: Social Studies 8-12 
	F 

	Ida 
	Dec 2009 
	133: History 8-12 
	P 

	Ida 
	Feb 2010 
	194: PPR EC-6 
	P 

	Jerry Jefferson 
	xxxx 
	Generalist 4-8 
	Finisher 

	Jerry 
	Oct 2009 
	111: Generalist 4-8 
	P 

	Jerry 
	Dec 2009 
	110: PPR 4-8 
	F 

	Jerry 
	Feb 2010 
	068: Principal 
	P 

	Ken Kemp 
	xxxx 
	Math 8-12 
	Finisher 

	Ken 
	June 2010 
	135: Math 8-12 
	P 

	Mel Moulton 
	xxxx 
	Social Studies 8-12 
	Finisher 

	Mel 
	June 2010 
	132: Social Studies 8-12 
	F 

	Mel 
	Oct 2010 
	130: PPR 8-12 
	F 

	Oscar Oglesby 
	xxxx 
	LOTE EC-12 - Spanish 
	Finisher 

	Oscar 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 

	Oscar 
	Dec 2009 
	160: PPR EC-12 
	F 

	Oscar 
	Feb 2010 
	160: PPR EC-12 
	P 

	Patrice Pampa 
	xxxx 
	Generalist EC-6 
	Finisher 

	Patrice Pampa 
	xxxx 
	Bilingual Supplemental- Arabic 
	Finisher 

	Patrice 
	June 2009 
	164: Bilingual Education Supplemental 
	P 

	Patrice 
	June 2009 
	190: BTLPT - Spanish 
	F 

	Patrice 
	Oct 2009 
	191: Generalist EC-6 
	F 

	Patrice 
	Dec 2009 
	191: Generalist EC-6 
	F 

	Patrice 
	Feb 2010 
	191: Generalist EC-6 
	P 

	Patrice 
	Dec 2009 
	160: PPR EC-12 
	P 

	Quinn Quanah 
	xxxx 
	Generalist EC-6 
	Finisher 

	Quinn Quanah 
	xxxx 
	Bilingual Supplemental- Spanish 
	Finisher 

	Quinn 
	June 2009 
	164: Bilingual Education Supplemental 
	P 

	Quinn 
	Oct 2009 
	191: Generalist EC-6 
	P 

	Quinn 
	June 2009 
	194: PPR EC-6 
	F 

	Quinn 
	Oct 2009 
	194: PPR EC-6 
	P 

	Reed Redwater 
	xxxx 
	Generalist 4-8 
	Finisher 

	Reed 
	June 2009 
	111: Generalist 4-8 
	F 

	Reed 
	Oct 2009 
	111: Generalist 4-8 
	F 

	Reed 
	Dec 2009 
	111: Generalist 4-8 
	P 

	Reed 
	Feb 2010 
	194: PPR EC-6 
	F 

	Reed 
	Apr 2010 
	194: PPR EC-6 
	P 

	Sally Savoy 
	xxxx 
	LOTE EC-12 - Spanish 
	Finisher 

	Sally 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	F 

	Sally 
	Feb 2010 
	160: PPR EC-12 
	P 


3. Now let’s assess whether each test should count into the pass rates.  For any tests that shouldn’t, let’s give a reason why: 

	Name
	TEA ID ( or test date)
	Cert Desc (or test name and number)
	Verify (or test pass/fail)
	Include? (Y/N)
	If not, why not? 

	Annie Aransas 
	xxxx 
	Generalist EC-6 
	Finisher 
	 
	 

	Annie 
	Oct 2009 
	191: Generalist EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Annie 
	Dec 2009 
	191: Generalist EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Annie 
	Feb 2010 
	191: Generalist EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Annie 
	Apr 2010 
	191: Generalist EC-6 
	P 
	Y 
	 

	Annie 
	Feb 2010 
	160: PPR EC-12 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Annie 
	Apr 2010 
	160: PPR EC-12 
	P 
	Y 
	 

	Betty Beaumont 
	xxxx 
	Generalist 4-8 
	Finisher 
	 
	 

	Betty 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 
	 

	Betty 
	Oct 2009 
	110: PPR 4-8 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Betty 
	Dec 2009 
	110: PPR 4-8 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Betty 
	Feb 2010 
	110: PPR 4-8 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Betty 
	Apr 2010 
	110: PPR 4-8 
	P 
	Y 
	 

	Charlie Chico 
	xxxx 
	LOTE EC-12 - Spanish 
	Finisher 
	 
	 

	Charlie 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 
	Y 
	 

	Charlie 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 
	 

	Dana Decatur 
	xxxx 
	Generalist EC-6 
	Finisher 
	 
	 

	Dana Decatur 
	xxxx 
	Physical Ed EC-12 
	Finisher 
	 
	 

	Dana 
	Dec 2009 
	158: Physical Ed EC-12 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Dana 
	Apr 2010 
	158: Physical Ed EC-12 
	P 
	Y 
	 

	Dana 
	Apr 2010 
	160: PPR EC-12 
	F 
	Y 
	 

	Ellie Ector 
	xxxx 
	Social Studies 8-12 
	Finisher 
	 
	 

	Ellie Ector 
	xxxx 
	ESL Supplemental  
	Finisher 
	 
	 

	Ellie 
	Dec 2007 
	132: Social Studies 8-12 
	P 
	Y 
	 

	Ellie 
	Jan 2010 
	154: ESL Supplemental  
	P 
	Y 
	 

	Ellie 
	Feb 2010 
	130: PPR 8-12 
	P 
	Y 
	 

	Fannie Frenship 
	xxxx 
	Generalist EC-6 
	Finisher 
	 
	 

	Fannie 
	Dec 2008 
	191: Generalist EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Fannie 
	Mar 2009 
	191: Generalist EC-6 
	F 
	Y 
	 

	Fannie 
	Oct 2010 
	191: Generalist EC-6 
	P 
	N 
	This is after year end (8/31/10) 

	Fannie 
	Dec 2008 
	194: PPR EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Fannie 
	Mar 2009 
	194: PPR EC-6 
	F 
	Y 
	 

	Fannie 
	Oct 2010 
	194: PPR EC-6 
	F 
	N 
	This is after year end (8/31/10) 

	Hattie Hemphill 
	xxxx 
	Generalist 4-8 
	Finisher 
	 
	 

	Hattie 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 
	 

	Ida Irving 
	xxxx 
	Social Studies 8-12 
	Finisher 
	 
	 

	Ida 
	Oct 2009 
	132: Social Studies 8-12 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Ida 
	Dec 2009 
	132: Social Studies 8-12 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Ida 
	Feb 2010 
	132: Social Studies 8-12 
	F 
	Y 
	 

	Ida 
	Dec 2009 
	133: History 8-12 
	P 
	N 
	Not needed for finisher cert field 

	Ida 
	Feb 2010 
	194: PPR EC-6 
	P 
	N 
	Not needed for finisher cert field 

	Jerry Jefferson 
	xxxx 
	Generalist 4-8 
	Finisher 
	 
	 

	Jerry 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 
	 

	Jerry 
	Dec 2009 
	110: PPR 4-8 
	F 
	Y 
	 

	Jerry 
	Feb 2010 
	068: Principal 
	P 
	N 
	Not needed for finisher cert field 

	Ken Kemp 
	xxxx 
	Math 8-12 
	Finisher 
	 
	 

	Ken 
	June 2010 
	135: Math 8-12 
	P 
	Y 
	 

	Mel Moulton 
	xxxx 
	Social Studies 8-12 
	Finisher 
	 
	 

	Mel 
	June 2010 
	132: Social Studies 8-12 
	F 
	Y 
	 

	Mel 
	Oct 2010 
	130: PPR 8-12 
	F 
	N 
	This is after year end (8/31/10) 

	Oscar Oglesby 
	xxxx 
	LOTE EC-12 - Spanish 
	Finisher 
	 
	 

	Oscar 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 
	Y 
	 

	Oscar 
	Dec 2009 
	160: PPR EC-12 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Oscar 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 
	 

	Patrice Pampa 
	xxxx 
	Generalist EC-6 
	Finisher 
	 
	 

	Patrice Pampa 
	xxxx 
	Bilingual Supplemental- Arabic 
	Finisher 
	 
	 

	Patrice 
	June 2009 
	164: Bilingual Education Supplemental 
	P 
	Y 
	 

	Patrice 
	June 2009 
	190: BTLPT - Spanish 
	F 
	N 
	Not needed for finisher cert field 

	Patrice 
	Oct 2009 
	191: Generalist EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Patrice 
	Dec 2009 
	191: Generalist EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Patrice 
	Feb 2010 
	191: Generalist EC-6 
	P 
	Y 
	 

	Patrice 
	Dec 2009 
	160: PPR EC-12 
	P 
	Y 
	 

	Quinn Quanah 
	xxxx 
	Generalist EC-6 
	Finisher 
	 
	 

	Quinn Quanah 
	xxxx 
	Bilingual Supplemental- Spanish 
	Finisher 
	 
	 

	Quinn 
	June 2009 
	164: Bilingual Education Supplemental 
	P 
	Y 
	 

	Quinn 
	Oct 2009 
	191: Generalist EC-6 
	P 
	Y 
	 

	Quinn 
	June 2009 
	194: PPR EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Quinn 
	Oct 2009 
	194: PPR EC-6 
	P 
	Y 
	 

	Reed Redwater 
	xxxx 
	Generalist 4-8 
	Finisher 
	 
	 

	Reed 
	June 2009 
	111: Generalist 4-8 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Reed 
	Oct 2009 
	111: Generalist 4-8 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Reed 
	Dec 2009 
	111: Generalist 4-8 
	P 
	Y 
	 

	Reed 
	Feb 2010 
	194: PPR EC-6 
	F 
	N 
	There is another attempt before year end (8/31/10)   

	Reed 
	Apr 2010 
	194: PPR EC-6 
	P 
	Y 
	 

	Sally Savoy 
	xxxx 
	LOTE EC-12 - Spanish 
	Finisher 
	 
	 

	Sally 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	F 
	Y 
	 

	Sally 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 
	 


4: Let’s look at only the tests which “yes”, should be included in pass rates: 
	Name
	TEA ID ( or test date)
	Cert Desc (or test name and number)
	Verify (or test pass/fail)
	Include? (Y/N)

	Annie 
	Apr 2010 
	191: Generalist EC-6 
	P 
	Y 

	Annie 
	Apr 2010 
	160: PPR EC-12 
	P 
	Y 

	Betty 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 

	Betty 
	Apr 2010 
	110: PPR 4-8 
	P 
	Y 

	Charlie 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 
	Y 

	Charlie 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 

	Dana 
	Apr 2010 
	158: Physical Ed EC-12 
	P 
	Y 

	Dana 
	Apr 2010 
	160: PPR EC-12 
	F 
	Y 

	Ellie 
	Dec 2007 
	132: Social Studies 8-12 
	P 
	Y 

	Ellie 
	Jan 2010 
	154: ESL Supplemental  
	P 
	Y 

	Ellie 
	Feb 2010 
	130: PPR 8-12 
	P 
	Y 

	Fannie 
	Mar 2009 
	191: Generalist EC-6 
	F 
	Y 

	Fannie 
	Mar 2009 
	194: PPR EC-6 
	F 
	Y 

	Hattie 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 

	Ida 
	Feb 2010 
	132: Social Studies 8-12 
	F 
	Y 

	Jerry 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 

	Jerry 
	Dec 2009 
	110: PPR 4-8 
	F 
	Y 

	Ken 
	June 2010 
	135: Math 8-12 
	P 
	Y 

	Mel 
	June 2010 
	132: Social Studies 8-12 
	F 
	Y 

	Oscar 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 
	Y 

	Oscar 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 

	Patrice 
	June 2009 
	164: Bilingual Education Supplemental 
	P 
	Y 

	Patrice 
	Feb 2010 
	191: Generalist EC-6 
	P 
	Y 

	Patrice 
	Dec 2009 
	160: PPR EC-12 
	P 
	Y 

	Quinn 
	June 2009 
	164: Bilingual Education Supplemental 
	P 
	Y 

	Quinn 
	Oct 2009 
	191: Generalist EC-6 
	P 
	Y 

	Quinn 
	Oct 2009 
	194: PPR EC-6 
	P 
	Y 

	Reed 
	Dec 2009 
	111: Generalist 4-8 
	P 
	Y 

	Reed 
	Apr 2010 
	194: PPR EC-6 
	P 
	Y 

	Sally 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	F 
	Y 

	Sally 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 


Overall, there are 31 tests: 7 failed, and 24 passed. This makes an overall pass rate of 77.4%. Per TAC §229.4, this required pass rate is 80% for 2011-2012. This program would most likely receive a status of at least “Accredited – Warned” based on Standard 1. 
Please note that this is still simplified. Per TAC 229, fields with less than 10 candidates may qualify for a small group exemption, and scores should be disaggregated by ethnicity and gender. 

5. Let’s then sort like tests together, and then calculate percentages for certification area percents. 
	Name
	TEA ID ( or test date)
	Cert Desc (or test name and number)
	Verify (or test pass/fail)
	Include? (Y/N)
	Percent pass rates

	Betty 
	Apr 2010 
	110: PPR 4-8 
	P 
	Y 
	50 %

	Jerry 
	Dec 2009 
	110: PPR 4-8 
	F 
	Y 
	

	Betty 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 
	100%

	Hattie 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 
	

	Jerry 
	Oct 2009 
	111: Generalist 4-8 
	P 
	Y 
	

	Reed 
	Dec 2009 
	111: Generalist 4-8 
	P 
	Y 
	

	Ellie 
	Feb 2010 
	130: PPR 8-12 
	P 
	Y 
	100%

	Ellie 
	Dec 2007 
	132: Social Studies 8-12 
	P 
	Y 
	33%

	Ida 
	Feb 2010 
	132: Social Studies 8-12 
	F 
	Y 
	

	Mel 
	June 2010 
	132: Social Studies 8-12 
	F 
	Y 
	

	Ken 
	June 2010 
	135: Math 8-12 
	P 
	Y 
	100%

	Ellie 
	Jan 2010 
	154: ESL Supplemental  
	P 
	Y 
	100%

	Dana 
	Apr 2010 
	158: Physical Ed EC-12 
	P 
	Y 
	100%

	Annie 
	Apr 2010 
	160: PPR EC-12 
	P 
	Y 
	83%

	Charlie 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 
	

	Dana 
	Apr 2010 
	160: PPR EC-12 
	F 
	Y 
	

	Oscar 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 
	

	Patrice 
	Dec 2009 
	160: PPR EC-12 
	P 
	Y 
	

	Sally 
	Feb 2010 
	160: PPR EC-12 
	P 
	Y 
	

	Patrice 
	June 2009 
	164: Bilingual Education Supplemental 
	P 
	Y 
	100%

	Quinn 
	June 2009 
	164: Bilingual Education Supplemental 
	P 
	Y 
	

	Annie 
	Apr 2010 
	191: Generalist EC-6 
	P 
	Y 
	75%

	Fannie 
	Mar 2009 
	191: Generalist EC-6 
	F 
	Y 
	

	Patrice 
	Feb 2010 
	191: Generalist EC-6 
	P 
	Y 
	

	Quinn 
	Oct 2009 
	191: Generalist EC-6 
	P 
	Y 
	

	Fannie 
	Mar 2009 
	194: PPR EC-6 
	F 
	Y 
	67%



	Quinn 
	Oct 2009 
	194: PPR EC-6 
	P 
	Y 
	

	Reed 
	Apr 2010 
	194: PPR EC-6 
	P 
	Y 
	

	Charlie 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 
	Y 
	67%

	Oscar 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	P 
	Y 
	

	Sally 
	Dec 2009 
	613: LOTE EC-12 - Spanish 
	F 
	Y 
	


Please note that this is still simplified. Per TAC §229, fields with less than 10 candidates may qualify for a small group exemption. 
Standard 2: Principal Appraisal

The 2012-2013 Principal Survey will be used as a factor in determining the accountability status of educator preparation programs this year.  At the time of this publication release, a standard has not been determined.  
Standard 3: Student-Teacher Link

A metric and passing criterion for Standard 3 has not yet been approved by the Board. 
Standard 4: Field Observations

Standard 4 looks for “the results of data collections establishing EPP compliance with SBEC requirements specified in TAC §228.35(f) of this title (relating to Preparation Program Coursework and/or Training), regarding the frequency, duration, and quality of field supervision of beginning teachers during their first year in the classroom. 
(A) The 2009-2010 academic year was a pilot year for these data collections.     
(B) For the 2010-2011 academic year, the performance standard was a 90% compliance rate with SBEC requirements as to the frequency, duration, and required documentation of field supervision for each EPP candidate.     
(C) For the 2011-2012 academic year, the performance standard will be a 95% compliance rate with SBEC requirements as to the frequency, duration, and required documentation of field supervision for each EPP candidate.
The results of the 2010-2011 Observation reports (PDF, 126 KB) can be found on the TEA website. 
Calculation methodology is as follows: 

· For each EPP, pull all certificates of type PRO (first-year probationary) recommended by that EPP with end dates during the reporting year (September 1 to August 31 of the year in question). 

· Remove any candidate who isn’t in the finisher/all but clinical/other enrolled list.  (That should take care of anyone who left the program without completing.)

· Remove any candidate with a non-initial field. (ex. Principals, diagnosticians, etc)
· Remove duplicates of individuals.
· Examine observations – determine each candidate as “met” or “not met” based on the criteria of three observations required during the probationary certification period of a minimum duration of 45 minutes each. 

· Calculate a percentage :  100* (#met) / (#met + #not met)
A copy of the questions on the Exit Survey required to be completed by program candidates as part applying for standard certification is available at 

http://www.tea.state.tx.us/index2.aspx?id=2147485421&menu_id=2147483671
Candidates applying for their standard certificate will be asked to enter required basic application information, complete the exit survey, and pay for their fees in that order.  
Overall Accreditation Statuses

Texas Administrative Code (TAC) Chapter §229 defines the methodology for determining accreditation status. While the definitions below contain a brief summary, the exact and full language of the rule should be consulted. 
Accredited: met the performance standards of all four standards. 
Accredited-Not Rated: initial approval to offer educator preparation, until data can be obtained to assign a status. 
Accredited-Warned:

· Fails to meet standard on any one Standard, OR

· Fails to meet standard on any two gender/ethnicity groups in one year, OR

· Fails to meet standard on any gender/ethnicity groups two years in a row (doesn’t have to be the same group)
Accredited-Probation
· Fails to meet standard on any one Standard two years in a row, OR

· Fails to meet standard on any three gender/ethnicity groups in one year, OR

· Fails to meet standard on any gender/ethnicity groups three years in a row (doesn’t have to be the same group).
Not Accredited-Revoked: Accredited-Probation status for two consecutive years and SBEC determination
TAC 229: A Visual Representation
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	Standard 1: 

Pass Rates
	Standard 2: 

Principal Survey
	Standard 3: 

Candidate Achievement
	Standard 4:

 Field Observations

	ON if:

80% (2011-2012+) 


	ON if:

TBD

(all will be considered ON until a passing standard is approved)
	ON if:

 TBD

(all will be considered ON until a passing standard is approved)
	ON if:

95% compliance rate (2011-2012+)




Accreditation statuses are posted by year on the TEA website and can be accessed at the following link.  
http://www.tea.state.tx.us/index2.aspx?id=2147485421&menu_id=2147483671
DATA REPORTING: WHAT’S DUE SEPTEMBER 15TH?
The laws and rules have had no changes.  TEA will still use the two operational procedures introduced last year.  
Correction Period: TEA added a period to correct any data that may have been incorrect:
· September 15: data is due and ECOS is locked. (If September 15 falls on a weekend, the lock will happen at 5 pm Central time on the Monday following the weekend.)
· September 15 – October 1: ECOS remains locked, and EPPs can only access ASEP for analysis and identification of errors. 

· October 1 – October 15: ECOS is unlocked for correction of errors and re-locked at 5 pm Central time on the 15th. 
Affidavit Form: Each EPP will be required to submit an affidavit form, verifying they have submitted their data and take responsibility for its accuracy.  The affidavit should be emailed to edstandards@tea.state.tx.us. 
The form is located on the TEA website at http://www.tea.state.tx.us/index2.aspx?id=2147506995. 

Finisher/All But Clinical/Other Enrolled List
This list, often referred to as “the finisher list” for short, is a list of who participated in the EPP during the reporting year. BY SEPTEMBER 15, all candidates for the previous year must be entered.  
· All candidates who have finished the requirements must be entered for the reporting year with a status of “Finisher.” Who should be included as finishers? Please refer to the TAC §229 definition of pass rate. 

· In addition, for Title II/HEA purposes, unfinished candidates pursuing initial teacher certification should be entered as: 
· “All but clinical” -- candidates who have completed all coursework and/or training and field experience but not finished with internship/clinical teaching/candidate teaching) OR 
· “Other enrolled” -- candidates admitted to the EPP who are pursuing initial teacher certification, but not at the stage of “finisher” or “all but clinical.” 
· PLEASE NOTE: Since Title II/HEA does not compute pass rates for principals and other non-initial certifications, they may be omitted here. That may, however, cause problems when updating lists in later years or compiling other data. 

A candidate who officially left the program during the reporting year without finishing does not need to be reported. 

PLEASE NOTE: The content of this list – specifically the candidates, the areas in which they were educated, and the statuses – is used in calculating pass rates for both ASEP (Standard 1) and Title II.  Mistakes here may cause incorrect pass rates. 

For statutory references please read: 
· Texas Education Code, Sec. 21.0452 

· Texas Administrative Code, Title 19, Part 7, Chapter 229 

· Higher Education Act, as amended in 2008 
Information on how to enter these candidates is listed later in the manual under “ECOS Online User’s Guide.” 
Observations
The law requires the reporting of observations of “beginning teachers”, those serving as a classroom teacher of record on a probationary certificate. Therefore, student teachers/clinical teachers, principals, and counselors, etc., are not included. 
Compliance (for ASEP standard 4) is currently measured as the percentage of these candidates with at least 3 observations out of all candidates required to have at least 3 observations. 
For statutory references please read: 

· Texas Education Code, Sec. 21.0452 

· Texas Administrative Code, Title 19, Part 7, Chapter 229 

Information on how to enter these candidates is listed later in the manual under “ECOS Online User’s Guide.” 
Annual Performance Report
The law requires the reporting of data regarding the numbers of candidates applied, admitted, retained, and completed annually for each program, which the program must track and report, as well as retention data (which is currently provided by TEA). All candidates should be reported, including principals, counselors, and other non-initial certification candidates. 
Use these definitions in compiling data: 

Applied: The number of all persons from whom the EPP received applications during the reporting year. 

Admitted: The number of all candidates allowed, either formally or conditionally, entering the EPP in the reporting year: This might be noted by: 
o receiving fees beyond an application fee; 

o issuing a letter or other confirmation of acceptance; or 

o allowing candidates to participate in trainings. 

Retained: The number of all candidates who were admitted to the EPP during or previous to the reporting year, but have not yet finished or left the program.
o Note: For initial teacher certification candidates, this should equal “other enrolled” + “all but clinical” from the finisher list. Also consider candidates working towards professional certificates such as principal, counselor, etc. at this stage if they were not already entered in the finisher list. 

Finished/Completed: The number of all candidates who finished the program requirements in the reporting year. This should equal the number of people marked as “Finishers” in the finisher list. 

For statutory references please read: 

· Texas Education Code, Sec. 21.0452 

· Texas Administrative Code, Title 19, Part 7, Chapter 229 

Information on how to enter these candidates is listed later in the manual under “ECOS Online User’s Guide.” 
Consumer Information: Spreadsheet of GPA and Test Scores

The law requires the reporting of data regarding the candidates who were admitted during the reporting year: grade point average (overall and by subject area), SAT/ACT/GRE scores as applicable, and basic skills such as TASP/THEA scores or Texas Success Initiative. All candidates should be included, including principals, counselors, and other non-initial certification candidates.

At this time, the data is submitted in spreadsheet form. There are two forms available – a 2010 “old” version and a 2011 “new” version – either is acceptable. The spreadsheet will be completed as detailed later in this manual and emailed to TEA at edstandards@tea.state.tx.us.  
PLEASE NOTE: The file name should be “county/district number_program name_title” such as “227619_UniversityofTeachers_GPAandtestscores2013”
For statutory references please read: 

· Texas Education Code, Sec. 21.0452 

· Texas Administrative Code, Title 19, Part 7, Chapter 229 
Information on how to enter these candidates is listed later in the manual under “Not in ECOS Online – The Consumer Information Website and Its Required Data.” 
HOW TO: Change Last Year’s Data
You can’t – the data has a lockdown date.

Please don’t knowingly commit errors in this year’s data in an attempt to make up for errors in last year’s data.  
ECOS ONLINE USER’S GUIDE
What’s New in ECOS? 

Logging in – for educators, districts, EPP staff, and TEA staff – has been integrated into the new Texas Education Agency Login (TEAL) system.  
TEAL and ECOS ACCess InstructioNS  

TEAL Quick Reference for Access to the Educator Certification Online System (ECOS) 

Beginning February 28, 2013, if you need access to the Educator Certification Online System (ECOS) to access your educator account, you must register for a Texas Education Agency Login (TEAL) account.    TEAL provides a secure gateway to log into TEA web applications.  

Important Note about TEAL Registration for Educators 
Users must use a Microsoft Internet Explorer (IE) web browser to properly access TEAL and ECOS.
Set up TEAL if you want to access your educator account to:   

• Apply for educational aide certification, 

• Apply for probationary or standard certification, 

• Apply for additional certification by examination, 

• Apply for master teacher certification, 

• Apply for professional certification such as: (school librarian, school counselor, reading specialist, educational diagnostician, principal and superintendent), 

• Apply for renewal of your standard certificate(s) or educational aide certificate(s), and/or
• Apply for a review of out-of-state or out-of-country credentials (and/or apply for the one-year certificate). 

Here are helpful links for further information:  

Educator Login/Account Set Up     https://secure.sbec.state.tx.us/SBECOnline/login.asp 

In addition, you can secure assistance from the education service center for your area.   
 http://www.tea.state.tx.us/index2.aspx?id=25769805550&menu_id=865&menu_id2=794
When setting up TEAL, you must use the name that appears on your Texas educator certificate. If the first and last name does not match exactly in TEAL with the first and last name in your educator account, you will not be able to access your educator account. To find out what name is on your certification, click this link: https://secure.sbec.state.tx.us/SBECONLINE/virtcert.asp  (certificate lookup). When searching under the “Certificate Lookup” link only enter the first and last name. 

Requesting Your TEAL Account 
To request a TEAL account, perform the following steps: 

1. Complete and submit the TEAL registration form located here:  TEAL Registration https://pryor.tea.state.tx.us/TSP/TEASecurePortal/jsp/manage_profile.jsp
.
2. Select your Organization Type. 
a. If you are an educator:  

• Select Educator from the Organization Type dropdown. 

• Enter your Social Security Number (SSN) or, if you do not have an SSN, your previously assigned file number (beginning with a P).   

Note:  It is important to enter this accurately as the system uses it to locate your ECOS credentials. Inaccurately entered data will results in access problems.
b. If you work for an educator preparation program, select Educator Preparation Program from the dropdown. 

c. If you work for a school district, but do not have certification, select School District. 

3. Complete the form and click Submit. 

Logging into TEAL for the First Time 
Once you submit your TEAL registration, you receive an email that provides your new username and a temporary password.  When logging onto TEAL for the first time: 

1. In the Username field, enter the username included in the email. 

2. In the Password field, enter the password included in the email (cut and paste into field). 

3. Click “Submit.”  A new page is displayed indicating your password has expired. 

4. On the Expired Password page: 
a. Enter your username in the Username field. 

b. Enter the password that was included in the email in the Current Password field. 

c. Enter a new password in the New Password field (follow the password guidelines displayed on the page)  

d. Enter the new password again in the Confirm New Password field. 

5. Click “Submit.” 

6. Click “I Agree” on the Statement for Assurance page. 

7. Select and answer three security questions. These questions must be answered to verify your identity if you ever forget your password and must be answered the same.  For example, if you answer: In what city did you meet your spouse/significant other? and type: "Ft. Worth", then the system will not accept "Fort Worth" as a valid answer.  

8. Click “Save Changes.”  The TEAL Applications page is then displayed. 

Getting Access to ECOSEducator 
If you selected Educator from the Organization Type dropdown when you created your TEAL account, you will have access to ECOS when you log in to your TEAL account.  On the Applications tab, click the” Educator” link to access ECOS. 

If you did not select Educator from the Organization Type dropdown when you created your TEAL account do the following: 

1. Select My Application Accounts from the Self-Service list and click Request New Account (or if you have it, you may click Apply for Access on the Applications tab and click Request New Account). 

2. Select ECOSEducator. 

3. Select “No” in response to the question Do you have an existing TEA Educator Certification Online System (ECOS) account and password? (Even if you have an existing account and password) 
4. Enter your Social Security Number (SSN) or, if you do not have an SSN, your previously assigned file number (beginning with a P) and click “Create.”  You should receive a green message at the top of the page indicating that your request for ECOS educator was successful.   

5. Click “Done.”   

6. Click “Access Applications” from the Self-Service list, and then click “Refresh Links” (far right hand side of page).  Click the “Educator” link to access ECOS. 

Getting Access to ECOSEntities (Green Screen) 
If you need ECOSEntities access, do the following: 

1. Select “My Application Accounts” from the Self-Service list and click “Request New Account.”  

2. Select “ECOS Entities.” 

3. Select “No” in response to the question Do you have an existing TEA Educator Certification Online System (ECOS) account and password? (Even if you have an existing account and password) 
4. On the Application access details popup, enter the name or number of the organization for which you work. (Employing organization) in the Organization textbox.  
5. Select the role(s) that you need by checking the associated checkbox(es). 
6. Enter the name or number in the Authorizing Organization textbox.  (This usually is the same as the employing organization; however, if you work for one organization and need access to a different organization, it will be different.  For example, if you work for an ESC and need access to an ISD, the authorizing organization will be the ISD to which you need access.)   
7. Click “Done.”  
8. Click “Save Changes.”  (A message will be displayed indicating your request has been processed.) 
Your TEAL account request is automatically forwarded to the appropriate approver.  It must be approved by someone in your organization first (the organization approver) and then by TEA (the service approver).  You will be notified of the status of your request by email.  You can also check the status of your request by logging into TEAL and selecting “Requests I’ve Submitted” from the Self Service menu.  You can then use the Filter Option on the page to view the status of your requests.  If your request is rejected by your organization approver or by the TEA service approver, you must resubmit your request.  

TEAL and ECOS adding or modifying access 
From TEAL Applications tab, click on “Add/Modify Access” to the right of the entity’s access
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On Edit Account tab, the application list may appear empty at first.  Click on “Refresh Access” to populate the application list.  Single click on the educator preparation program or district access to highlight it and then click “Remove Selected>”
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On the pop-up, select the role to remove and click “Remove.”
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It will ask you to confirm your request, click “OK”.  Your Edit Account screen will now show the District access without the removed role.  Scroll down and click “Save Changes”.
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You will receive a success message at the top of the screen.
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The EPP approver(s) will need to approve it.  They can see the pending request by clicking on “Requests I’ve Submitted” in the left hand menu.  Single click on the request row and click “View Details”.  The popup should show it is waiting for the Primary Approver.
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Test Approval

Summary of Options and Uses
There are four options under the Test Approval tab: 

· Search/Add/Edit Applicants – allows user  to search, add, or edit a candidate’s test approvals or added to the system to create an account, usually done for test approval;
· Upload New Candidates/Test Approvals – allows candidates’ accounts and test approvals to be added via a spreadsheet upload, instead of the individual method above; 
· Upload Status – shows the content and success or failure of ALL uploads (not just test approvals but finishers and observations, too); and
· Maintain Test List – allows the user to search all test approvals and their statuses. Including re-instating those with a status of "removed”.   
Terms
Types of Programs
· University Initial —a program usually delivered as part of a baccalaureate program that includes candidate teaching
· University Post Baccalaureate —a program that may be offered to an individual who already holds at least a bachelor’s degree and is seeking certification
· Alternative Certification Program (ACP)  —a non-traditional educator preparation program for teachers and administrators who hold a bachelor’s degree or higher that may involve university coursework or other professional development experiences as well as intense mentoring and supervision during the candidate's first year in the role of educator
· University Alternative Certification Program —an Alternative Certification Program offered by a university
Test Approval Routes
“with prep” or “without prep” is a holdover from an older version of accountability. It no longer matters in accountability whether test approvals are identified as with or without preparation. 

Test Approval Statuses

· Eligible (0): the candidate can’t register, but is entered into the system and the test is in the EPP’s list.  An EPP might do this as a placeholder if it doesn’t want to approve yet, but wants the candidate to be in the system (often used in uploading multiple candidates). Also use “eligible” to prevent the candidate from registering without completely removing test approval. 
· Approved (1): the candidate can test only once without the EPP intervening to approve again. When the score is received by TEA, the test is either considered “passed” or is returned to “eligible.”* The candidate would need to contact the EPP for additional approval. 
· Removed (2): the candidate cannot register or see it in his or her test approvals. The program can also not see this test anywhere but Maintain Test List. It is not actually gone from the database, however, and will cause a conflict message if it is added again. See Maintain Test List for more information on re-activating a removed test approval.

· Approved Until Manual Removal (3): the candidate can test as many times as he or she wants without EPP intervention. When TEA receives the score, the approval is either changed to “passed” or left as “approved until manual removal.” 
*A very quick candidate might be able to re-register between the period of time that he or she finds the score on ETS and the time when the score is sent to TEA and causes approval to change. While TEA is always working to minimize that window of time, it may still happen. The window for retesting is now 45 day.
Search/Add/Edit Applicants

Why does it say “The applicant/educator’s name must appear exactly as it appears on their valid state ID” at the top? 
If a candidate’s legal name is incorrectly entered, he or she may have issues when validating his or her identity at a fingerprinting or testing site, including being denied admission and losing fees paid. 
HOW TO: Search Test Approvals for a Candidate
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Example: Search for a candidate whose Social Security Number is 777-77-7777. 

· Start at Test Approvals-> Search/Add/Edit Applicants. 

· Enter the number (without dashes) in the box for Social Security Number.
· Click “Search” at the bottom of the screen.
· Result:  Maintain Test Approval Information appears. This number belongs to a Federico Neuenschwander who currently has no test approvals.
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Example: Search for a candidate whose Social Security number is 999-77-9999. 

· Start at Test Approvals-> Search/Add/Edit Applicants. 

· Enter the number (without dashes) in the box for Social Security Number.

· Click” Search” at the bottom of the screen. 

· Result: the Student Search screen re-appears. This number does not belong to an educator in the system. 
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HOW TO: Create a Candidate
Example: Since 999-77-9999 was not in the system, (after verifying records to ensure this is the correct number for this candidate), create an account for this candidate.

· Start at Test Approvals-> Search/Add/Edit Applicants. 

· Enter the number (without dashes) in the box for Social Security Number. 

· Click on the box after “Create with Given SSN”.
· Click “Search” at the bottom of the screen. 

· Result: the “Add New Educator Information” screen appears, asking for more information on this candidate. 
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· Enter the correct information, at least into the fields marked “required” with two red asterisks.
· Click “Save.” 

· Results: 

· The user will get a reminder, asking to continue (click “OK” unless you’ve discovered an error).
· The Maintain Test Approval information screen appears. 

· The candidate will receive an email. 
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Texas does have educators and educator candidates who do not have Social Security Numbers. 
[image: image17.png]€ Educator Certification Online System - Microsoft Internet Explorer provided by Texas Education Ager X

2] hitps://ward.tea state txus/SBECOnline/ ASEP2/a3_entity_aseps

1=8521EC3B74DAI96BBAEB1 22366D5BE3 1 Bicompletic + B | B[ 49| x (53"

search.asp:

Favorites | 5 74 Educator Testing 714 Ektron preview 704 Ektron ] ETS-TEES ) Google ] ITEA Intranct 2] SBECO-Purple i\ TEA Account 704 TEA Home [ Texas Legislature Online: =

v B v ) & v Pagev Sefetyv Tooksv

5]~ ASKTED Search Screen | @8 Educator Certication... |4 Texas Education Agen... |14 Texas Education Agen...| € Educator Cetficti.. X

Educator Certification Online System

Entity: A+ Texas Teachers (101714)
User: David E Carmody STD

Information & Support Help
512-936-8400

Main Menu Student Search

~ Standard Certification
~ Probationary

= = You may search forthe Student by entering the SSN number, Last Name or by TEAID.

= Test Approval

Upload New Social Security Number.

Students/Test Approvals
Upload Status
Search AddEdit

—or—

Applicants FirstName:
Waintain Test List LastName:
"~ Career & Technology -
~ Approved Programs
"~ Educator Information TEAID:
Change Address Ifanew profile is to be created, enter an SSN and diick this checkbox.

Create with Given SSN [
Ifan SN is not available, a P~ number can be generated for this student by clicking on this checkbox and clicking on the Search button.
User Profile Generate P Number

File Transfer

Satisfaction Survey

Change Password
Switch Back to Admin

Release 1220

@ Intemet | Protected Mode: On




Example: Zahava Zavalla has no Social Security number. The system will still accept her and generate a fake number, starting with the letter “P” for her to use as a Social Security Number (only in ECOS). To do this:

· Start at Test Approvals-> Search/Add/Edit Applicants. 

· Click “Generate P Number.” 

· Click “Search”.

· Results: the same Add New Educator Information screen, except the newly created P number is in place of the SSN. 
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What a Newly Created Educator Sees
From the candidate’s point of view, the process starts with an email indicating that their name has been uploaded by the Educator Preparation Program into the TEA Educator Certification Online system.  It will then give them additional information on how to retrieve their TEA ID number, see their test approvals (if any), and complete their profile.  
The candidate should go to the TEA website at www.tea.state.tx.us and select the “Educator Login” button in the upper right hand corner (Internet Explorer required).  
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The next screen looks like this. 
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Educator Certification Online System (EC0S)

TEA has implemented a new login called TEAL, which ECOS will use going forward. Please follow the steps below to get started.

PLEASE READ THIS ENTIRE MESSAGE BEFORE PROCEEDING TO ANY LINKS ON THIS PAGE. YOU WILL NEED TO KEEP THIS PAGE
OPEN SO YOU CAN EASILY REFERENCE THE FOLLOWING INSTRUCTIONS.

1. Create new TEAL account or Login to TEAL

2. Please select “Educator” as your Organization Type on the TEAL New User Registration form. TEAL will prompt you to enter your TEA ID or
Social Security Number or P Number. This will assist us in migrating your credentials to the new system.

3. After you have created your TEAL user account, you will receive an email with your new user name and password. Follow the link in this email to
login, using your new user name and password.

4. After changing your password and establishing your security questions, you will be redirected to the TEAL landing page, where you can access the
ECOS for Educators application by clicking on the link.

View TEAL instructions to access ECOS educator account via below links:

TEAL Instructions With Graphics or TEAL Quick Reference

Video TEAL Setup Instructions





The newly entered candidate should click “Create New TEAL Account.”

[image: image21.png]Texes Education

8] https://pryor.teastate.beus/ TSP/ TEASecurePortal/jsp/manage._profile,sp. > B |54 | x |29 Google

Fle Edt View Favorites Tools Help

S Favorites | 5 ¢ Texas Education Agency 74 Texas Education Agency -... [E] Google 74 Welcome to TEA
Jﬂ'ﬂml’ﬂm‘iﬂnw \ | % v B v = # v Pagev Safetyv Tooks~ @

Texas Education Agency

User and Access Management

TEA Login (TEAL) uses one user account for all application access. TEAL User access can handle multiple application accounts, each with its own organizational affilation.

Under normal circumstances, you only need to fill out this registration form once. If you have already completed this form but have not received an email with your username and password, please allow up to six hours for the processing to
‘complete or check your junk/spam email folders for an email from TEAL Admin@tea.state. tx.us.

TEA employees and contractors please note: Your request must be approved by HR or your manager and this will add to the processing time.

* First Name:

Middle Name:

* Last Name:

Suffix: Generational, Academic, Professional (Jr, PhD, CPA)

* Email Address: Allnotifications will be sent to this address.

* Verify Emai
* Birth Month: The month of birth (1-12)
* Birth Day: The day of the month of birth (1-31)
* Organization Type: The user's organization type.

Phone Number: May include area codes and extensions
Street Address:
city:
Country: [United States <1 =

TEA Home Page | Web Policy and Accessibility
1f you have any questions, plesse send emal to TEAL Support st TEAL.Support@tea.state.beus.
‘Copyright © 2012 Tha Taxas Education Agency, 1701 North Congrass Ave, Austin, TX 787011494
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After completing this information, the candidate will receive another email which gives them information on how to complete the TEAL registration process.  

After the TEAL process has been completed, when the candidate logs into TEAL, selects from the self-service menu “Access Applications”, the candidate should see the following.  To continue, the candidate will click on  “Educator”.
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The candidate will be asked to complete a second profile which is actually their educator profile.  (The first one was a secure TEAL profile.) 
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|after you have received an email confirming that your name change is complete, then you can print an updated certificate with your name change by clicking on the “View Certficates” link

Mailing :
© United States and other US Territories. Foreign Address.
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Be sure to check to make sure everything has been entered correctly, especially the email address at the bottom of the page.  When the candidate is ready to apply for a probationary certificate, standard certificate, or pay for fingerprinting, they should select “Continue” at the bottom of the page.  The next page will look like this. 
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Educator Certification Online System

Welcome, Michael Mansfield

TEA ID Number: 1763565

Educator Main Menu

To apply for a certificate, click on "Applications” at the left and select the type of certificate you are applying for.

After you have successfully applied for the appropriate certificate or service, you can then pay online by clicking on the Application/Fee
Status button in the menu options on the left side of this screen and then click on " * to begin the online payment process.

TEA accepts Electronic Checks and Credit Cards for payment

Current Applications and other capabilties online are:

Payfor senices online using Credit Cards or an Electronic Check

Probationary Certification

Standard Certification
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Use the menus on the leftto begin. You must maintain current demographiciprofile information (such as name, mailing address and email). This
information will be used to issue certificate(s) and communicate with you regarding the status of your certificates or applications.
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Now he or she has a TEA ID number, which displays at the top, and a menu to the left, which is used to request most services. 

Candidate Account Changes

Some of the data in a candidate’s account can be changed by the candidate when he or she logs in. However, if the original “matching” information is incorrect, the candidate isn’t able to log in. 

The EPP can update name, date of birth, and email address until the candidate verifies his or her profile (see Educator Information).  Afterwards, the candidate can change contact and birthdate, but must request a name change in writing from TEA. There is a request form on our website to do this: from the TEA home page, choose “Educator Certification” in the lower left-side menu, then “Contact Educator Certification”, then “Email TEA Educator Certification and Standards.” 
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change or correction of name, gender or date of birth, please email the required documents along with a daytime phone number.  

1. Current state drivers license or state ID
2. Last four digits of social security number

3. Previous name

4. Out-of-Country educators who do not hold a state issued drivers license may submit a copy of a current passport 
5. A current email address and valid daytime phone number 

Please scan documents and email to:
namechange@tea.state.tx.us
Or Mail to:
TEA-CRT
5th Floor
1701 North Congress Ave 
Austin, TX  78701

Please allow 7 to 10 business days for processing.

Candidates who have a test scheduled with ETS within one month of requesting such a change should email ETS at texes-excet_inquiries@ets.org to inform them of the pending change. 

No one can change a candidate’s social security number (SSN) except a limited number of information security specialists.  If a candidate’s SSN needs to be changed – either due to a mistake or a P-number to an updated SSN – the candidate will need to call TEA at 512 936-8400 Certification to speak with a Certification Specialist to verify and correct the social security number.  DO NOT SEND A COPY OF YOUR SOCIAL SECURITY CARD to TEA.  
If an educator or candidates accidentally has two accounts, he or she needs to request a “merge” of those accounts. TEA requires the same proof of identity as above.  TEA preserves the formerly incorrect record with a name of “Read Educator Notes.” This tells us to view notes on the file to see what happened. EPP Users don’t have access to those notes and need to contact a TEA Certification Specialist. 
PLEASE NOTE: submission of this information is very inconvenient for candidates, and due to the limited number of staff with this access, updates do not happen immediately. Please take every step to ensure numbers are correct upon first entry. 
HOW TO: Add or Modify Test Approval for an Existing Candidate
Once a candidate is in the system, use the Maintain Test Approval Information screen to add or modify test approval. 
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To add a test approval: 

· Click “Add Test Approval,”
· Result: Add/Edit Test Approvals screen appears.
· Enter the date of admittance (same as “active date”); choose a route, a test, and an approval status.
· Click “Save.”
· Result: the Maintain Test Approval screen appears again with the update. 
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To modify an existing test approval:

· Click the linked name of the test.
· Result: The Add/Edit Test Approval screen appears. 

· Change the route code, test, or approval status. 

· Click “Save.” 

· Result: the Maintain Test Approval screen appears with revised information. 
PLEASE NOTE:  Clicking “remove,” or choosing status “removed,” removes it from program’s and candidate’s views, but the record is still in the system. This has 2 important consequences: 

· The candidate will never be eligible for Pre-Admission Content Test (PACT) – system will prevent PACT profile. 

· If the EPP ever adds that test approval back, the user will get an error that it already exists: “The combination of test/route/date of admittance already exists”. 

If the EPP ever wants to later approve a candidate for that test, it is better to change approval to “eligible” instead of “remove”. See “Maintain Test List” for instructions on how to re-instate a removed test approval. 
Upload New Candidates/Test Approvals
Besides entering each candidate individually, a program can upload many candidates at once. Doing so will create accounts for those not already created, and add test approvals for new and existing candidates at the same time. 
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All uploads MUST be in CSV(Comma separated value) format See Example

New Student Demographics with Test Approval as an option

1. SSN or Phumber - XXXXXXXXK
[2. Last Name (25 max)

. First Name (20 miax)

4. Middle Name (15 miax - May leave bianik)

5. Date of Birth XXXKXXXX (18 vears or older)

/6. Email Address

/7. Acceptance Date KX/XXXKXX

. Route

9. Test Code (May leave blank)

10. Test Approval 0 for Eligible, 1for Approved, 3 for Approved until Removed Manually)
[Example Fi

[450391901,Brown,Jim, 09/15/1961,Jim@yahoo.com,09/01/2005,1,130,1

1450391902, GomezLucy,J,05/25/1965,Lucy@yahoo.com,00/01/2005,1,128,0
1450391903, Reid Harry,R,03/12/1955 HR@gmail.com,09101/2005,1,121,

*+* Limit of only 300 records per upload ***
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HOW TO: Upload Test Approvals
First, users will need to create a spreadsheet of the candidates and test approvals. On the Upload New Candidates/ Test Approvals home page, the required fields are listed in order. 

· Create a spreadsheet or text file with the fields equal to those shown on the Upload New Candidates/ Test Approvals page.
· Format SSN column as “text” to preserve leading zeros. 

· Save the file as type “csv” for Comma Separated Values. (Windows)

· Save the file to a location for uploading.

· Start at Upload New Candidates/ Test Approvals.
· Click “Browse,”
· Find the correct file (this may vary by individual computer). 

· Click “Upload.”
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HOW TO: Check if your Upload worked

The EPP is responsible for ensuring that all data is entered and correct. Do not depend on the message which says “your file was uploaded successfully:” This message would not detect errors if the system didn’t recognize parts of your data. 

Please view the Upload Status page to view the data actually entered. Many problems can be avoided by verifying uploads.  Refer to the Upload Status section of the manual for details. 

Upload Status
The Upload Status Feature provides a list of the EPP’s uploads with the date, time, user, data attempted to upload and success/error. While this feature is located under Test Approval (because historically this was the first upload built), it also shows upload status for Finishers and Observations.
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To check the data attempted to upload, click the link for type (Finishers, Observations, Test Approvals, etc).  A new window will pop up showing the data. 
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To check the success or error message, click the “date/time” link. 
PLEASE NOTE: if an upload does not say successful, IT WAS NOT SUCCESSFUL. Make necessary corrections and try again. 
Maintain Test List

The Maintain Test List feature is designed to allow EPPs to maintain test approvals for candidates. They are stored here by academic year (based on admittance date) and status. 
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HOW TO: Reinstate a Removed Test Approval

Reinstating a removed test approval:
· Start at Test Approvals-> Maintain Test List. 

· Filter by year (of admittance) and status (removed) to find the candidate and test. 

· Click “Refresh List.”
· Look through list to find row for candidate and test to re-instate. 

· Pull down the status dropdown to choose the correct new status.

· Check the box next to that row.
· Click “Continue” at the bottom. 

EPPs are advised to periodically review the “approved” and “approved until manual removal” lists for all years in order to update or remove any outstanding test approvals. 

ASEP – Introduction

Summary of Options and Uses
The Features under the ASEP tab can be organized into sub-categories that go together. That organization is in this manual – the features about Finishers, the features about Observations, the features about Annual Performance Report, and the rest, are grouped together. 


Handbooks, Forms, etc.
This feature is rarely used now that TEA posts documents like these on the website. 
Notes on Archived ASEP (pre-2010)
Finisher lists and pass rates are kept here for reference. Since the 2009-2010 year began the new accountability system, the data reporting requirements and pass rate calculations are different. 

ASEP – The Finisher/All But Clinical/Other Enrolled list
The Finisher/All But Clinical/Other Enrolled list (which is sometimes just referred to as “the finisher list” for short) is a master list of who has finished (anytime during that Sept 1 – Aug. 31 year) or is still in the EPP on August 31. The content of this list tells both state and federal governments who to use in calculating pass rates for ASEP (state) and Title II (federal) reporting for that year. 

What do these mean?   Please read more under “What’s Due September 15?”
Some EPPs, based on structure and scheduling, may never have candidates in all three categories, which is perfectly acceptable. 

Who’s in which pass rates?

· ASEP (state) – all Finishers in all fields. (All but Clinical and Other Enrolled candidates are not considered in ASEP pass rates.) 
· Title II (federal) – Finishers, All But Clinical, and Other Enrolled candidates, but only in initial certifications. Professional certifications (principal, counselor, etc.), supplemental certifications (ESL, Bilingual, etc.) are excluded, as are any individual candidates who have already finished an initial certification program.  The program is now responsible for uploading student information into the Title II portal on ETS.  TEA will no longer be uploading this information.  
What about candidates who drop out?
If a candidate officially exits the EPP during the year without finishing, he or she should not be included on the list. If the candidate is on leave but still tied to the EPP, include. 
Maint Finishers
Maint(ain) Finishers is the feature which allows EPPs to view and make changes to the list. 

PLEASE NOTE: The list is pre-populated for any year with All But Clinical and Other Enrolled candidates from the previous year. EPPs will need to MANUALLY (not by upload) remove or change any candidate whose field(s) or status has changed. 
PLEASE NOTE: Beginning with 2011-2012, EPPs must identify each candidate as traditional, post-bac, or alternative.  
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HOW TO: Change a Candidate in the Finisher List

To change only the status of a candidate: 

· Start at ASEP->Maint Finishers.

· Choose the reporting year and the list (Finisher, All But Clinical, Other Enrolled). 

· Click “Continue.” 

· Result: the list populates. 

· Find the candidate. 

· Change the dropdown in the “status” column (one option here is “remove” if the candidate is no longer in your program).

· Click “Save” at the bottom of the page.

To change the certification field(s) or program type of a candidate: 

· Start at ASEP->Maint Finishers.

· Choose the reporting year and the list (Finisher, All But Clinical, Other Enrolled) 

· Click “Continue.” 

· Result: the list populates. 

· Find the candidate. 

· Click the candidate’s name. 

· Result: the Student Maintenance page appears. 

· Choose “remove” from the status column of any incorrect records.  

· Add any new records on blank lines, including correct years, program types and statuses. 

· Click “Save.”
PLEASE NOTE: users will not be able to change any information from previous years. Each year is “locked” on the deadline of September 15. 
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Student Search (Add Finisher)

PLEASE NOTE: the “Add Finisher” command is gone. It was always redundant of “Student Search” so start there.
HOW TO: Add a Candidate to the Finisher List
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· Start at ASEP-> Student Search. 

· Enter the number (without dashes) in the box for Social Security Number or TEA ID. 

· Click Search. 

· If the candidate is not recognized by ASEP, the Student Profile Setup screen appears. 

· Fill out the necessary data.

· Click “Save”. 

· Result: the Student Maintenance screen appears. 

· Choose the correct certification, year, program type, and status. (More than one line per candidate is acceptable). 

· Click “Save”. 
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Middle Name LastName Gender Ethnicity
1634425 112 Lindsey " Adams Female white
Certification Code SupervisorLogData  Reporting Year Status
1463 Generalist (EC-6) Sup Loa Screen (0) 200910 [otner Envollea
1463 Generalist (EC-6)- Sup Loa Screen (0) 2010-11 Remove -
1463 Generalist (EC-6)- Sup Loa Screen (0) 201112 Remove -
0 add a record on the 4 ines provided below, you must select a Certiication Cadel
- Sup Log Screen “select + AllBut Clinical ~
1239-Agricultural Science and Technology (6-12) - PB M Sup Log Screen “select ~ Al But Clinical ~
1239-Agicultural Science and Technology (6-12)- Trad o o =
1256 Amercan Sign Languags (EC12) A | Sup Log Screen select AllBut Clinical
R Sup Log Screen “select + AllBut Clinical ~
1376-Art (EC-12) - Al 1
1943 - Bilingual Education Supplemental-Spanish (EC-4) - Alt - m
1954 - Bilingual Education Supplemental-Spanish (EC-4) - P
1954 -Bilingual Education Supplemental-Spanish (EC-4) - Trad
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1960 - Bilingual Education Supplemental-Spanish (4-8) - Trad
1485-Bilingual Education Supplemental-Spanish (NA) - Alt
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NOTE: for Bilingual Generalist candidates, enter as one line (Bilingual Generalist) if the candidate took the combination test (Bilingual Generalist) and enter as two lines (Bilingual Education Supplemental and Generalist) if the candidate took two tests (Bilingual Education Supplemental and Generalist).  Use the procedure for ESL Generalist and ESL Supplemental candidates.
Upload Finishers

Large EPPs don’t have to add each finisher one by one. Similar to test approval, a csv file/spreadsheet is uploaded as shown below.
PLEASE NOTE: Uploading will NOT override information already in the finisher list.  EPPs will need to MANUALLY remove or change any candidate whose field(s) or status has changed. 

[image: image42.png]Insert | Page Layout Formulas | Data  Review View Acrobat @ - & X
i BRE = -4
g 2 tgrmet | s | cas | 87 87
e ignment Number | Styles | Cels
= & mbet|| Ses) (€Il 5 -
Ciipboard Editing
7 &
A B c ) £ F s x
1| 1183171 Millers  David 1267 4 4 n
2| 1183171 millers  David 1271 s 4 |
3 | 1192617 Neuersch Federico 1271 s 4
4| 1747415 Apple  Annie 1262 4 5
5| 1767600 Boop  Betty 1262 3 5
5

[
€O T21C test /T

Resay |




The Upload Finishers page reminds users of the columns needed, including the new column for program type (traditional, post-bac, alternative). 
HOW TO: Upload Finishers.
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· Create a spreadsheet or text file with the fields equal to those shown on the Upload Finishers page.

· Save the file as type “csv” for Comma Separated Values. (Windows)

· Save the file to a location for uploading.

· Start at ASEP -> Upload Finishers.

· Click “Browse”.

· Find the correct file (this may vary by individual computer). 

· Click “Upload”.

HOW TO: Check if your Upload worked

The EPP is responsible for ensuring that all data is entered and correct. Do not depend on the message which says “your file was uploaded successfully:” This message would not detect errors if the system didn’t recognize parts of your data. 

Please view the Upload Status page to view the data actually entered. Many problems can be avoided by verifying uploads.  Refer to the Upload Status section of the manual for details. 

Cert License IDs

Adding finishers by upload requires a certification code.  Find them using this feature. This is customized per EPP, based on the certificates the EPP is approved to offer.   
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ASEP – Observations

Observations
Use the “Observations” function to add observations individually. 
PLEASE NOTE: Beginning 2012, TEA is only collecting the duration of the observation. While last year, an entry would contain “1:30” for a start time and “2:18” for a stop time, this year it would only contain “0:48” for a 48-minute observation. 
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HOW TO: Search, Modify, and Remove Observations

· Start at ASEP-> Observations. 

· Enter the number in the box for TEA ID. 

· Click “Search”.

· Result: the ASEP observations screen appears.

· To remove an observation entry, 

· Check the correct box under “remove.”

· Click “Remove”.

· To view/modify an observation entry, click the link for “Observation Date.”

· To create a new observation entry, click “Add Record”. 

· Result: the full ASEP Observations screen appears. 
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· Enter supervisor’s name, comment, observation date, duration, and internship start date. 
· Click “Save”. 

A note on comments: At this time TEA is not evaluating the text of the comment field. A placeholder such as “see folder” is perfectly acceptable, provided such documentation exists. 

Upload Observations

Use the “Upload Observations” function to add a batch of observations from a csv file. The screen will indicate the columns needed.  Using duration instead of start/end times yields one less column than in previous years – please be careful. 
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· Create a spreadsheet or text file with the fields equal to those shown on the Upload Observations page.

· Save the file as type “csv” for Comma Separated Values. (Windows)

· Save the file to a location for uploading.

· Start at ASEP -> Upload Observations.

· Click “Browse”.

· Find the correct file (this may vary by individual computer). 

· Click “Upload”.

HOW TO: Check if your Upload worked

The EPP is responsible for ensuring that all data is entered and correct. Do not depend on the message which says “your file was uploaded successfully:” This message would not detect errors if the system didn’t recognize parts of your data. 

Please view the Upload Status page to view the data actually entered. Many problems can be avoided by verifying uploads.  Refer to the Upload Status section of the manual for details. 

Most common errors in uploading observations: 
· Date of observation is either a future date or before the internship began.
· Time is formatted incorrectly.
· Comment column contains commas, semicolons, or other punctuation which confuses the csv format. 
· Cells are blank where they shouldn’t be, or have stray marks where they should be blank. 

· “Error Line: 1: Missing Delimiter ',' should be 8 in each row uploaded” means there should be 9 columns (delimiters are separations between columns) and there are either too many or too few somewhere. 
A note on comments: At this time TEA is not evaluating the text of the comment field. A placeholder such as “see folder” is perfectly acceptable, provided such documentation exists. 
ASEP – Annual Performance Report

Annual Performance Report
The feature labeled “Annual Performance Report” is the place to view current and previous entries, but not to change them.  It is worth viewing what the final result should look like to ensure all data is entered appropriately.  Choose a year and click “Continue” to view that year’s report. 
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Annual Performance Entry/Review
Use the Annual Performance Entry/Review feature to enter or change each cell in the report. 
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· Start at ASEP-> Annual Performance Entry/Review. 

· Select the year (“2012” for 2011-2012) and demographic group for entry. 

· Click “Continue”.

· Enter the correct data. 

· Click “Save”. 

· Repeat for each gender and demographic group, as well as “All”.

· Use the Annual Performance Report feature to view the completed entry.  

View Pass Rates
Pass Rates are available at this feature, only after a year is completed, locked, and calculated.  
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HOW TO: View Pass Rates

· Start at ASEP-> View Pass Rates. 

· Select a year. 

· Click “Continue”.

· Result: a new window will open. (Pop up blockers will prevent any further action unless disabled).  

· Enlarge the window to be readable. 
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· Clicking on any link will provide more detail about candidates and tests included in that data. 
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ASEP – Other Data Features

Get Educator Data
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Use this feature to upload a one-column csv file of SSNs and get back data: either all certificates, tests, or fingerprint status associated with that SSN. Please note that the certificate and test results won’t be restricted to those earned through the EPP.  

The results appear quite confusing, but the “text to columns” feature on the Data tab of Excel can translate into a usable format. 
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AL e e | SSN~"First Name"~"Middle Name"~"Last Name"~"Gender"~"Ethnicity""Ethnicity Desc""BirthDate""Test Type Code"~"Test""Admin Date"~"Test

459-25-8488™"Karen"~"K"~"Burnham'"~"Female"~"5"~"White"~"11/14/1963" ' TEXES"~"110""8/7/2006""Pedagogy and Professional Responsibilities 4-8""04"~"Alternative Certification"~'p"~"
459-25-8488~"Karen"""~"Burnham"~"Unk"~"NS"~"Not Specified"~"11/14/1963"~"TEXES"~"111"~"6/10/2006"~"Generalist 4-8"~"04"~"Alternative Certification"~"p"~"253"~"261"-"230"~"253"~
“Churchill™"Female™"'5""White"~"6/9/1969"~"TEXES"~"110"-"8/5/2006"~"Pedagogy and Professional Responsibilities 4-8"-"04""Alternative Certification"~"p"~"288"
“Churchill™"Female™"'5""White"~"6/9/1969"~"TEXES"~"111"~"6/10/2006""Generalist 4-8"~"04"~"Alternative Certification™~"p"~"279"~"284"~"253"~"283"~" 296"

‘White"~"6/3/1969"~"TEXES"~"154""8/6/2010""English as a Second Language (ESL) Supplemental™~"42"~"Certification by Exam"~"p"|
'245"|

514-66-9885"Lisa"
514-66-9885"Lisa"
514-66-9885™"Lisa"~" Jeanette""Churchill""Female"~"5"
449-83-1537~"Phillip"~"Wade"~"Cromwell"~"Female™"5"~"White"~"1/11/1971"~"TEXES"~"110"~"4/14/2007"~"Pedagogy and Professional Responsibilities 4-8"~"37"~"ACP with Prep"~"p"
"White"~"1/11/1971"~"TEXES"~"118""6/10/2006""Social Studies 4-8"~"04"~"Alternative Certification"~"P"~"244"~"236""263"
"White"™"1/11/1971""TEXES"~"161"~"5/24/2008""Special Education EC-12"~"42"~"Certification by Exam"~"F"~"238"~"246"~"234"~"22'
"White"~"1/11/1971"~"TEXES"~"161"~"8/11/2008""Special Education EC-12"~"42"~"Certification by Exam"~"p"~"240"-"258""253"~"214
"Davis"™~"Male""5"~"White"~"11/16/1973"~" TEXES"~"068"~"4/17/2010"~"Principal""33"~"University Post Bac with Prep"~"p"="255""260"~"243"~"261"~
"Davis"™"Male""5"~"White"~"11/16/1973"~"TEXES"~"110"~"12/9/2006"~"Pedagogy and Professional Responsibilities 4-8""37"~"ACP with Prep"~"p"~"258"~"254"|
"Davis"™"Male"~"5"~"White"~"11/16/1973"~"TEXES"~"111""6/10/2006""Generalist 4-8"~"04"~"Alternative Certification"~"p"~"280"~"287"~"273"~"279"~" 273"
"Davis"™"Male""5"~"White"~"11/16/1973"~"TEXES"~"133""2/18/2011""History 8-12"~"42"~"Certification by Exam"~"P"~"263"~"264"~"256"~"259"
'068"~"4/17/2010""Principal~"33"~"University Post Bac with Prep"~"F"~"228"~"238""224

449-83-1537~"Phillip™"W"~"Cromwell"~"Male"
449-83-1537~"Phillip"~"Wade"~"CromwelI"~"Male"~"
449-83-1537~"Phillip"~"Wade"~"CromwelI"~"Male"~"
464-77-4222~"Chandler"™"
464-77-4222~"Chandler"™"
464-77-4222~"Chandler"™"
464-77-4222~"Chandler"™"
459-73-2484™"Latanya"~"Shenae"~"Wilson"~"Female""3"~"African American"~"4/20/1978"~"TEXES"
459-73-2484™"Latanya"~"Shenae"~"Wilson"~"Female""3""African American"~"4/20/1978"~"TEXES"~"068"~"6/26/2010""Principal"'33"~"University Post Bac with Prep""'F"~"223"~"216"-"233'
459-73-2484™"Latanya"~"Shenae"~"Wilson"~"Female™"3""African American"~"4/20/1978"~"TEXES"~"110"~"12/9/2006""Pedagogy and Professional Responsibilities 4-8"~"37"~"ACP with Prep|
"African American®~"4/20/1978""TEXES""111"~"6/10/2006""Generalist 4-8"~"04"-"Alternative Certification"~"P"~"247"~"258"~"249"~"240
465-89-3026™"Corrie"~"'s"~"Portier"™'Female""5"~"White"~"4/30/1981"~"TEXES"~"101"~"1/31/2009"~"Generalist EC-4"~"42"~"Certification by Exam"~"p"~"277"~"268"~"300"~"289"~"285"~"257"
465-89-3026™"Corrie"™"s"~"Portier"™'Female"'5"~"White"~"4/30/1981"~"TEXES"~"110"~"8/11/2006""Pedagogy and Professional Responsibilities 4-8"~"04""Alternative Certification"~"p"~"2g
465-89-3026™"Corrie"L"~"Santrock""Female"~"5"~"White"~'4/30/1981"~"TEXES"~"111"~"6/10/2006"~"Generalist 4-8"~'04"~"Alternative Certification"~"p"~"273"~"277"~"261"~"261"~"291"~

457-19-3950~"Denise""R""Salinas"~"Female"~"5"~"White"-"8/28/1970"-" TEXES"~"110"~"8/2/2006""Pedagogy and Professional Responsibilities 4-8"
457-19-3950""Denise™"R""Salinas""Female"~"5"~"White""8/28/1570"~" TEXES""111"~"6/10/2006"~" Generalist 4-8""04""Alternative Certification"~"P"~"267"~"264""266"~"261"

459-73-2484™"Latanya"~"s"~"Wilson"~"Female"™"

'04"~"Alternative Certification"~"p"~"27]
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HOW TO: Upload Graduates for the LBB Report

Educator preparation programs at public colleges and universities are required to report certification rates of teacher education graduates to the Legislative Budget Board (LBB).  To facilitate the reporting process and ensure the consistency and accuracy of data, the LBB, State Auditor’s Office, and educator preparation entities have requested that TEA collect graduate information from the entities and, using centralized records in the TEA database, calculate the LBB certification rate. 

The certification rate required by the LBB is based upon the percentage of an institution’s undergraduate teacher education program graduates who become certified to teach no later than the end of the fiscal year following the year of graduation from the program.  This measure is used to provide an indicator of the effectiveness of an undergraduate teacher-education program’s production of certified educators.

The FY 2013 LBB performance measure will indicate the certification rate of your 2011-2012 graduates.  The rate is the percentage of graduates who have become certified as of August 31, 2013.
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· Create a csv file of: county-district number, Social Security number, Last name, first name. (see above)
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· Start at ASEP-> Get Educator Data. 

· Click “Load Graduate Files”.
· Choose 2011-2012 (year of the graduate file, not reporting year).  

· Select “Delete” from the drop-down menu. 
· Click “Browse” to find the file on your computer and “Open” to select that file. 

· Click “Upload”. 

To view your results: 
· Start at ASEP-> Get Educator Data. 

· Click “Annual LBB Performance Measure Report” and choose 2012-2013.
· Click “Continue”.

· Result: a new window will open. (Pop-up blockers will prevent any further action unless disabled).

You will be asked to certify your rates with TEA via email or fax. Instructions will be sent to those universities and colleges.  Your institution, in conjunction with your Information Resources staff, must ALSO report the certification rate in the institutional LBB report (ABEST).  At this time, the preparation entity may provide further explanation of the results to the LBB, if desired.  
IMPORTANT:
You must still report the performance measure to the LBB using ABEST. 

TEA is simply calculating the rate for you;

It is your responsibility to enter the rate in ABEST.

In addition to the LBB certification rate, TEA will report additional information for your 2011-2012 graduates.  The LBB has requested that TEA disaggregate data for the graduates who were not certified by August 31, 2013 into three categories:

· Percent Recommended, but Not Certified: The percent of 2011-2012 graduates, as of August 31, 2013, who were recommended for certification, but were not issued a standard teacher certificate by TEA. 

· Percent Not Recommended, but Tested: The percent of 2011-2012 graduates, as of August 31, 2013, who were not recommended for certification, but took at least one certification examination.

· Percent Not Recommended or Tested: The percent of 2011-2012 graduates, as of August 31, 2013, who were never recommended for certification and never took an examination for teacher certification.

The information listed above will be reported by TEA to the LBB when the certification rates are reported.  You are not required to enter this information in ABEST.

Institutions required to submit LBB reports will be contacted by email by the third week in September. The report is due to TEA by the middle of October.   

Test Search

Another source of data is the “Test Search” section. Enter start and finish dates and/or particular tests, and receive a report of all tests matching those criteria. The user may leave SSN, gender, etc, blank if desired.  This will return tests for which the EPP is listed as approving entity, regardless of the candidate’s finisher status. 
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The report will pop up in a new window. Make sure pop-ups are enabled. 
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Downloading via “click here” links at the bottom left allows for manipulation and analysis of the data. 
ASEP – Other Reports

This feature will be written in a future version. 
Standard Certification

Candidates apply for a certification using their “blue screen” access: Applications, and then in this case, Standard Certificate Texas Program. The EPP can only respond to these requests.  EPPs should advise candidates of the appropriate time to apply. 
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After answering questions (which include EPP Exit Survey questions, if applicable), the candidate must choose the EPP, and route (University-Based, Master Teacher, etc). EPPs should guide candidates to the correct application; for example, Master Teacher doesn’t mean master’s degree.  An incorrect choice may require the candidate to reapply. 
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The “subject applying for” line, however, is only a reminder to the EPP, and does not influence the recommendation.  
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I have read, understand and agres to ahere to the sducators Code of Ethics
1 have read, understand and agres to comply with the standard cerlficate renewsl requirements
| understandthat a copy of this afidavit shall have the same force as the original | have reviewed this application and | affirm that all of the information which | have provided on the application is true.”

Yes [J

Have you ever been the subject of an arrest that has resulted in deferred adjudication, probation or a conviction?
Yes © No €

p— Have you ever had a teaching certiicate revoked, denied, suspended or subjectto any sanctions in Texas or any other state?
Yes

1 requestto be recommended by this Entity: LONE STAR UNIVERSITY (Alterative) -

Subject applying for: basketweaving|

“The Master Teacher Certiicate cannot be issued as an inital certificate. Eligibiityis based on successful completion of a TEA approved Master Teacher program and/or the appropriate TextlaT
examination. A post-graduate degree alone does not quality you for a Master Teacher Certiicate.

[T] The representation of a person’s certificate status as maintained on the agency's website is considered to be the official record of educator certification. This electronic representation of the
certiicate satisfies Section 21.053(a) of the Texas Education Code, which requires individuals to present their certficate prior to employment by a school district TEA no longer mails paper certificates. A
printer-friendly frameable version will be available to the educator once the certiicate is posted online. To print a copy, select the “View Certificates” link (menu lefi-hand side).

7] Email and mailing addresses have been verified - (to update addresses, click on the link ‘Change Address, menu lefi-hand side)

Done @ Intemet | Protected Mode: On o v Ri0% -





The candidate receives a short email. 
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State Board for Educator Certfication [sbeconiine @sbec.state. beus] Sent: Mon7/30/20129:27 AM
@ Carmody, David

Application Submitted

application for certification has been submitted to LONE STAR UNIVERSITY. Thank You.

is an Educator Certification Online system generated information email - please do not respond. Thank You.





HOW TO: Recommend a Candidate for Standard Certification
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Educator Certification Online [T

LONE STAR UNIVERSITY (999501)
David E Carmody STD
Information & Support Help
512-936-8400

Main Menu Entity Recommendation List
~ Standard Certification

" Recommendation List

Search for Educator

~ Probationary

= = Click on the name of the applicant you wish to recommend for a certficate. Click on the check boxes to remove a recommendation or to print a fee remittance form to pay for a
certficate. This does NOT mean that a fingerprint is required for only the people with an icon, it simply means they have a status and have started the fingerprint process

= Test Approval NOTE " refers to an application for which additional fees and/or information has been requested from the applicant by SBEC and the applicant has not provided the

addtional information within a specified period of time. The application may be removed from "Deactivated" status for further processing by SBEC upon receipt of the requested
~ Career & Technology information.

"~ Bpproved Programs SchoolYear: 2012-2013 +  Selectonly: NotRecommended ~ Days toshow: 15~
"~ Educator Information Make your selections above and hit the refresh button to redraw the screen with new data. E I;E t I
Change Address
‘Satisfaction Survey View page:
User Profile

Payfee  FPFee
o

File Transfer
Change Password

TR TR Dopey Dwarf Atternative Certiication Application

Check the applicants in the "Pay Fee” or P Fee" column that

you wish to pay for and view in the fee remitiance form.
View Fingerprint Fee Remittance Form Remove Selected Recommendations
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· Start at Standard Certification-> either Recommendation List (filter to find candidate) or Search for Educator (enter SSN). 

· Click on Candidate’s name to get to Entity Recommendation screen. 

· Fill in New Degree Information only if the degree is required for the certificate. 
· Double-click all certification fields to be recommended. 

· Enter Career and Technical Education Work Approvals if necessary. 

· Enter Requirements Completed Date.

· Click “Recommend” at the bottom. 
· Result: a pop-up window will open (pop-up blockers will prevent any further action unless disabled) with the following text: 

· “I, (your name), affirm that the applicant has fulfilled all requirements for the certificate(s) therein and is judged to have the competencies for service in the area(s) for which certification is recommended. (EPP name) recommends that the applicant be certified as described herein.”
· Click “OK” to submit. 

[image: image67.png]tific oo X
O 20 st/ S3ECOnnl ity ecommend.spad=B3F3CI SO FABSCBECOAAIECITBNAid=TELEEABACoAL 36000 = 8 | 3 4 | (= Bing o -

S Favorites | 5 14 EPPInfo 704 Educator Testing 724 TEA Home 74 Ektron 2] ETS-TEES & Google £ iTEAIntranet ] SBECO-Purple 1\ TEA Account [l Texas Legislature Online ] Get more Add-ons v

6 Educstor Certfication Onii. | @ TEA Intranet | @NewTab | & Eaucstor Centicaion... x| | B v B v @ v Pagev Safetyv Tookv @v

Information & Support Help  Logolf
512-936-8400

Main Menu Entity Recommendation
Standard Certification Name: Dop'ey Dwarf

DOB: 81511968 View Credentials Held
fpcommen o ‘SSN: 815-68-1968 View Examinations Passed

aroh for Edueate Applied For basketweaving

Probationary
ASEP Current Degree Information New Degree Information
poery— Highest Degree: Bachelors. Highest Degree Eamed: -
AT Date Conferred: 081511970 Date Conferred: v = -
Approved Programs State: TX Texas Institution: —————— —Select— ————— -
[ ar— Instituion: 230501 Ambassador University  OR Out of State Instiution
Change Address State: -
Satistaction Survey caton
User Profile Please selectfrom the following STANDARD classroom certfication descriptions. double-clck each item you wantto

recommend. The selections will appear in the box at the bottom ofthe screen.
] 'Languages Other Than English - French Altemative Program (Standard) Altemative (Grades EC-12) 2000 Standards
B Languages Other Than English - Spanish Atemative Program (Standard) Altemativ (Grades EC-12) 2000 Standards

Switch Back to Admin

Career and Technical Education Work Approvals
Click on the above link to add or view work approvals. Note: Only the two most recent approvals.

are shown below.

Area Institution Year rience  Approval Date

Requirements Completed Date: v~ -

[T Eligible for Hearing Impaired Exemption Under TEC §21.048(c)
Recommendinn Instition: | ONE STAR IINIVERSITY

@ Intemet | Protected Mode: On G- mu0% -




The candidate receives a short email: 
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@ Carmody, David Sent: Mon7/30/201210:02 AM
@ Carmody, David

I¥ou have been recommended

: Educator Certification Online [mailto:sbeconline@sbec.state.tx.us]

Sent: Monday, July 30, 2612 10:60 AM

To: Duarf, Dop’ey

Subject: You have been recommended

Dop’ey Duarf has been recommended for the following certifications by LONE STAR UNIVERSITY:

Languages Other than English - German (Standard) Grades EC-12 2060 Standards. Date: 7/38/2612 10:60:60 AM

Once the certificate is issued, it will be viewsble online. You will need to log into your TEA online account and click on the "View
Certificates’ link for print options.

Thanks for using Educator Certification Online!

This is an Educator Certification Online system generated information email - please do not respond. Thank You.





Please be aware that the certificate is not issued immediately upon recommendation. Issuance involves a variety of background checks and may take several weeks.  There is an average calculation of issuance time on the TEA website (under State Board for Educator Certification, choose Reports, Data, Research, then Interactive Reports.)

HOW TO: Remove an Application
It is quite common that a candidate applies incorrectly – at the wrong time, to the wrong route, or even chooses the wrong entity from the drop-down list. 
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Educator Certification Online System

ACT-Houston (101712)
ane Moody

Information & Support
512-936-8400

Main Meu Entity Probationary Recommendation List

~ Standard Certfication

~ Probationary

o - . Click on the name of the applicant you wish to recommend for a certificate. Click on the check boxes to remove a recommendation or to print a fee remittance form to pay for a

fecommendation List certificate. This does NOT mean that a fingerprint is required for only the people with an icon, it simply means they have a status and have started the fingerprint process.
P Hi 3 refers to an application for which addtional fees and/or information has been requested from the applicant by and the applicant has not provided the
S TN NOTE " refer i for which additional fees and/or infor h d from the applicant by SBEC and the applicant h ided th
- ASEP additional information within a specified period of time. The application may be removed from "Deactivated” status for further processing by SBEC upon receipt of the requested
information

= Test Approval
~ Career & Technology
"~ Approved Programs

 Educator Information

School Year: 2012-2013 ~  Pprobationary Type: All ~ Sselectonly: NotRecommended ~ Daystoshow: 15 ~
Make your selections above and hit the refresh button to redraw the screen with new data.

Change Address
Satistaction Survey
User Profile status

File Transfer

Probationary Application (ALT)

Change Password

Check the applicants in the "Pay Fee” or P Fee" column that
you wish to pay for and view in the fee remitiance form.

View Fingerprint Fee Remittance Form

Release 1361

D92DE3008DG540D7ACBE0T0STIADAFES @ Intemet | Protected Mode: On
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· Start at Standard Certification-> either Recommendation List (filter to find candidate) or Search for Educator (enter SSN). 

· Check the box at the far right of the candidate’s name – the column is titled “Remove.” 

· Click “Remove Selected Recommendations”.
The candidate receives a short email.
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You forwarded this message on 7/30/2012 10:12 AM.
From: Educator Certfication Onine [sbeconiine @sbec.state. be.us] Sent: Mon7/30/201210:11 AM
Tor @ Carmody, David
« Sheconine

Application Removed
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From: @ Carmody, David
Tor @ Carmody, David

«

Subject FW: Application Removed

Mon7/30/201210:12 AM

contact your program.

This is an Educator Certification Online system generated information email - please do not respond. Thank You.

Your application for certification has been removed from the LONE STAR UNIVERSITY queue. Your application was removed by your program.
If you have any questions about your application being removed, or if you feel that you have received this message in error, please





Probationary

Every EPP which issues Probationary certificates should become very familiar with the statute and rule associated with those certificates, especially TAC §230. 
HOW TO: Recommend a Candidate for Probationary Certification

The steps are parallel to “How To: Recommend a Candidate for Standard Certification” with two exceptions: 

· You will start with the “Probationary” tab instead of the “Standard” tab. 

· You are required to enter the district of internship, as well as the date the internship will begin, and the grades of assignment. (If a teacher in your Math 4-8 program is hired to teach 7th and 8th grade math, enter 7 as low grade and 8 as high grade. If a teacher in your Math 4-8 program is hired to teach only 7th grade, enter 7 as the low grade and 7 as a high grade.)  If a school or district is not there, contact your TEA Program Specialist. 
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Educator Information ‘R Out of State Istitution
Change Address 2
Satistaction Survey Recommendation
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tem you wantto recommend. The selections will appear in the box atthe bottom of the screen
File Transter [Art University Based (Grades EC-12) 2000 Standards
|Business Education University Based (Grades 06-12) 2000 Standards
o i) (Chermistry University-Based (Grades 08-12) 2000 Standards
Switch Back to Admin |Computer Science University-Based (Grades 08-12) 2000 Standards
IDance Universit-Based (Grades 08-12) 2000 Standards
[English Language Arts and Reading University-Based (Grades 04-08) 2000 Standards
[English Language Arts and Reading University-Based (Grades 08-12) 2000 Standards
[English Language Arts and Reading/Social Studies University-Based (Grades 04-08) 2000 Standards
[English a5  Second Language Generalist University-Based (Grades 04-08) 2000 Standards
|English as a Second Language Generalist University-Based (Grades EC-04) 2000 Standards
Selected Recommendations: (double-Cick them o put them back in the bores above):
Internship Assignment:
Distrct Intemship Begin Date (current school year):
‘Selecta District
or select by Distrct Code
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Career and Technology
This feature will be written in a future version. 
Approved Programs 
This feature links to the public pages where a potential candidate can search for EPPs. 
Educator Information

This feature allows an EPP to look up the basic information on any educator or candidate, based on Social Security Number or TEA ID. 
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Educator Certification Online System

ACT Houston (101712)
Diane Moody.
Information & Support
512-936-8400

Educator Identification:
Main Menu

" Standard Certification SSN: 111-99-1111 TEATest D: 1763678 FirstName: Doc LastName: Dwarf
"~ Probationary ducator Info Addresses
- Asep
= Test Approval FirstName: Doc LastName: Dwarf

Examinations

Request Status

~ Career & Technology Middle Name: Martin Maiden Name:
" Bpproved Programs sumc -
~ Educator Information
" Educator Search Date of Birth: Mont: 11 + Day: 22 + Year: 1959 +
Change Address

Gender - Ethnicity -
Satistaction Survey
Driver License # DL State: -
User Profile
File Transfe required fields

oy —
e 1, Diane Moody, an authorized representafive of ACT-Housfon, do hereby affirm that the profile information that | am changing has been provided and approved by Doc Dwarf

and s true and correct o the best of my knowiedge. | understand that SBEC will maintain a record of this change, including my user ID.
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Before the candidate has verified his or her profile, the EPP can still edit the name and other information. 
Change Address
 This feature allows an EPP to change its mailing address and phone number. 
Satisfaction Survey 
This feature is not used at this time.
User Profile
 This feature allows a user to maintain his or her email, phone, and fax numbers.
File Transfer
This feature is not used at this time.

Change Password 
This feature allows a user to maintain his or her password. 
NOT IN ECOS: The Consumer Information Website and its required data
Use either “GPA template_old” OR “GPA template_new.”. The new version asks for the same data as the old one; it’s just slightly more colorful and laid out differently. Either version is fine. 

Enter data for each candidate admitted during the reporting year (September 1 – August 31), including principals and other non-initial candidates. Do not include identifying information for any candidate. 
PLEASE NOTE: The file name should be “county/district number_program name_title” such as “227619_UniversityofTeachers_GPAandtestscores2013.”
Email the final completed template to edstandards@tea.state.tx.us.  

Each page of the spreadsheet is detailed in the following sections. 
GPA
In both forms of the spreadsheet, each candidate must have an overall Grade Point Average (GPA) and a GPA for the content area. For the following content areas, a GPA must be given for each sub-area listed: 
· Generalist EC-6: English Language Arts and Reading, Mathematics, Science, Social Studies, Art, Music, PE, Health, and Theater
· Generalist 4-8: English Language Arts and Reading, Mathematics, Social Studies, and Science 

· Social Studies 8-12: History, Geography, Economics, and Government 

· Science 8-12: Life Science/Biology, Physics, Chemistry, and Earth /Space Science
· Special Education EC-12: English Language Arts and Reading, Mathematics, Social Studies, and Science 
If a candidate doesn’t have hours in a particular field, leave that cell/field blank. The number of hours (show in the new template) is not required. 
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SAT
For each test score, enter a line per candidate. 
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ACT
For each test score collected, enter a line per candidate. 
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GRE
For each test score collected, enter a line per candidate. 
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Basic Skills

For each TASP/THEA score collected, enter a line per candidate. To report use of Texas Success initiative (TSI) or another test, report those candidates in groups as shown in the example. 
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Other Program Resources – Transfer Form  

Candidate Transfer Form

Instructions for Completion
Purpose of Candidate Transfer Information:

The purpose of this form is to facilitate communication among the candidate and programs in the event of a desired change in program by the candidate.  CANDIDATES MAY NOT BE ENROLLED IN MORE THAN ONE PROGRAM AT A TIME.  

Part A:  To Be Completed by the Candidate

· Print clearly in black ink.

· TEA ID Number:  Do not place social security number in this space.  
· Transferring From:  Enter your current education preparation program’s (EPP) official name.  

· Transferring To:  Enter the official name of the program you wish to be admitted.

· Reason for Transfer:  Please detail the reason(s) for desiring to change programs.

· Sign/Date:  Provide your official signature and date your request.

· Once you have completed your portion of the form, please mail, fax, or deliver to your current educator preparation program.  

Part B:  To Be Completed by the Original Educator Preparation Program

· Print clearly in black ink.

· Name of Original Entity:  Place the official name of Entity as recognized by Texas Education Agency/The County-District (TEA Identification) Number.  

· The candidate’s status as a completer:  If the person is not a completer, check NO and leave the rest of the information blank.  Check YES if the candidate has been reported as a completer.   Provide the year of completion and the certification area(s).  
· Remove the candidate from your completer list on the ASEP database; remove any test approvals that you may have pending for that candidate.  Enter the date of test approval removal.

· Program Records:  Enter the number of coursework hours completed by the candidate.  Enter the number of field-experience hours completed by the candidate.  Enter the practicum time completed.  The practicum time may be student teaching, clinical teaching, or internship.  The time may be recorded in hours, days, months, or year(s).   It is the entering educator preparations prerogative to accept any or none of the previous coursework, and field experience and request verification of completion from sending program.
· Type the name of the person providing the candidate information, date the application, enter contact telephone number/email in case of further questions, and provide an official signature.
· Once this information is completed, forward this form to the admitting entity.  

Part C: To Be Completed by the Educator Preparation Program Admitting the Candidate

· Print clearly in black ink.

· Name of Admitting Entity:  Please provide official name of entity recognized by Texas Education Agency/Provide your County-District (TEA Identification) number.  
· If the candidate is listed as a completer, you should not accept the candidate in the same certification area.

· It is the entering educator preparation program’s prerogative to accept any or none of the previous coursework, field experience and practicum and request verification of completion from the sending program.

· Check to ensure the original program has removed all test approvals; otherwise the candidate’s scores will be credited to the original program.
· List the area and level of certification that the candidate will be pursuing in your program.  If the program involves a Language, list the language.  EX.  Bilingual Generalist EC-6- Spanish 

· List the anticipated completer year.

· Type the name of the person admitting the candidate, date the application, enter contact fax telephone number/email, and provide an official signature.

· Provide a copy to the candidate for his/her records.

· Place the original copy in the candidate’s student folder for audit purposes.
Note:  Send a copy of this form to your TEA Program Specialist only when the admitting program is not able to enter the candidate or after several attempts to contact the first program through the form or other method to see if the candidate was a completer.   If this is not resolved at the program level, your program specialist will investigate and attempt to resolve the issue.  

	Part A:  To Be Completed by the Candidate

	
	

	TEA ID Number  
	 Date of Birth:         MM/DD/YYYY

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

	Last Name
	First Name
	Middle Name
	Maiden Name

	Transferring From:

Transferring To:

Reason for Transfer:
	                                                  (name of program)

                                                               (name of program)
_________________________________________________________________________

	Signed
	
	

	
	Candidate’s  Signature
	Date

	Part B:  To Be Completed by the Current Educator Preparation Program  

	Name of Original Entity
	County-District (TEA) Number

	
	--

	Candidate Identified as Completer:  ___No ___Yes       Year:  

Certification Area(s):  
	Date Test Approval(s) Removed: 



	Program Record:  
	Number  of  Coursework Hours Completed
	Field Experience Hours Completed
	Practicum Time  Completed

	Is the candidate in good standing? _Y  _ N 
	
	
	

	Name and Title of Program Administrator or Certification Officer
	Date
	Fax # / Email
	Signature

	
	MM
	DD
	YYYY
	(       )
	

	
	
	
	
	
	

	Part C:  To Be Completed by the Educator Preparation Program 
Admitting the Candidate

	Name of Admitting  Entity
	County-District Number

	
	--

	Area and Level of Certification Sought (include language area if appropriate)
	Anticipated Completer Year

	
	

	Name and Title of Program Administrator or Certification Officer
	Date
MM            DD          YYYY
	Fax # / Email

	Signature

	
	
	
	
	
	


Other Program resources – ferpa agreement 

This form is recommended to be signed by all candidates who will be doing the thirty (30) clock hours of field-based observations and student teaching, clinical teaching, and internship prior to assignment date.  If the candidate refuses to sign it, consideration should be given to not allowing the candidate to participate in these required elements of teacher certification. 
Suggestion Only:  NOT REQUIRED   This form may be modified. 
FERPA Consent to Release Educational Records and Information

This release represents your written consent to permit (Name of EPP) to disclose educational records and any information contained therein to the specific individual(s) identified below.  Please read this document carefully and fill in all blanks. 

  I, ______________________________________________________ [print full name] am a candidate at ___________________________________ [name of Educator Preparation Program] and hereby give my voluntary consent to officials:

A.  To disclose the following records:

· Records relating to any of my field-based experiences

· Records relating to my performance in the field
· TExES test scores 
B.  To the following person(s):

· School districts or other agencies associated with field-based experiences

· School-based/Agency-based administrators

· School-based/Agency-based cooperating teachers/mentors

· Program faculty

C.  These records are being released for the purpose of:

· Conversing and reviewing performance

· Acquiring feedback

· Procuring required signatures 

I understand that under the Family Educational Rights and Privacy Act of 1974 (“FERPA” 20 USC 123g; 34 CFR §99; commonly known as the “Buckley Amendment”) no disclosure of my records can be made without my written consent unless otherwise provided for in legal statutes and judicial decisions.  I also understand that I may revoke this consent at any time (via written request to the educator preparation program) except to the extent that action has already been taken upon this release.  Further, without such a release, I am unable to participate in any field-based experiences including 30 clock hours of observation, clinical teaching, student teaching, or internship.  

______________________________________________
____________________________ 
Signature of Candidate 












                                                Date 

Candidate TEA ID Number: 

Date of Birth:

Student Contact Information:  

Email:   

Phone Number: 
Other Program Resources – RECORD of Field Supervision
Optional – May be revised.  
This is a summary field supervision record being utilized by some programs.  It places all intern, clinical teaching, and student teaching field supervision in one summary record.  This can be completed by the field supervisor and then placed in the candidate’s record upon completion.  This form is not required and may be modified to fit the needs of the individual program.
Record of _____Student Teaching _____Internship _____Clinical Teaching 

Candidate Name: ____________________________E-Mail: _______________________
Phone No: ____________________________________
Start Date of Assignment:  _________


Campus Assignment:  ________________________   Grade Level: _________________
Field Supervisor Assigned: ____________________

Cooperating Teacher: _________________________
Email: _______________________
School Principal: ______________________________
Email:  ______________________
	First Contact : 
	Within first three weeks of Placement/Assignment

	Date 
	Start Time:                     End Time: 

	Method of Contact 
	Email

	
	Phone

	
	Face-to-Face

	
	Other 


	Observation One: 
	Within first six weeks of Placement/Assignment

	Date 
	Start Time:                     End Time: 

	Interactive Conference:  
	

	Date
	Start Time:                     End Time:  

	Field Supervisor Signature: 


	

	Candidate Signature: 


	

	Cooperating Teacher/Mentor Signature  (optional ) 
	

	Principal/Designee Observation Receipt 
	


	Observation Two:  
	

	Date 
	Start Time:                     End Time: 

	Interactive Conference:  
	

	Date
	Start Time:                     End Time:  

	Field Supervisor Signature: 


	

	Candidate Signature: 


	

	Cooperating Teacher/Mentor Signature  (optional ) 
	

	Principal/Designee Observation. Receipt 
	


	Observation Three:  
	

	Date 
	Start Time:                     End Time: 

	Interactive Conference:  
	

	Date
	Start Time:                     End Time:  

	Field Supervisor Signature: 


	

	Candidate Signature: 


	

	Cooperating Teacher/Mentor Signature  (optional ) 
	

	Principal/Designee Observation. Receipt 
	


	Additional Support Date
	Nature of Support 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Acceptable
	Unacceptable
	Date 
	Final Assessment of Field Experience 

	
	
	
	Field Supervisor Signature: 

 

	
	
	
	Cooperating Teacher/Mentor Signature: 



	
	
	
	Principal Signature:




Other Program RESOURCES – Deactivation of Probationary Certificate
Required 
The certification department requests that you send the following information to deactivate the probationary certificate for a candidate.  Email to Kerri.Elzie@tea.state.tx.us.

· Must be on EPP letterhead:  

· Must send a copy of the letter to the educator and the school district (to inform the educator and school district of the action).

· Must send a separate letter for each intern to TEA, rather than a list of numerous interns.  
Date:  

RE:  Deactivation of Probationary Certificate

To whom it may concern: 

I’m sending a request to change a probationary certificate to inactive status due to resignation, termination or withdrawal from a program. 
Educator’s Name: 

TEA ID Number: 

Name of School District:

 Effective Date of Resignation, termination or withdrawal or dropped from the program or from the School District: 
Reason for resignation/departure from EPP:
Candidate’s EPP Status: 
Thank you for your assistance in this matter. If you need any additional information, please let me know. 
Sincerely, 
Name 
Title
Other Program RESOURCES – CONTENT Hours Transcript Review 

Suggestion only – NOT REQUIRED 

Applicant Name:











                                                                   
Date:


PACT:  Yes    No 
 
Generalist EC-6 and Generalist 4-8 Applicant
CONTENT HOURS TRANSCRIPT REVIEW 
Minimum Content Hours Required by TAC §227.10(a)(3)(A) & §227.10(a)(3)(C) 
 Any program can require more than the minimum, but not less.
This provides evidence of the required 12 hours of coursework

To be placed in the candidate’s record 
	CONTENT AREA
	COURSE/GPA
	COURSE/GPA
	COURSE/GPA
	COURSE/GPA
	TOTAL HOURS & 

OVERALL

GPA

	READING


	
	
	
	
	

	MATH

	
	
	
	
	

	SCIENCE
	
	
	
	
	

	SOCIAL STUDIES


	
	
	
	
	


Applicant Name:  






Date:

PACT:  Yes    No 

Single Content Field (Including Special Education) Applicant
CONTENT HOURS TRANSCRIPT REVIEW
Minimum Content Hours Required by TAC §227.10(a)(3)(A) & §227.10(a)(3)(C)  
Any program can require more than the minimum, but not less.
This provides evidence of the required 12 hours of coursework and also of the highly qualified requirement of 24/12.
To be placed in candidate’s record
	CONTENT AREA
	COURSE/ 

GPA
	COURSE/

GPA
	COURSE/

GPA
	COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	TOTAL HOURS & 

OVERALL GPA

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


TAC 229: A Visual Representation is a simplified guide to the accountability standards and accreditation statuses in Texas Administrative Code, Title 19, Part 7, Chapter 229. It does not supersede that code, nor does it explain every detail, like small number exceptions, demographic disaggregation, and review processes. 
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