EPP Instructions to Issue a Probationary Certificate authorized by Emergency Waivers

These instructions provide the educator preparation program (EPP) Certification Officer instructions for
recommending a Probationary (PRO) certificate for a candidate who has not passed the required tests.
This certification route is available due to waivers issued by Governor Abbott related to the statewide
disaster declaration. Please see the waiver description and FAQ document for a summary of what
candidates are eligible for certification under this waiver.

This process should only be used for candidates who have not been able to pass required exams for a
Standard certificate or Probationary certificate due to testing limitations caused by COVOD 19
restrictions.

Requirements

1. The candidate must be eligible for the certificate except for passing the required exams. See
certification requirements in 19 TAC Chapter 230.

2. The candidate must apply for the Probationary certificate designating a) the route in which
he/she was prepared (“University-based” if Undergraduate or Post-Bac; “Alternative” if
university-based ACP or non-university ACP); and b) the name of the EPP that prepared him/her.

3. The candidate must pay the application fee and must pay for and complete fingerprinting (if
fingerprints were not completed at a previous time).

4. The EPP must identify the candidate as a program Finisher on the Finisher Records List in ECOS.
EPPs must update the Finisher Records List for these candidates. For step by step instructions
about updating the Finisher Records list, please see the Data Reporting Manual.

5. The EPP must provide relevant information for candidates recommended for these special
certificates on the Probationary Certificates Recommended under Governor Waiver
spreadsheet provided by TEA. This form will be emailed to programs prior to May 15, 2020.

6. The EPP must recommend the certificate in ECOS (instructions below).

Summary of Recommendation Process for EPPs

Step 1: Identify eligible candidates

Step 2: Sign in to ECOS

Step 3: View Probationary recommendation list
Step 4: Select an individual to recommend

Step 5: Provide Candidate Information

Step 6: Complete internship information fields
Step 7: Complete Affirmation

Step 8: Confirm Recommendation

For step by step instructions, including screenshots, please continue viewing this document.
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Recommend the Certificate

Step 1: Identify eligible candidates

A) Determine which candidates will need this Probationary certificate. Review candidate records to

ensure they have completed all program requirements.
B) Provide the Applying for Probationary Certification document to your candidates and instruct

them to submit the application and pay the application fee through the ECOS for Educators
account.

Tip: You may wish to have a process for candidates to notify your EPP once they

have submitted their application.

Step 2: Sign in to ECOS

A) Sign into ECOS for Entities via the TEAL Login at the top of TEA Homepage:

Popular Applications: AskTED  ECOS For Educators  Grant Opportunities  TEA Secure Applicatins  TEAL Login  TE ISE Login  TSDS

TE 'l'l Q|
A-1lndex Contact Sign Up for Updates TEA Correspondence

Texas BEducatson Agency

W i I o0l & &

Absout TEA Academics Finance & Gramts Reports & Data Student Testing & Texas Educatons Teaas Schosls

Accountability

B) Enter username and password to log into the TEAL Login page.

TEA

Texas Education Agency

TEA Login (TEAL)

NOTICE: TEA Web Applications will not be available each Sunday morning from 5:00am to
2:00pm due to routine maintenance. Please do not access your applications during this time

period. You could lose data.

Don't have an account? Request New User Account

Username: |mary.emp|cyee |

Password: [sssssssss | [Show Password

Forgot your password?
Forgot your username?

Help for Request Process | Help for Educator Account Setu

Version 4.20.2020

Page 2


https://tea.texas.gov/sites/default/files/guidance_for_educator_certification_and_preparation_4.22.2.pdf
https://tea.texas.gov/sites/default/files/applying_for_probationary_certification_4.23.pdf
https://tealprod.tea.state.tx.us/

C) Access the ECOS for Entities ‘green screen’ by selecting the ECOS for Entities option on the TEAL
landing page. Certification Officer access will be needed to complete the recommendation.

Self-Service Applications

Educatoer Certification Online System for Educators

Educator Certificaticn Onling System for extarnal educator users

Please click the blue link below to socess your Educstor acoount.

Educator
TEA 10

Educater Certification Online System for Entities

Educater Cemibaption Onling System far Eftitied

ZEE Entity for Testiog and Training Al Hodity Riiess
Aples: EFP_Test dpproval, EPP_Cerbfication Officer, EPF_ASEF Update

Step 3: View Probationary recommendation list

From the Main Menu at left, select the Probationary certificate “Recommendation List” using the drop-
down arrow (or use “Search for Educator” to find one specific person to recommend).

Main Menu
Standard Certification ~
Intern -

Probationary -
Tip: Even if your program has not

issued probationary certificates in the

Recommendation List

Search for Educator

past, this option should be available in
ECOS.

ASEP ~

Archived ASEP ~

Test Approval -

Career & Technology ~

Approved Programs -

Step 4: Select an individual to recommend

From the list of pending applications, select the individual whose certificate you want to recommend.
Candidate names will only appear here after they have submitted an application.

View page: 1

Apglication
Diate

Frobationary Applicabion (ALT) DZiaan Applied
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Step 5: Provide Candidate Information

A) Confirm the Current Degree Information on the left. Enter New Degree Information if the
highest degree information is not listed.

B) In the first box below the degree information, double click on the certificate(s) to be
recommended. Each certificate to be recommended for this candidate will appear in the second
box below. If you make a mistake and select the wrong certificate, just double click on the
incorrect certificate in the second box and it will pop back up into the first box.

Tip: Only recommend the certificate for the Tip: Look carefully at the certificate
subject area and grade level in which the descriptions. Be sure to select the certificate

candidate was prepared by the EPP. Do not for the route (University Based, Post-Bac,
recommend any other certificates. Alternative) that the candidate completed.

Entity Recommendation for Probationary Certification

Hame: James Test-Account

DoB: 111986 View Credentials Hald

55N: View Examinations Passed
Applied For: (Alternative)

Current Degree Information New Degree Information
Highest Degree: Masters Highest Degree Eamed: v
Date Conferred: 01/01/2018 Date Conferred: v v -
State: TX Texas Institution; | ——————— Select by Name — A
Institution: 1641503 Baylor University e (Jr by County Org Code ————-— v
OR Cut of State Institution:
State: v

Recommendation
Please select from the following PROBATIONARY (Alternative) classroom certification descriptions. double-click each ifem you want to recommend
The selections will appear in the box at the bottom of the screen.

Educational Diagnostician Altemative Professional Service (Grades EC-12) 2000 Standards

English &5 a Second Language Supplemental Alternative Supplemental (Grades MA) 2000 Standards
Health Science Alternative (Grades 06-12) 2000 Standards

Languages Cther Than English - Franch Alternative (Grades EC-12) 2000 Standards

Languages Other Than English - German Altemative (Grades EC-12) 2000 Standards

Languages Cther Than English - Spanish Altemalive (Grades EC-12) 2000 Standards

Marketing Alternative (Grades 08-1.2) 2000 Standards

Principal as Instructional Leader Altarnative Professional Sarvice (Grades EC-12) 2000 Standards
School Counselor Alternative Professional Service (Grades EC-12) 2000 Standards

School Librarian Alternative Professional Senice (Grades EC-12) 2000 Standards

Selected Recommendations: (double-click them to put them back in the boxes above)

Core Subjects ARemative (Grades EC-06) 2000 Standards \ a
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Step 6: Complete internship information fields

Since this certificate is being provided for candidates who have already successfully completed an
internship or clinical teaching, they will not be completing an internship associated with this
probationary certificate. However, ECOS requires some fields to be completed.

A) Select the Internship Assignment. Use the drop-down to select by District Code and choose
“000005 (TEA Cohort 2020)”. Note: All probationary certificates recommended under the
waiver must have the Internship Assignment identified as “000005 (TEA Cohort 2020)”. Do not
use this Internship Assignment option for any other certificate recommendations.

B) Select the Internship Begin Date as the date of the Recommendation. Begin dates will fall within
the range of 5/15/2020 — 6/15/2020.

C) Select the Low Grade as the lowest grade in the grade band of the certificate being
recommended. Select the High Grade as the highest grade in the grade band of the certificate
being recommended.

Example: Science 7-12 Low Grade =7 High Grade =12
Example: Core Subjects EC-6  Low Grade = EC High Grade =6

D) If the candidate is seeking certification in an area that requires licensure and work experience,
complete the Career and Technical Education Work Approvals area using information from the
candidate’s Statement of Qualifications (SOQ).

E) Check the box “Eligible for Intensive Pre-Service”. Checking this box is what allows the
certificate to issue without the required tests passed. This option will only be available for

certificate issuance from 5/15/2020 - 6/15/2020.

F) Click “Recommend”

Internship Assignment:

District: A Internship Begin Date (current school year)

cemnnnneeenas Solact @ DIV v 5 w |15 v | 2020 q._____--_
B

or select by District Code
000005 (TEA Cohort 2020) v Low Grade: EC « High Grade: 6 v = c

Career and Technical Education Work Approvals
Click on the apove link to add or view work approvals. Note: Only the two most recent approvals are shown below,

Area Institution Years Experience Approval Date

Eligible for Hearing Impaired Exemption Under TEC §21.048(c)

D E ---# #| Eligible for Intensive Pre-Service

Recommending Institution: ZZZ Entity for Testing and Training

—— S
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Step 7: Complete Affirmation

When the affirmation pops up, Select OK. Note: The waiver issued by the Governor waives the testing
requirement for the issuance of a Probationary certificate listed in 19 TAC §237.37.

tealprod.tea.state.ti.us says

| Lorrie Ayers, affirm that the applicant has fulfilled all

requirements for the certificate(s) including & passing score on each
required exam in alignment with 19

TAC 5230.37(f)."

Step 8: Confirm Recommendation

Check to make sure the certificate issued. Recommended certificates should issue immediately with a
status of “Certified” if fees are paid and if fingerprints are complete. If one of those pieces is missing, the
recommendation will show as “Recommended.” Note: The virtual certificate accessed via Certificate

Lookup does not update immediately. It could take up to an hour before the certificate shows on the
Virtual Certificate.

Pay Fee FP Fee

'.ﬂ.lu. .Alnn

Name LT ® saon Remove
ames Test-Account noationary Appication (ALT) 2272020 Recommendad
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Email Information
The candidate will receive the following automatically generated emails:

e Notification that the application is submitted successfully

e Information about fingerprinting

e Notification that the certificate has been recommended by the EPP
e Notification that the certificate has issued.

An EPP may opt to receive a copy of emails sent to their candidates. If you wish, you may enable this
optional feature by completing the following steps:

1. Select User Profile from the options on the Main Menu at left.
2. Inthe pop-up box, complete the phone number (required) and check the “Send Copy of all
System Sent Emails to me” box.

3. Click Save.
Mam Menu
Yous Profile
Standard Certification «
Inlem ~ " Name: Lomie Ayers
* Email  leimie gyersdgbea slate tus
Probationary = p

S - *Phons Number (|| I - ext
e Fax Musibes, | 0 . ax1
Search for Lducator
ASEP = Sand Copy of all Syztem Senl Emals to me

eEAsEE [ m
Test Approval - Required Fuzlids

i
**Mame and email can only be changad through TEA Login
Career & Technodogy -

Approved Programs =

Educator Information =
Latistaction Survey
User Profile

File Tramsber =
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Additional Notes

e The PRO certificate will be valid for one calendar year.

e The EPP may recommend the certificate ONLY in the certificate area(s) in which the candidate
was prepared by the EPP.

e The certificate will qualify teachers to serve as a classroom teacher in an assignment as
identified in the Teacher Assignment Chart. For non-teacher education professionals, the
certificate will qualify the candidate for a position in the certified role.

o The holder of the PRO certificate must meet requirements in 19 TAC Chapter 153, Subchapter
CC (regarding Creditable Years of Service) to qualify for a year of service.

e Field supervision by the EPP is not required if the holder of the PRO certificate has completed
requirements with the EPP and was designated as a Finisher on the Finisher Records List in ECOS
prior to issuance of the PRO. The EPP will not be required to upload observations in ECOS for
that individual.

e (Candidates who have met the requirements for a normal probationary certificate — not issued
under the Governor’s waiver — are required to complete the necessary testing requirements.
EPPs are required to provide internship support, including field supervision, for these
candidates.

The PRO certificate issued under the Governor’s waiver are valid for one year and
will not be renewed. Candidates who have not completed testing requirements for

certification will not qualify for an additional PRO certificate. EPPs must work with
candidates to provide necessary test recommendations.
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