College of Education

Graduation and Teacher Licensing Information

Detailed licensing information can be found on the College of Education website at 

http://www.uww.edu/coe/advising/licensure/resources.html
GRADUATION INFORMATION

(*If seeking licensure without pursuing a 2nd Undergraduate degree, please go to the bottom of this page)

Graduation Deficiency Letters for Degree Seeking Students:

You and your Education Advisor should have evaluated your Advising Report (AR) to determine your graduation eligibility.  The College of Education Dean’s Office will do a final review of your AR mid semester.  Students must monitor their own record, so we strongly encourage you to print a copy of your AR from the WINS system.   Check the AR for any areas (other than title) that are bolded.  If bolded areas are found, immediately contact your advisor or program coordinator.  The problem areas must either be completed, waived, substituted, or personalized by the following departments:

department of your major for major deficiencies that are bolded

department of your minor for minor deficiencies that are bolded

licensure department for licensure deficiencies that are bolded
education advisor or College of Education Advising Center for PI 34 General Education for Licensure areas that are bolded

If you have deficiencies in your general education (University requirements), please contact your advisor immediately for options.  This could potentially be a serious problem.  

NOTE:
The Student Status Examiner in the Dean’s Office  has no authority to change your record without the written approval of the departments  listed above.  So please do not contact the Winther Hall Information Desk or graduation office directly.  Please go through your advisor/program coordinator or the departments listed above.  Those departments or advisors must contact the staff at the Winther Hall Information Desk with possible changes.  

Even though you legally have 30 days past the end of the semester to complete your program, please make sure that your deficiencies are corrected by Wednesday, March 4, 2009, which is when the Salute to Grads will be held.  For more information regarding Salute to Grads, contact Barb Housner (housnerb@uww.edu).   If your deficiencies are not done by this date, it does not mean that you cannot graduate.  You may still participate in the commencement ceremony and ultimately receive your diploma, but you will not receive the official letter indicating that all requirements are clear.    (See the Graduation Clearance Letters section below.)

Graduation Clearance Letters for Degree Seeking Students:

Once your academic record has been cleared for graduation (no bolding on your AR), the Graduation Examiner in the Registrar’s Office will furnish you with a graduation clearance letter.   Please use the clearance letter while you are interviewing for positions.  This is the only letter you will receive.  If you lose it, please contact the Graduation Examiner in the Registrar’s Office at 262-472-5179 or by email at housnerb@uww.edu.   We suggest that you make photocopies of the graduation clearance letter to send with your interview application form.  Please be aware that some school districts may not accept the clearance letter for employment.  Clearance emails have gone out from the College of Education, however, the Registrar’s Office will send official clearance letters starting in mid-September.
Students who hold a previous Bachelor’s Degree and are seeking licensure without obtaining an additional degree:

Unlike the degree seeking students who receive a graduation clearance letter, post-baccalaureate students seeking licensure only do not receive any letters.  However, your advisor/program coordinator knows if you are finishing your licensure requirements this semester.  You may wish to contact your advisor/program coordinator for a possible eligibility letter.  Please be aware that your advisor/program coordinator is not obligated to write you a letter.  All students who attend the scheduled Phase 4B meeting will receive a “licensure eligibility” letter (see the licensure section).
The Phase 4B Teacher Licensure Information will be announced
Watch the College of Education Calendar at
http://www.uww.edu/calendar/coe/ 

(additional dates offered to students registered for Student Seminar)

HOW TO APPLY FOR A WISCONSIN TEACHING LICENSE

http://www.uww.edu/coe/advising/licensure/applying.html
All Wisconsin teaching licenses can be found and printed from the Department of Public Instruction (DPI) web site (http://www.dpi.state.wi.us/dlsis/tel/applications.html).   Select the Initial In-State Teaching or Pupil Services (PI-1602-IS) application form and follow the instructions.  Send the completed form, the notarized Conduct and Competency Form and $100 payment to:


Teacher Licensing, College of Education, Winther Hall Information Desk, UW-Whitewater, Whitewater, WI   53190

The Teacher Licensure office is responsible for the Institutional Endorsement.  Do not send your application directly to DPI.  If you do, DPI will return it to you which will result in a substantial delay in processing.  Because of the large volume of applications received in the Teacher Licensure office, the typical processing time for application forms is 4-6 weeks.  However, new program completers should use the Processing Timeline on the next page for guidance.  After new program completers have been rushed through, the processing timeline goes back to 4-6 weeks.
Do not attach transcripts of UW-Whitewater coursework.  Attach unofficial transcripts IF you received a previous degree from another institution.   Once your grades and/or degree are posted, unofficial transcripts will be printed through WINS by the Teacher Licensure office.  If you received a degree from another institution, please attach a photocopy of your previous degree transcripts.   

Do not furnish self-addressed/stamped envelopes for the Wisconsin teaching application.  We send applications to DPI in batches and unable to use your envelope.  So, save yourself the postage.

For post-baccalaureate students seeking licensure only:  All transcripts will be submitted to your program coordinator for approval.  A photocopy of previous degree transcripts must be supplied by applicant if courses taken somewhere other than Whitewater.  Because a program coordinator is involved in the approval process, your application may take a little longer than the initial bachelor degree student.

Finger Printing Cards:  Finger printing cards must be completed for any student who has lived, gone to school, or worked outside the state of Wisconsin within the last 20 years, or after age 17.  A criminal background check must be done.  If you need these cards, please contact the Teacher Licensure office (262-472-1184 or email at education@uww.edu) to have them mailed to you.  Or you can pick them up at the Winther Hall Information Desk.

Conduct and Competency Form:  This form not only needs to be filled out accurately, it must also be notarized.  If you submit your form without the notary, the whole application form will be returned to you.  This will result in a substantial delay in processing.  Office staff at the Winther Hall Information Desk are not responsible for incomplete forms.  The staff will not take responsibility for processing delays if forms are not filled out properly.  

Attach a check payable to the Department of Public Instruction (DPI) in the amount of $100.  Your check will be held until you have completed your program, so do not turn in your application/payment too early.  DPI will only accept check less than three months old.  Please do not close your checking account before your check has cleared!  If using your credit card, please make sure that the expiration date does not expire before DPI has processed your application.  
Eligibility Letter:   The College of Education will furnish you with a licensure eligibility letter before the end of the semester ONLY if you attend the Phase 4B meeting.  This letter informs potential employers the licensure area(s) in which you are eligible.  To receive this letter, you must fill out the appropriate paperwork that is distributed only during the Phase 4B meeting.  For students who cannot attend the Phase 4B meeting (for any reason), the graduation clearance letter should be used to show your graduation intention.  
Verification of Program Completion:  The College of Education will furnish you with a Verification of Program Completion form after you have completed your student teaching, your degree is posted, and transcripts evaluated for licensure eligibility.  This certificate informs potential employers the licensure area(s) in which you are eligible and the date that your application was processed.  However, to receive this form in a timely fashion, you must fill out the appropriate licensure application form and submit to the Winther Hall Information Desk by the time you complete your Directed Teaching.  All program completers will receive this form regardless of the Phase 4B meeting attendance.  

Applications are not returned to applicants.  Please do not ask that we return your application.  Once evaluated, coded and signed, the application is sent directly to DPI.    Also, due to the large volume of applications and the extensive approval process, our office cannot “rush” your application even though potential employers may demand the “rush.”   A photocopy of your application, a photocopy of your check and the Verification of Program Completion may appease potential employers while you are waiting for your official Initial Educator license.

OUT OF STATE APPLICATIONS:  Applicants who want to teach in states other than Wisconsin should use the national web site to determine requirements for each state (http://wdcrobcolp01.ed.gov/Programs/EROD/org_list.cfm?category_cd=SEA ).   Unlike in-state applications, you may furnish a self-addressed envelope, if desired, for out-of-state applications.  Out-of-state applications can either be mailed back to you or to the appropriate state.  However, please be make sure that you also apply for your Wisconsin license in addition to your out-of-state request.  ILLINOIS applications must be mailed directly to Springfield, IL by our office.
TEACHER LICENSING PROCESSING TIMELINE FOR MAY & AUGUST 2009
Early March 2009
Attend the Phase 4 (B) meeting.  Students in the Student Seminar course will have their Phase 4 (B) meeting in class

May 11, 2009

Pre-Eligibility Letters to be sent out
May 16, 2009

Commencement for both May and August 2009 graduates – Congratulations!

May 20, 2009

Spring 2009 Semester ends –No grade will be entered for student teaching

May-June, 2009
MAY GRADUATES:   Mail in your teaching application during the months of  May and June.  We will hold your application in our office until you have completed your program.  Your check will not be cashed until received by DPI late June.
Mid June 2009

Student teaching assignments finishing

Mid June 2009

Passing grade submitted for student teaching.  Grade changes are delivered each Friday to the Records 

Office in the Registrar’s Office by the Office of Field Experiences.

Mid-Late June 2009
Registrar’s Office starts posting Bachelor Degrees for May graduates with an Education Major  

(allow a minimum of one week after student teaching grade has been posted)

Late June 2009

License application processing begins and continues for May 2009 program completers.  

Early July 2009

Program Verification Forms are received by May 2009 graduates indicating license process is complete
Early August
AUGUST GRADUATES:  Mail in your teaching application during the months of July and August.  We will hold your application in our office until you have completed your program.  Your check will not be cashed until received by DPI late August.

August 19, 2009

Summer School 2009 grades available to students.  Allow a minimum of one week after grades are posted for your 




August 2009 degree to be posted.

Early September 2009
License application processing begins and continues for August 2009 program completers.

Early September 2009
Program Verification Forms are received by August 2009 program completers

Mid-Late September 2009
Initial Educator licenses being received by May 2009 program completers

Mid-Late October 2009
Initial Educator licenses being received by August 2009 program completers

Licensure Level Codes/Definitions

	
	Licensure Level Description
	Able to teach these age levels
	Equivalent to previous program

	EC
	Early Childhood (N-3)
	Birth – 8 years old
	Was old N-3 program

	EC-MC
	Early Childhood through Middle Childhood
	Birth – 11 years old
	Was old PreK-6 program

	MC-EA
	Middle Childhood through Early Adolescence
	Ages of 6 – 12/13 years old
	Was old 1-8 program

	EA-A
	Early Adolescence through Adolescence
	Ages 10-21 years old
	Was old 6-12 program

	EC-A
	Early Childhood through Adolescence
	All ages in the public school
	Was old K-12 program



Important!

Students who plan to teach immediately after student teaching will be teaching without a license.  

Our office processes applications as fast as possible.  Once you are done student teaching and your degree has been posted (if applicable), then the applications
 will be processed as fast as possible.  Legally you are not to be in the classroom until you have received your certificate.  However, some school districts are satisfied
 as long as you have submitted the appropriate licensure paperwork to our office,  have your degree verification from the Registrar’s Office, and have

received the Pre-Eligibility letter from the Licensure Office.  If you plan on teaching summer school, make a copy of your teaching license application and furnish the copy

 along with the pre-eligibility letter.  NO ADDITIONAL PAPERWORK WILL BE SUPPLIED TO YOU FOR EMPLOYMENT PURPOSES.
Wisconsin Licensure Codes

These are the most common codes.  Additional codes can be found on the website, if needed
	SUBJECT
	DESCRIPTION

	*023
	Bilingual Education

	250
	Business Education w/ shorthand

	281
	Business and Office Vocational – can place on application, but UWW does not endorse for Vocational

	285
	Marketing Education-Vocational

	300
	English

	310
	Journalism

	320
	Speech (Academic)

	325
	Theater

	355
	French

	365
	Spanish

	370
	German

	395
	English as a second language

	400
	Math 

	405
	Computer Science

	450
	Driver Education

	506
	Instrumental Music 

	511
	Choral Music 

	515
	General Music 

	530
	Physical Education

	535
	Recreation

	536
	Dance

	540
	Coaching

	550
	Art

	601
	Broadfield Science

	605
	Biology/Life Science

	610
	Chemistry

	615
	Environmental Studies

	625
	Physics

	*634
	Science (use  for minor for MC-EA 72-777)

	635
	Earth/Space Science

	637
	Physical Science

	701
	Broadfield Social Studies

	702
	Anthropology

	710
	Economics

	715
	Geography

	725
	History

	*734
	Social Studies (use for minor for middle childhood-early adolescence 72-777)

	735
	Political Science

	740
	Psychology

	745
	Sociology

	755
	Religious Studies

	*777
	Regular Education (for Elem 1-8, PreK-6, and Early Childhood)

	801
	Cross-categorical Special Education (requires a concentration)

	809
	Early Childhood Special Education (Grades PreK-3)

	810
	Cognitive Disabilities

	811
	Learning Disabilities

	820
	Speech & Language Pathology

	830
	Emotional Behavioral Disabilities

	859
	Adaptive Education (typically with Art)

	860
	Adaptive Physical Education

	*902
	Library Media Specialist (title change-removed “instructional”)

	910
	Health
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