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1. You can find links and resources on the Brooklyn College Educator Certification website: 
  https://www.brooklyn.edu/soe/certification/  
  
 

 

https://www.brooklyn.edu/soe/certification/
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2. Check the Student Information Sheet for information about selecting your certificate and the 
program code for your application.  

 
 
For example, here’s the page with the instructions for undergraduate (Bachelor’s) programs including Early 
Childhood and Early Childhood Students with Disabilities  

 
 
Undergraduate programs fulfil the education required for initial certification. 
 
Most of the Graduate/ Master’s / Advanced Certificate programs fulfil the eduction for initial and 
professional certification. 
 
You will need to select initial certification if you have less than three years of relevant teaching experience. 
 
Initial certification will expire after five years. In order to stay certified in NY after that five year time period, 
you will need to complete the requirements for a professional certificate, including three years of relevant 
work experience, a relevant master’s degree and coursework, and any other requirements need at the time 
of the application and evaluation such as INS Permanent Residence or U.S. Citizenship. 
 
Exception: School Psychologists who have less than two years of relevant experience can apply for  
provisional certification. After two years of relevant experience plus any other requirements need at the time 
of the application and evaluation such as INS Permanent Residence or U.S. Citizenship, you can apply for 
permanent certification.  

https://www.brooklyn.edu/wp-content/uploads/Education_Educator-Certification-Student-Information-Sheet.pdf


Page 3 
 

 
 
 
 
 
 
Next: check that your data in the NY State TEACH system is complete. 
 

3. Go to the NY State TEACH site  at www.highered.nysed.gov/tcert  

4. Check the announcements.  

5. Open TEACH Online Services 

   
 

6. Log In  

http://www.highered.nysed.gov/tcert
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7. Check if your information is correct 
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If data is not recorded: 
 

➢ Education: self reported: You can enter this after your education is done. You cannot add a date in the future. 

You cannot edit this after you submit as far as I know.  
 
You do not need to send in transcripts if you will finish a Brooklyn College program for certification and get a 
“recommendation.” More on college recommendations, see below. 
 

➢ Work experience:  This  will be relevant for professional/permanent certification. You cannot report a date in the 

future. You cannot edit this after you submit as far as I know. All work experience for professional (and permanent) 
certification must be confirmed by the employer(s).  
 

➢ Certificates: Applications and/or confirmed certificates will be listed here. 

How to check the status of your application: http://www.highered.nysed.gov/tcert/certificate/checkstatus2.html  
Any items marked "unmet" or "deficient" must be checked manually or will be updated after more information is 
recorded. You may need to allow about 16 weeks for that to be done after your documents are received if you are not 
using the  Approved Teacher Prep Program pathway.  
 
Citizenship: you should not need to send in documents unless your citizenship is marked “N” 
 
 

https://www.highered.nysed.gov/tcert/certificate/exp/home.html
https://www.highered.nysed.gov/tcert/certificate/form.html
http://www.highered.nysed.gov/tcert/certificate/checkstatus2.html
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Initial certificates are not automatically printed and sent to teachers.  
Certificate effective dates are posted on TEACH.    
More information: https://www.highered.nysed.gov/tcert/certificate/certprocess-issued.html 
 

➢ Correspondence. You can see if documents sent by you or others are recorded 

 

➢ Fingerprinting: Records received from DCJS/FBI or NYC or not. 

 
If your records have not been received, and you processed your records already with Identogo or the NYCDOE (New 
York City Department of Education), send in an OSPRA 104 form:  
http://www.nysed.gov/common/nysed/files/ospra104.pdf 
If the information in section two of the OSPRA 104 form does not apply to you, you can leave it blank.  
Send the form to the address at the bottom of the form. 
Check your TEACH  account about a month after you send in the OSPRA 104 form and look for the statement: “We 
have received your fingerprint information from NYC.” When you see this note, your fingerprint requirement for NY 
State and NY City is complete. Your TEACH account will only indicate if your records were received, not if your NYC 
records are currently “cleared”.     
 

➢ Test Scores: If you have your certification test scores reports and if your scores 

are not recorded on your TEACH account, you can contact NYSTCE (Pearson). 
All account information in your NYSTCE (Pearson) account must match exactly what is listed in 
your TEACH account.  
P=pass, F=Fail, I=incomplete.  
If you are taking the three-part multi-subject test, the parts of the test that you did not take will be marked incomplete. 
PRAXIS scores will not be recorded and will be checked separately. 
 

➢ Workshops 

• School Violence Prevention which is considered to be part of the college program and completed on your own 

• Identification of Child Abuse which is considered to be part of the college program and completed on your own 

• Dignity for All Students Act (DASA) workshop 
 

The Autism workshop is needed only for some cases. 
  
More information including how to check if your workshops will be credited for certification  
 
If you have prior recommendations, the workshops required at that time will be credited and do not need to be listed 
in your account information. 
 

➢ College recommendation: If you  

• graduated/completed your program  

• and  your degree is recorded on CUNYfirst or was confirmed by the Registrar’s office 

• and if your workshops are done, you can contact the following people for a “recommendation” 
 
Helen Spencer, Certification Officer  
hspencer@brooklyn.cuny.edu     
Tel. 718-951-5000 x3946 
 
If you are in a Transitional B program such as the Teaching Fellows/Teaching Collaborative or EdPrep/ Sub & Para 
to Teacher  program, contact 
Dr. Martinez and Ellen Kreger Romano  
Roberto.Martinez@brooklyn.cuny.edu; 
EKreger@brooklyn.cuny.edu 

https://www.brooklyn.edu/soe/certification/fingerprints/
http://www.nysed.gov/common/nysed/files/ospra104.pdf
https://www.nystce.nesinc.com/Contacts.aspx
https://www.brooklyn.edu/soe/certification/workshops/
https://www.brooklyn.edu/soe/certification/workshops/
https://www.highered.nysed.gov/tcert/certificate/teachrecommend.html
mailto:hspencer@brooklyn.cuny.edu
mailto:EKreger@brooklyn.cuny.edu
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  Apply for your certificate.  
Go to the Home link 

 
 

8. Read the instructions 
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• If there is nothing to update, click next. You may need to click next more than once. 
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Go to the Student information sheet for instructions including the program code. See page 2 in this 
document.  
 
The TEACH system does not always require a program code depending on if you have a college recommendation 
yet or not.  
 
 
You can only apply for one title at a time.  
 
Type of certificate:  
 
Initial Certification: if you have fewer than three years of relevant experience. 

Professional Certification: if you have three or more years of relevant work experience, and a relevant 
Graduate/Master’s degree  as well as the other requirements for professional certification.  You can apply 
for both  the initial and professional if you like, and if you do, apply for the initial title first. If all of your work 
experience is in one title, you should apply for professional certification for that title and then can apply for 
professional certification for the other.   Professional certificates applications require a manual evaluation, 
so more processing time is needed. 
Provisional Certification for School Psychologist candidates with less than two years of relevant experience. 
Permanent Certification for School Psychologist candidates with two or more years of relevant experience plus the 
other requirements for permanent certification. 
Transitional B: only for people enrolled in a Transitional B program such as the Teaching Fellows/Teaching 
Collaborative or EdPrep/ Sub & Para 
Internship certification: see the details and requirements on the career page. 
 

• Add your application.  
 
If you are applying for more than one title, finish the first application then go to “home” and apply for the next title. 
 
After you add your application, you should see it in this section  
 

 
 
 
Check the pathway.  
 
Approved Teacher Preparation Program is correct if you are applying for certification directly related to your 
college program and as listed in the Student Information Sheet. 
 
Additional Classroom Teaching Certificate (Must hold a valid certificate) is correct if you are applying for an 
additional subject/age group that does not match your college program or if you have certification and are applying 
for an additional title before your college program is done. 
 
Certificate progression: if you have an initial title and are applying for professional certification in the same subject/ 
age group and do not have a matching graduate program for that subject/age group 
 
Individual Evaluation: if you have prior education including outside the U.S.A  that you would like evaluated or are 
not certified and want to apply before your college program is done. 
 
Interstate reciprocity: Select only if you have education or certification in another U.S. State.  

https://www.brooklyn.edu/wp-content/uploads/Education_Educator-Certification-Student-Information-Sheet.pdf
https://www.highered.nysed.gov/tcert/certificate/typesofcerts.html
https://www.brooklyn.edu/soe/certification/career/
https://www.highered.nysed.gov/tcert/certificate/rightpathway.html
https://www.highered.nysed.gov/tcert/certificate/evalforeigncred.html
https://www.highered.nysed.gov/tcert/certificate/teachrecother.html
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Select I want my application to be reviewed by the State Education Department 
 

 
 

 
 
Check the  

 
In this section 

 
Approved Teacher Preparation Program: $50 
 
All other applications: $100 
 
Unfortunately, we do not have coupons to cover this cost 
 
It’s ok to stop here and pay later if you want. If you do that, you will go to Payment Links 
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Check your application.  
 
Go to Home 
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Applications are valid for three years or two evaluations, whichever comes first. 
 
Check the applications, including the application date, if the application is paid (Yes, No)  and open 
View Evaluation History.   
 

 
 
 
If something is missing, such as workshops or fingerprint records, see the information on page 6-7. 
 
How to check your application status: 
http://www.highered.nysed.gov/tcert/certificate/checkstatus2.html 
 
How much time is needed for certification to be confirmed?  
 
Initial certificates using pathway Approved Teacher Preparation Program are often confirmed one or two days after 
the data is complete. 
 

How to check your certification status  including issued and expiration dates. 
 

 
 

http://www.highered.nysed.gov/tcert/certificate/checkstatus2.html
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How is certification confirmed?  
 
Certificate effective dates will be  posted on TEACH.   https://www.highered.nysed.gov/tcert/certificate/certprocess-
issued.html  
 
You will not receive a printed copy of your issued time-limited certificate(s) such as the Provisional, Initial, 
Transitional, Teaching Assistant Levels I, II, and Pre-Professional types. Instead, you can verify that your certificate 
has been issued by logging in to your TEACH Online Services account and viewing the certificate table in Account 
Information. You can take a screenshot of your certification status. 
 
 
 
What documents are needed? 
 
 
When you apply for professional certification, your employer will need to send in a form to confirm that you 
completed three years of relevant work experience. 
 
  http://www.highered.nysed.gov/tcert/certificate/form.html 
The payroll secretary for your school can contact  the HR director to send the work experience data to the state. 
 
If you have been teaching as a NYC DOE substitute teacher, you can   write to the NYC DOE Certification Unit staff 
at nycdoecertunit@schools.nyc.gov. You can ask for the substitute work experience data to be sent to the state. They 
will need to know your file number. 
 
 
Information on the mentoring requirement: http://www.highered.nysed.gov/tcert/resteachers/mentoringreq.html 
 
If you worked in a NYC DOE school, you can contact the NYC DOE Certification office to request that they send 
your mentored experience information to the state. You can   write to mentorverification@schools.nyc.gov. They will 
need to know your file number. 
 
Any items marked "unmet" or "deficient" must be checked manually or will be updated when more information is 
recorded. You may need to allow about 16 weeks for a manual review if you applied for professional certification or 
used Pathway: Additional Classroom Teaching Certificate(Must hold a valid certificate), Individual evaluation, or 
Certificate Progression. 
 
Transcripts: the New York State Dept. of Education (NYSED) Office of Teaching Initiatives (OTI) staff will not need 
transcripts if you will finish your college program as listed on the Student Information Sheet. For other applicants, 
transcripts will be needed.   
 
How to order Brooklyn College transcripts:  
http://www.brooklyn.cuny.edu/web/about/administration/enrollment/registrar/transcripts.php 
How and where to send transcripts: 
http://www.highered.nysed.gov/tcert/certificate/transcripts.html 
 
  
 You can show your employer your application status. 
 
These instructions cover most, but not all situations.  
The information in this document  is based on current resources from the NY State Dept. of Education Office of 
Teaching Initiatives (OTI) to the best of our present knowledge. Certification rules and procedures are subject to 
change. If regulations change before a payment is made, you will be required to satisfy the requirements in place 
when payment is made. 

https://www.highered.nysed.gov/tcert/certificate/certprocess-issued.html
https://www.highered.nysed.gov/tcert/certificate/certprocess-issued.html
http://www.highered.nysed.gov/tcert/certificate/form.html
mailto:nycdoecertunit@schools.nyc.gov
http://www.highered.nysed.gov/tcert/resteachers/mentoringreq.html
mailto:mentorverification@schools.nyc.gov
http://www.brooklyn.cuny.edu/web/about/administration/enrollment/registrar/transcripts.php
http://www.highered.nysed.gov/tcert/certificate/transcripts.html
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Questions: 
You can contact Helen Spencer, Certification Officer  
hspencer@brooklyn.cuny.edu  
Tel. 718-951-5000 x3946 
 
If you are in a Transitional B program such as the Teaching Fellows/Teaching Collaborative or EdPrep/ Sub & Para 
to Teacher  program, contact 
Dr. Martinez and Ellen Kreger Romano  
Roberto.Martinez@brooklyn.cuny.edu  
EKreger@brooklyn.cuny.edu 
 

mailto:hspencer@brooklyn.cuny.edu
mailto:Roberto.Martinez@brooklyn.cuny.edu
mailto:EKreger@brooklyn.cuny.edu

