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Office of Certification
Updates

Brad Fittro
Robert Hagerman

August 1, 2019

Welcome from Executive Director 

Dr. Robert Hagerman
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Office of Certification Staff

Associate Staff

Mona Bowe

Sherri Hudnall

Cheryl Nichols

Coordinators

Emily Curry

Brad Fittro

Scottie Ford

Christina Haymaker

Julie Morris
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Dr. Robert Hagerman, Executive Director

Today’s Agenda

• Office of Certification Staffing Updates

• West Virginia Board of Education (WVBE) Policy Updates

• Application Form Updates

4



8/5/2019

3

Technical Assistance

Webinars

Presentations

Individualized assistance

5

Distribution Lists/Listserv

Reports/emails you receive

Please provide contact update for appropriate staff 

How to be added to a list?
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CertCheck

All county office personnel dealing with processing of certification 
or needing access to individual’s certification need to have access to 
CertCheck.  

Many reports available

If you do not have access, you need to complete the Certification 
Status Lookup Log-On Request by clicking on the following link:

https://wveis.k12.wv.us/certcheck/login.cfm
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Fingerprint/Background

• The Form 7 can be used to by a county school system to receive 
the results of a State Background Check as long as it has been 
within 90 days of the date the fingerprints were taken.

• Please do not submit a Form 7 if an application is not on file in our 
office.  The Form 7 can be uploaded in the CertPortal as you 
approve the application or if an application has been 
approved/uploaded and then the Form 7 is received, then you may 
use the WVEIS Upload Portal.  

• Please do not send any information/forms pertaining to bus 
drivers to our office.  Sherry Sadler in the Office of Transportaion
will assist you in that matter. 
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WVBE Policy 5202
Brad Fittro

• Policy 5202 became effective on April 15, 2019
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Application Form Updates
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Form 1/1A

• The only institution in West Virginia that can sign a First-Class/Full-
Time Permit now is Marshall University.

• If a county needs to put someone on a First-Class/Full-Time Permit 
for Autism and the individual currently has their multi-cat or other 
Special Education endorsement,  a waiver and waiver request form 
is needed.  On the waiver request indicate the individual is taking 
the six hours at a college/university without a full program, but the 
applicant understands that by the next school year they must be 
fully certified. 
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Form 4 Renewal On-Line Application

• Please review the applications and ensure that the correct option 
for the type of licensure the applicant selected is correct.

• If you discover the applicant is eligible for a Conversion to a Five-Year or a 
Permanent Certificate, please REJECT/DENY the application so the 
applicant can make a new one selecting the correct option. Please do not 
use SEND BACK. 

• If the applicant is submitting an initial Five-Year Conversion or for a 
Permanent Certificate, please make sure the experience is listed and 
verified for all educational experience your county is giving the applicant 
credit.  As a county approver, you can enter and approve the experience 
without the applicant entering the information.  The applicant cannot go 
back and enter that information after they click SUBMIT.  
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Form 8

• A signature is not required when an individual is completing the 
two courses of Autism.  We only need the Form 8, the transcripts, 
the Applicant Information Page, and a $35.00 on-line processing 
fee payment. 

• Driver’s Education additional endorsement must have the Driving 
Record from the DMV, the valid Driver’s License, and the official 
seal-bearing transcripts along with a college signature on the Form 
8.
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Certification Notebook (OneNote)

• The Certification OneNote Notebook is continuously updated to 
assist you in the certification process. 

• If you do not have access to the OneNote, please notify Brad Fittro 
at bfittro@k12.wv.us and request access. 
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Administrative Certificates

• Professional Provisional Administrative Licensure
• This certificate is a professional certificate:

• Valid for five (5) years and can be renewed multiple times
• Can be used for reciprocity
• Can be used for employment and should be viewed as such
• Upon employment as an administrator, candidates may complete observations on 

professional faculty and staff but may not complete end of the year evaluations until 
they have completed the in-person ELI and applied for and obtained the Initial 
Administrative Certificate

• Applicants who have completed an educational leadership program that 
leads to licensure with the following requirements:

• Praxis 5411 (until August 31, 2019) or 5412 (after September 1, 2019)
• Transcripts that reflect a completed program
• Online Evaluation Leadership Institute (ELI)
• Recommendation from the college/university for licensure
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Professional Initial Administrative Certificate

• Professional Initial Administrative Licensure
• This certificate is a professional certificate:

• Valid for five (5) years and can be renewed
• Can be used for reciprocity
• Within ninety (90) days of employment as an administrator candidates MUST complete 

the In-Person ELI and apply for the Initial Administrative Certificate.  Once they hold 
the Initial Administrative Certificate, end of the year evaluations may be completed

16



8/5/2019

9

Teacher in Residency (TIR)

Continue to utilize this option for shortage areas when possible. 
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Tuition Reimbursement/Advanced Salary
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Tuition Reimbursement

Reminder

WV Code section 18A-3-3a provides for tuition reimbursement only 
for educators holding a valid WV professional or provisional 
professional teaching, service, or administrative certificate, or 
equivalent.
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Tuition Reimbursement

Tuition reimbursement is available for educators holding a first 
class permit only if seeking an additional endorsement in a shortage 
area. No allowance for reimbursement is made for those on a first 
class permit seeking an initial professional certificate.
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Advanced Salary

For a master's degree (M.A. advanced salary level), 80% of the 
coursework (24 of the 30 minimum graduate degree hours) must be 
related to the public school program as defined in Policy 5202. No 
more than 6 graduate hours in an area that is unrelated either to 
the public school program or to an endorsement area available for a 
professional certificate are allowable for the M.A. advanced salary 
level.
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Authorizations
Form 38
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Applicants must hold a valid professional teaching 
certificate for the following authorizations:

 Alternative Education
 Option Pathways
 Cultural Enrichment
 Reading for Grades Seven and Eight
 Technology Integration Specialist
 Computer Science Discoveries
 Introduction to Computer Science

Please be sure to indicate the 
requested school year.
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Teacher in Residency (TIR)

Continue to utilize this option for shortage areas when possible. 
Please remember that a job posting is required for documentation.
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Form 40- Paraprofessional Application

New information 
has been added 
to clarify the 
requirements 
met by the ACDS 
and CDA 
certificates.
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Form 50- Community Programs

New information 
has been added 
for clarification of 
requirements 
met by the ACDS 
and CDA 
certificates.

Form 60- Paraprofessional Interpreter

New information 
has been added 
for clarification of 
requirements met 
by the ACDS or 
CDA certificates.

Reminder‐When using 
2 years of classroom 
experience in lieu of 
the classroom 
management course, a 
letter with dates of 
employment must be 
signed and submitted.  
When using the 2 years 
of experience for  
special education 
course requirements, 
at least 10 clock hours 
in special education 
training must be 
verified.
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Form V14- CTE Salary Classification

Reminders:
• The required 18 

credits to finish the 
CTE program do 
not count toward 
salary increases.

• CTE salary 
increases do not 
necessarily 
coincide with the 
awarding of a 
degree.

• In order to receive 
credit for all 
coursework, please 
have the applicant 
fill out all courses 
to be reviewed. 
(More than one 
form may be sent.)

Online Application Update
Form 39

• Please ensure that the individual making application has selected the correct 
option.  If the individual needs to renew the authorization available on a 
Form 39 (Coach, Limited Football Trainer, or Athletic Trainer Certificate), 
please look at the top left corner of the application and see that the correct 
option has been selected.  

• If they are wanting to renew and you notice in the top left corner that it is an 
Initial Temporary Authorization, you must REJECT/DENY the application and 
they need to go back into the system and select RENEW beside the 
credential. 

• The online form requires a yearly date- “Employment Begin Date.”  This does 
not need to be the date of first hire.
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Q & A

This presentation will be posted in the resources section of our 
website at http://wvde.state.wv.us/certification/.

West Virginia Department of Education
Office of Certification
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