Education Cabinet
Office of Career and Technical Education
Teacher Responsibility Checklist for Certification

Apply for Admission to University of your choice

At Present you should be a Rank III Teacher






Equal Education & Employment Opportunities M/F/D

4.    Send Copy of Internship Certificate to Frankfort Central Office if you are a state employee or 	       to the local board of education if you are a local board employee


5.   Consult your Regional University Advisor in regards to your 64 hour Planned Program; 64 Hour 	      Planned Program should include 20 semester hours of General Education,  24 semester hours of 	     Technical Education and  20 semester hours of Professional Education





6. When Internship is completed – Send Official Transcript reflecting NTI Credit to Frankfort 		     Central Office if you are a state employee or to the local board of education if you are a local  	      	      board employee


7.  Send or Fax to Frankfort Central Office  if you are a state employee or to the local board of 		     education if you are a local board employee a copy of 1st One Year Teaching Certificate


8.   Enroll and attend prescribed classes approved by university advisor prior to enrollment of 64 	      hours Planned Program


9.  One Year Certificate Renewal Requirements after year two– 6 semester hours from Planned	     Program each year there after until 64 Planned Program is completed 








1.   First Year of Teaching – Attend 5 day NTI and 2 day Follow-up and complete Internship 			Process (KTIP)


2.   Contact your University Teacher Educator after completing 5 day to complete enrollment 			application 


3.   Make application to enroll in a university class to receive required 3 semester  hours credit 		        (NTI Credit) for 1st One-year certificate after completing 2 day Follow-up 





11.  Must teach 3 years in Career and Technical Education and complete 64 hours planned program 	or an associates degree before moving to Rank II


12.  Must teach 6 years in Career and Technical Education and earn an appropriate bachelors degree 	before moving to Rank I








10.  June or December (which ever month your certificate expires) fill out a TC3 form, attach 	official transcript reflecting your required 6 semester hours, mail to Frankfort Central Office if 	you are a state employee or to the local board of education if you are a local  board employee 	for renewal of your One Year Teaching Certificate; you should repeat this step each year to 	renew your one-year teaching certificate until you have completed your 64-hour planned 	program or an associate degree


One Year Teaching Certificate can be renewed nine (9) times after initial issuance


Must maintain current license as specified for your particular occupational area








13.  Completed 64 hours Planned Program and ready to change Ranks?  


Complete a TC-1 form and attach $50 certified check or money order, made payable to KY State Treasurer, have university send official transcript.  


Mail completed form and attachments to Central Office for verification of employment


Central Office will forward the TC-1 form to University for rank change recommendation


University will forward the TC-1 form to Education Professional Standards Board





NOTE:  Please pay close attention to the certificate renewal requirements


on your teaching certificate.


Certificates and certification is YOUR responsibility.


If you have questions, please contact Vickie Staley 502-564-4286 or VickieL.Staley@ky.gov
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